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SECTION 1: INTRODUCTION

Section 1.01: Purpose

This manual explains the Northwest Territories (NWT) Income Assistance Regulations
and policies. Where there is a discrepancy between policies and legislation, the
legislation takes precedence.

What Is the Income Assistance Program?

The Income Assistance Program is one of five Income Security Programs delivered by
the Department of Education, Culture and Employment. Income Security Programs
provide financial resources in combination with other Government Programs and
services to help people become independent and self-reliant.

The Income Assistance Program helps people when they do not have enough money
each month to pay for basic needs like food, shelter and utilities. The Income Assistance
Program also provides enhanced benefits for longer-term supports, such as clothing or
disability allowance. The amount of support available to individuals is based on overall
needs, where person lives, the size of the family, and the person’s ability to provide
their own financial resources. The program encourages people to make productive
choices, allowing them to achieve self-reliance.

What are the Income Assistance Regulations?

The Income Assistance Regulations, RR.N.W.T. 1990, c.S-16 (the Regulations), are part
of the Social Assistance Act. The Regulations outline how the Income Assistance
Program operates and how assistance is delivered to applicants.

What About Other Legislation?

Other legislation that can influence the Income Assistance Program is the Access to
Information and Protection of Privacy Act (ATIPP) and the Interpretation Act. This list
is not inclusive.

Who is Responsible?

The head of the Income Assistance Program is the Director, Income Security Programs.
They work out of the Department of Education, Culture and Employment’s
headquarters office in Yellowknife. When a Client Navigator finds themself in a
situation that is not covered by the Act, the Regulations, or this Policy Manual, the Client
Navigator, through their supervisor, should contact the Director, who makes a decision
on how to handle the applicant’s situation.

3|Page



m Income Assistance Policy Manual October 2023

Must Applicants Use the Assistance for Which it Was Intended?

Applicants are expected to use the assistance for the purpose it was provided. Client
Navigators are not expected to monitor spending except in unusual circumstances that
require the Client Navigator’s discretion.

What Happens When an Applicant is No Longer in Need?

When an applicant is no longer considered to be in need, they are no longer eligible to
receive Income Assistance. If an applicant is later considered to be in need again, they
can be considered for Income Assistance.

Can Applicants Receive Benefits While They are Disqualified?

Applicants cannot receive Income Assistance or request a financial review at any time
during their disqualification period. A Client Navigator may change their decision to
disqualify an applicant if they have new information that shows the applicant is eligible
for Income Assistance.

When there is an appeal pending, Income Assistance shall not be granted until the
decision of the Social Assistance Appeal Committee or the Social Assistance Appeal
Board is made.

Asking for Types of Assistance

If an applicant does not ask for a certain type of benefit, the Client Navigator must make
the applicant aware of what is available and offer the benefit to the applicant.
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Section 1.02: Service Level Commitments

Income Security Programs guarantee we will:

Provide courteous, quality service and answer all of your questions;

Treat you with dignity and respect;

Protect your personal information and correct your personal information if
there has been an error or omission;

Only use your personal information for the purpose of determining program
eligibility;

Welcome a friend, family member, or advocate to come to meetings with you;
Work with you towards reaching self-reliance;

We will achieve this by:

Providing a response (verbal or written) to your application within 2 business
days of verifying all of your required documents;

o Ifapproved, we will issue payment within the same timeframe;
Returning your telephone and e-mail messages within 2 business days;
Assisting you with filing an appeal if you do not agree with a decision; and
Conducting periodic customer satisfaction surveys to ensure optimum service.
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Section 1.03: How to Use This Manual

This manual follows the same order as the Regulations. The manual groups the
Regulations according to themes before providing a brief explanation of those
Regulations.

Each section includes the following headings:
e The Law - a copy of the Regulation(s)
e What it Means - provides details of the Regulation(s)

Each section may also include:
e Current Practice - describes what approved practices are in place
e Example - describes “real life” examples of how the Regulation(s) should be

used
¢ Note(s) - outlines any issues or circumstances that a Client Navigator should be
aware of
Amendments

The Income Assistance Policy Manual is a living document that is updated on a regular
basis. The date that policies are changed by the Director are identified with each
amendment in this manual.
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SECTION 2: INCOME ASSISTANCE REGULATIONS

Section 2.01: Interpretations - The Definition of Words

The Law

1. In these regulations,

"Act" means the Social Assistance Act;

"adult" means a person who has attained 19
years of age ;

"applicant” means a person who applies or on
whose behalf an application is made for
assistance, and includes a recipient; (demandeur)
"application" means an application for assistance
under these regulations

"basic benefits" means the benefits set out in
Schedule A;

"budget deficit" means the amount by which the
total cost of those basic benefits that are
necessary to an applicant exceeds the financial
resources of the applicant;

"budget surplus" means the amount by which the
financial resources of an applicant exceed the
total cost of the basic benefits;

"child" means a person under 18 years of age;
"dependant” means a member of the family of the
applicant who resides with them and who is
wholly or in part dependant on the income of the
applicant, , but does not include an adult living in
the home of the applicant who is maintained by
the Director;

"earned income" means the items set out in
subsection 20(3);

What it Means

"enhanced benefits" means the benefits set out in
Schedule B;
"financial resources” means the financial
resources of an applicant as determined in
accordance with section 20;
"foster child" means a child who is maintained in
a private home by the Director of Child and
Family Services;
"head of a family" means a person who has
charge of a household and who has one or more
dependants in the household;
"mature child" means a person who is 18 years of
age; (enfant mature)
"Officer" means a Social Welfare Officer
appointed under section 4 of the Act;
"recipient” means an person to whom assistance
has been granted;
"spouse” means a person who
(a) is married to another person,
(b) has together with another person, in
good faith, entered into a marriage that
is voidable or void, or
(c) is cohabiting with another person in
a conjugal relationship outside
marriage;
"unearned income" means the items set out in
subsection 20(4);

Section 1. of the Regulations provides the exact meaning of significant words that are

used throughout the Regulations.

Words in This Manual

The following are definitions of words and terms used in this manual:

Applicant

A person who applies for assistance. This includes the spouse of the person applying

and a recipient.
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Application Period

An Application for Income Assistance, which includes the Statement and Authorization,
must be completed annually, or when an applicant has a change in relationship status.
Applicants who are not payrolled must complete Form A Reporting Form and submit all
supporting documentation each time the Client Navigator assesses their application.

Asset
Any item of economic value owned by an individual, which may include cash,
investments, vehicles, real estate or other property.

Bachelor Apartment
[s a small self-contained unit which combines a living room, bedroom and kitchenette
into a single room and has a separate bathroom that is not shared.

Bankruptcy
When determining the need of a person, it should be noted that bankruptcy is always
on an individual basis - couples cannot claim bankruptcy.

Business Day
Monday through to Friday, excluding statutory and civic holidays and Mandatory Leave
days.

Client
The applicant and/or co-applicant on an application.

Compensation
Money paid or payable as compensation for harm done to an individual.

Director’s Discretion
The Director has the legislative authority to make a decision in an applicant’s case.

Disabled Person

A person with either physical or mental impairments that significantly restrict their
ability to perform daily living activities, either permanently or periodically for extended
periods, and medical treatment would not remove or heal their disability and because
of these restrictions, requires assistance with daily living activities.

Earned Income

The items set out in subsection 20(3) of the Regulations (any income that comes from
participation in a community activity, employment or an activity that includes
honoraria).
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Excluded Income
[tems that are excluded from the calculation of financial resources.

Family

This refers to immediate family and is defined as a Client Navigator’s or applicant’s
father; mother, brother, sister, spouse, child, father-in-law, mother-in-law, son-in-law,
daughter-in-law, grandparent, and all relatives permanently residing with the
employee.

Financial Review
A monthly review of an applicant’s income is required before that applicant can receive
assistance.

Friend
A close and favoured companion.

Full-time Day Care
Day care provided for a period of more than five consecutive hours per day.

Headquarters

The head office of ECE where the Income Security Programs Division is located, the
Director is based, and support is provided for the administration of Income Security
Programs.

Health Care Professional

The following personnel have been approved by the Director as Health Care
Professionals: A Doctor of Medicine, a doctor who is specialized in an area of medicine,
a physiotherapist or occupational therapist, a psychologist, a nurse practitioner or a
registered mid-wife.

Landlord
The legal owner or owners of a property and/or building.

Mature Child
A person who is 18 years of age.

Month or Monthly
The period of time that represents a calendar month, such as the month of February.

[Interpretations Act]

Neglect
An applicant’s failure to carry out, perform, or meet program requirements.

9|Page



m Income Assistance Policy Manual October 2023

Notice of Assessment (NOA) - New July 2023
Is a summary of your tax return, issued by the Canada Revenue Agency or the T1
received through the client verification process.

Parenting
The raising of children by a parent or legal guardian.

Part-Time Child Care
Child care provided for a period not exceeding five consecutive hours per day.

Prorate

To divide expenses based on days in the month. Income Assistance is based on monthly
payments, but if an applicant requests assistance in the middle of the month, the
amount the applicant is entitled to receive is based on the number of days left in the
month and not the whole month.

For example, a food allowance for two parent household in Aklavik is $818. If this family
made an application for a food allowance on July 14, they are entitled to $449. The amount
is calculated using this formula: $818 + 31 days x 17 days = $449.

Productive Choice
The activity or program an applicant must take part in to continue receiving Income
Assistance, unless they are exempt.

Recipient
An applicant to whom assistance has been granted.

Remote/Inaccessible Area
A remote or inaccessible area is any place that is not easily accessible and is more than
50 kilometres from the nearest road.

Reside
The place where an applicant resides either permanently or on a long-term basis.

Resident
A person lawfully entitled to be, or to remain in Canada, who makes their home and is

ordinarily present in the Territories, but does not include a tourist, transient or visitor
to the NWT.

Retroactive
Intended to apply or take effect at a date in the past.
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Secondary Suite
A secondary suite is a private, self-contained unit within an existing home. It has its
own bathroom, kitchen, living area and sleeping area

Senior An applicant 60 years of age or older.

Separated
When couples no longer live together but are not divorced. The Director must be
consulted if other circumstances exist.

e Indicators of Separation: A partner of legal or common law marriage, who claims
to be separated when applying for Income Assistance, must sign a statutory
declaration in support of this separation.

e Evidence of Family Violence: Physical evidence or information provided by
police, medical personnel or social worker, accompanied by a change in
residence for the applicant or partner.

e Geographic Separation: Occurs when an applicant is residing outside of their
home community and maintaining a separate residence from their spouse due
to educational or medical reasons. This does NOT apply to applicants who are
residing separately from their spouse for employment reasons.

Spouse/Co-applicant
A person, 19 years of age and older, who is either legally married to another person or
living together in a common-law relationship.

A person under the age of 19 can only be added to the Income Assistance assessment
as a spouse/co-applicant if they are legally married to the applicant.

Suitable Housing
Suitable housing means the unit has enough bedrooms for the size and make-up of
resident households, according to National Occupancy Standard (NOS) requirements.
NOS requirements define suitable housing as a unit that has one bedroom for;

e each cohabiting adult couple;
each lone parent;
unattached household member 18 years of age and over;
same-sex pair of children under age 18;
and additional child of each sex in the family, unless there are two opposite
sex children under 5 years of age, in which case they are expected to share a
bedroom.

Transient
A person who is in need of short-term assistance.
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Transient Living Accommodation

A room or suite of rooms which is occupied not as a primary residence. This includes
emergency shelters, hospitals, short term care facilities, hotels, hostels or other similar
tourist establishments.

Traditional Activities

A traditional activity is any one of the following: hunting, fishing, trapping, crafting
(baskets, dreamcatchers, etc.), carving or being out-on-the-land in a remote or
inaccessible area.

Unearned Income
The items set out in subsection 20(4) of the Regulations. Income received as a result of
activities other than participation in community activities, employment, or training.

Year
A 12-month period, beginning on the first day of the following month.
E.g., February 15, 2021, through January 31, 2022, is a year.

Notes
1. The words “must”, “shall” and “will” in the Act and Regulations, or in this manual,

refer to something that has to be done, there is no choice.

2. The word “may” in the Act, Regulations, or in the manual will be used to express
possibility, opportunity or permission and it is not a requirement.
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Section 2.02: Person in Need - Who is Eligible

The Law

1.1. (1) Repealed.
(1.1) Subject to subsection (2), an applicant is a
person in need if, by reason of inability to obtain
employment, loss of the principal family
provider, illness, disability, age or other cause of
any kind that makes the applicant unable to
provide adequately for themself and their
dependants or any of them,
(a) a budget deficit exists; or
(b) a budget surplus exists that is
inadequate, as determined in
accordance with the direction of the
Director, to provide for an unexpected
situation.
(2) An applicant described in subsection (1.1) is
not a person in need if the applicant
(a) is employable but is unwilling to
accept employment of any type that has
been offered in the Territories that
would enable the applicant to provide
adequately for themself and their
dependants;
(b) is unemployed but is employable as
determined under section 5 and an
Officer is not satisfied that the applicant
is searching for and is willing to
undertake wage employment or self-
employment;
(c) is a child or a mature child;
(d) Repealed;
(e) is incarcerated;
(f) has the means available to maintain
themself and their dependants
adequately; or
(g) refuses or neglects to utilize all of the
financial resources that they may access
including but not limited to
employment, unemployment or
disability benefits or, subject to
subsection (3), pension benefits.
(3) An applicantis not required to access pension
benefits before they attains the age of 65 years.

1.11. An applicant is only eligible to receive
assistance if they
(a) are a Canadian citizen;
(b) are a permanent resident as defined
in subsection 2(1) of the Immigration
and Refugee Protection Act (Canada);
(c) is a protected person within the
meaning of subsection 95(2) of the
Immigration and Refugee Protection Act
(Canada) and they
(i) have applied for permanent
resident status, and
(ii) have been issued a social
insurance number; or
(d) are a person who has made a claim
for refugee protection inside Canada
under subsection 99(1) of the
Immigration and Refugee Protection Act
(Canada), whose claim
(i) have, under section 100 of
that Act, been referred to the
Refugee Protection Division of
the Immigration and Refugee
Board, or is deemed to be
referred, and
(ii) have not been rejected,
suspended, abandoned or
withdrawn.

1.12. (1) If the Director is satisfied that an
applicant has made a false or misleading
statement for the purpose of obtaining
assistance for themself or any other person, the
applicant is not eligible to receive assistance
until 60 days after the day on which the Director
makes that determination.

(2) If an applicant voluntarily left employment
without just cause as set out in paragraph 29(c)
of the Employment Insurance Act (Canada) they
are not eligible to receive assistance until 60 days
after the day on which they left the employment.
(3) If an applicant’s employment was terminated
by their employer for just cause the applicant is
not eligible to receive assistance until 60 days
after the day on which their employment was
terminated.
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1.13. (1) If a recipient’s assistance is terminated
under paragraph 16(1) (b), (c), (d.1), (d.2) or
(d.3), they are not eligible to receive assistance
until 60 days after the day on which their
assistance is terminated.

(2) Subject to subsection (3), if a recipient’s
assistance is terminated under paragraph 16(1)

(3) If a recipient whose assistance is terminated

under paragraph referred to in subsection (2)
does not have their assistance terminated again
under that paragraph for a period of 36 months,
the next termination under that paragraph
results in the period of ineligibility referred to in
subsection (1).

(b), (c), (d.1), (d.2) or (d.3) and it was previously
terminated under the same paragraph, they are
not eligible to receive assistance until 90 days
after the day on which their assistance is
terminated.

What it Means

Section 1.1(1) to 1.13(3) of the Regulations explains how to determine if a person is in
need and is eligible to receive Income Assistance. It also explains what a Client
Navigator must do when an applicant’s assistance is increased, reduced or refused.

A person in need is a person who does not have enough money to pay for their or their
dependants’ basic needs (food, shelter and utilities). The amount of Income Assistance
needed is calculated by subtracting the applicant’s income from the cost of their basic
needs. If a person does not have money left over, they may be eligible for Income
Assistance.

If a person has money left over, they are not a person in need unless the Director
believes the money left over is not enough to provide for an unexpected circumstance.

Person in Need
The following are examples of situations where applicants and/or their dependants
would be considered a person in need:
e The applicant cannot find work
e Anincome earner no longer supports the applicant and/or dependants
e The applicant is ill or homeless and unable to support themself or their
dependants
e The applicant is disabled and living:
o Alone or with someone
o Inagroup home
o Inalong-term care facility/hospital, a nursing home or an extended care
facility /hospital
e A senior who does not have enough income to meet their needs, including
seniors who are currently eligible for Senior Home Heating Subsidy
e An applicant is unable to provide adequately for themself and/or their
dependants, according to the Director
e An applicant who is under house arrest
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e An applicant who is in a hospital in the NWT for a medical, surgical, or
psychiatric procedure
e Aclientis temporarily staying in a safe shelter or emergency shelter

Applicants who are Temporarily Hospitalized, or Staying in a Safe or Emergency
Shelter

An applicant who is temporarily hospitalized or staying at a safe or emergency shelter
is considered a person in need and may be eligible to receive all benefits under Schedule
A and Schedule B.

Senior Home Heating Subsidy (SHHS) Recipients

An applicant who is a recipient of SHHS is a person in need if they do not have enough
income to meet their needs that is not included in the subsidy. Applicants can apply
for IA to receive assistance with food, clothing, utilities, aged and incidentals. They may
be eligible to receive assistance with fuel, only if they have not received fuel through
SHHS that month. The Client Navigator must ensure that there is no duplication of
benefits. Therefore, if an 1A applicant has received the SHHS subsidy in the same month
that they have applied for IA, the applicant is not eligible to receive the fuel allowance
but may be assisted with other needs.

Person Not in Need - New October 2023
The following are examples of situations where applicants and their dependants are
not considered persons in need:
e An applicant will not take work offered to them
e An applicant can work but the Client Navigator is not satisfied that the person is
actively looking for work
e Anapplicant is under the age of 19 and considered a child
o In cases where a parent is receiving IA benefits for a child who turns 19
during the assessment month, benefits will not be prorated. If the child is
unable to sustain themself financially in subsequent months, they are
required to apply for IA benefits on their own behalf
o In cases where an applicant is receiving IA benefits and is married to a
person under the age of 19, the person is ineligible for benefits, their income
is not counted in the calculation of IA benefits and they must not be added as
a co-applicant. The spouse must be added to the application as a household
member.
e Anapplicantis in prison
If an applicant becomes incarcerated after receiving IA, those benefits are not to be
recovered. The applicant can re-apply once they are released. If a payrolled applicant
does not inform a CSO of their incarceration and continues to collect IA while
incarcerated, those benefits would be subject to recovery
e A person who, while receiving Income Assistance:
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o Now has the resources (money, goods or services) to support themself
and/or their dependants

o Will not, or does not, use all the financial resources they can access (other
than Income Assistance) and is thus not eligible for assistance for 60 days

o Wil not participate, or stops participating, in a productive choice and is
thus not eligible for assistance for 60 or 90 days (unless exempt from a
productive choice)

o Will not, or does not, provide any personal or financial information
required for the Client Navigator to carry out a financial review

o Isnow working and the earnings are enough to support the applicant and
their dependants according to the Client Navigator. (Income Assistance
can continue until an applicant’s first paycheque. If assistance overlaps,
no recovery is required)

o Has made a false or misleading statement, as determined by the Director,
in order to receive assistance for themself, or for another applicant

o Quits a job without just cause. See section 29(c) of the Employment
Insurance Act

o Isfired with just cause

o Leaves the NWT, unless the applicant leaves in order to receive medical
treatment or participate in a Productive Choice that is unavailable in the
NWT.

Penalties of 60 or 90 days

False or Misleading Statement: If the Director is satisfied that an applicant has
made a false or misleading statement for the purpose of obtaining assistance for
themself or any other person, the applicant is not eligible to receive assistance
until 60 days after the day on which the Director makes that determination.
Left a Job: Where an applicant, who has not been a recipient of Income
Assistance in the last 31 days, has voluntarily left employment without just
cause, as set out in paragraph 29(c) of the Employment Insurance Act, they are
not eligible to receive assistance until 60 days after the day on which they left
the employment. For more information, visit:
http://laws-lois.justice.gc.ca/eng/acts/E-5.6 /page-10.html#docCont

Job is Terminated with Just Cause: Where an applicant’s employment was
terminated by their employer for just cause, the applicant is not eligible to
receive assistance until 60 days after the day on which their employment was
terminated.

Assistance is Terminated: Where an applicant’s assistance is terminated based
on this section of the Regulations, they are not eligible to receive assistance until
60 days after the day on which their assistance is terminated.

Two Strikes Rule: If an applicant’s assistance is terminated a second or
subsequent time, for the same reason as the first, they are not eligible to receive
assistance until 90 days after the day on which their assistance is terminated. If
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the 90-day termination was issued more than 36 months ago, the termination
period resets to 60 days.

For example: John Doe received a 90-day refusal of assistance in June 2016 for
failing to declare income. If he is not issued a refusal for the same reason between
September 2016 and May 2019, the refusal period is reset to 60 days.

Who is Eligible
Canadian citizens, permanent residents, refugee claimants and protected persons with
a social insurance number living in the NWT are eligible for assistance.

If refugee claimants or protected persons and their dependants have not been issued
temporary or permanent social insurance numbers, they are not eligible to receive
assistance. Client Navigators must contact a Supervisor/Director who can verify the
applicants’ and their dependants’ Canadian citizenship status.

Applicants Temporarily Leave the NWT

When applicants temporarily leave the NWT to receive medical treatment that is not
available in the NWT the Director may grant assistance for all eligible benefits under
Schedule A and Schedule B. Applicants should apply prior to leaving the NWT, however if
they are unable to do so they may still apply to the Income Assistance office in their home
community via fax or email. Applicants are required to submit all relevant documentation
including proof of residency.

When applicants temporarily leave the NWT to participate in a Productive Choice that is
not available in the NWT, the Director may grant assistance for all eligible benefits under
Schedule A and Schedule B up to a maximum of three months.

Notes

1. An applicant cannot receive assistance for a need that is outside of the
Regulations. A debt of any type (credit card, maintenance, personal taxes, car
payments, phone bills etc.) is not considered a need. Rent, utilities, or fuel
arrears incurred when an applicant was not receiving Income Assistance are not
considered needs.

2. The NWT Housing Corporation delivers the Homelessness Assistance Fund,

which can assist an applicant and their dependants to return to their home

community within Canada or those who are at risk of becoming homeless.

A person in need can include someone who is self-employed.

4. When an applicant is issued a Notice of Refusal, regardless of the reason, the
applicant and their dependants will no longer be eligible for assistance.

5. A person aged 16 to 18 years is not eligible to apply for assistance but can be
directed to the Department of Health and Social Services, which may provide
benefits under a social services program through a Support Services Agreement
(SSA).

w
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Section 2.03: Kinds of Assistance - Money, Goods or Services

The Law
1.2. (1) The kinds of aid that constitute assistance (2) Basic benefits and enhanced benefits or a
for the purpose of the Act are money, goods and portion of them may be provided in goods or
services. services of an equivalent amount.

What it Means

Section 1.2(1) to 1.2(2) of the Regulations explains how Income Assistance can be
provided to applicants and their dependants.

Aid for basic and/or enhanced benefits can be provided to the applicant and their
dependants in the form of:

e Money (cheque or direct deposit) and/or
e Goods and services (e.g., food, fuel, etc.)

For more information on basic and enhanced benefits, refer to Sections 3 and 4 of this
manual.
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Section 2.04: Delegation - Transfer of Responsibilities

The Law
1.3. The Minister may delegate to a local Director referred to in these regulations in a
authority designated under section 5.1 of the Act community in respect of which the local
the implementation of any direction of the authority has been designated.

What it Means

Section 1.3 of the Regulations explains how local First Nations, Aboriginal governments
and other community groups can be given responsibilities regarding Income
Assistance.

The Minister can delegate duties, not the authority of the Director, to community
groups. However, at this time, the Minister has not delegated any authority.

Regardless of the employer, all Client Navigators are subject to the same Regulations,

policies and procedures. On matters regarding policies and procedures, Client
Navigators should report to the Regional Supervisor of Income Security Programs.
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Section 2.05: Application for Assistance - How to Apply

The Law

2. Every person applying for assistance shall
(a) make application for assistance to
the Officer for the area in which the
applicant is residing; and
(b) sign a statement and authorization in
the presence of the Officer taking the
application.

3. Application for assistance on behalf of a family
shall be made by the head of a family on behalf of
themself and their dependants, but if an Officer is
satisfied that the head of the family is unable, for
a valid reason, to make the application, the
Officer may permit the application to be made by
another adult member of the family, or by a
responsible person outside of the family.

3.1. Subject to sections 3.2 and 3.3, the Director
shall determine the content of the forms to be
used by an Officer for an application, statement
and authorization referred to in section 2, and for
an assessment and verification of whether an
applicant is a person in need and for any other
purpose that the Director considers necessary.

3.2. (1) In this section, "income in kind" means
goods or services received by an applicant free of
charge.
(2) The following must be provided in respect of
an applicant and each of their dependants before
assistance is granted:
(a) name, sex, address, phone number,
birthdate, marital status and ethnicity;
(b) education and occupation;
(c) subject to subsection (3), proof
satisfactory to an Officer, of social
insurance number;
(d) description of any maintenance
order entitling the applicant to
maintenance;
(e) reason for the application for
assistance;
(f) employment history;

municipal government department or
agency, including the Canada Revenue

(g) the monthly amount and sources of
all income including gross earned
income, net earned income, unearned
income and income in Kkind;
(h) the value and description of all
assets;
(i) information concerning finances
from, if relevant, thier employer, bank or
other financial institution, mercantile
organization, educational institution
and federal, provincial, territorial and
municipal government departments and
agencies, including the Canada Revenue
Agency and Employment and Social
Development Canada;
(j) Repealed.
(3) If, for reasons satisfactory to the Officer,
proof of social insurance number is not available
at the date of an application for assistance, the
applicant shall, within two months after that
date, provide proof that they have has applied
for a social insurance number.

3.3. The statement and authorization of the
applicant referred to in paragraph 2(b) must
include statements that the applicant
(a) meets one of the eligibility criteria
set out in paragraphs 1.11(a) to (d);
(b) has attained the age of 19 years;
(c) will inform the Officer immediately
of any change in their circumstances
that would affect their application or the
amount of assistance granted, including
change in dependants, income, assets or
residence;
(d) authorizes the Officer to verify the
information provided by the applicant;
(e) authorizes the release to an Officer of
any information, including personal
information, relating to the applicant
by the applicant’s employer, bank or
other financial institution, mercantile
organization or educational institution
or by a federal, provincial, territorial or

(h) declares the information they
provide to the Officer is true;
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Agency and Employment and Social
Development Canada for the purpose of
determining the applicant’s financial
resources and their eligibility for
assistance and for the effective and
efficient general administration and
enforcement of the Act and the
regulations made under it;

(f) authorizes the release to an Officer of
any information, including personal
information relating to any claim by the
applicant for benefits including but not
limited to employment, unemployment,
pension or disability benefits under any
Act of Canada, the Northwest
Territories, another territory or a
province;

(f.1) authorizes the release by an Officer
of any information relating to the
applicant including personal
information, to the  applicant’s
employer, bank or other financial
institution, mercantile organization or
educational institution or to a federal,
provincial, territorial or municipal
government department or agency,
including the Canada Revenue Agency
and Employment and Social
Development Canada for the purpose of
determining the applicant’s financial
resources and their eligibility for
assistance and for the effective and
efficient general administration of the
Act and the regulations made under it;
(g) declares that they understand the
circumstances under which the
procedure by which they may appeal a
decision respecting assistance and the
circumstances under which the Officer
may assist the applicant in making the
appeal;

(i) declares that they understand that
making a false or misleading statement
for the purpose of obtaining assistance
for themself or any other person is an
offence  punishable on summary
conviction;

(j) Repealed;

(k) will repay assistance for which the
applicant is not eligible or in excess of
the amount of assistance to which the
applicant is eligible and understands
that such assistance may be deducted
from future assistance payments.

5. If an applicant is unemployed but is
employable, as determined in accordance with
the direction of the Director, the Officer shall
satisfy themself that the applicant is searching
for and is willing to undertake wage employment
or self-employment.

6. (1) An Officer may require an applicant to
disclose fully such information as the Officer
considers necessary to establish the eligibility of
the applicant and the Officer may refuse
assistance until sufficient information is
provided.

(2) The applicant shall be informed in writing of
a refusal under subsection (1) together with the
reasons for the refusal within two business days
of the refusal.

(3) If an applicant has previously applied for
assistance in accordance with section 2 within
one year of the date of the current application, an
Officer may accept the previous application and
statement and authorization as a new
application for assistance, and may request
additional information to make the application
complete and up to date.

7. An Officer shall refuse assistance to any
applicant whom the Officer determines is not a
person in need, and the applicant shall be
informed in writing of the refusal and the reason
for the refusal within two business days of the
refusal.
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What it Means

Sections 2. to 7. of the Regulations set out the rule’s applicants must follow when
applying for Income Assistance and the rules a Client Navigator must follow when
refusing an applicant.

Place of Residence

Applicants must apply for Income Assistance in their home community. Before
applicants can receive Income Assistance from another community, they must provide
proof of residence (such as address change, rental agreement, utility bill, etc.) to the
Client Navigator that they have moved to the new community. To assess eligibility for
assistance in the new community, the Client Navigator must determine the amount of
assistance received prior to the applicant’s move to the new community.

Applicants who are temporarily outside of their home community and within the
NWT

An applicant may be considered temporarily outside of their home community if they
are travelling for personal reasons (e.g., visiting relatives or participating in traditional
activities) and will not be immediately returning to their home community. Applicants
who intend on applying for Income Assistance while away from their home community
should notify their Client Navigator immediately.

Applicants must submit an application and required documents via fax or email to the
Income Assistance office in their home community. An applicant’s amount of assistance
will be determined based on their home community benefit rates.

Note:

If an applicant is travelling within the NWT and is away from their home community
for more than 3 months the Client Navigator must confirm the applicants’ primary
place of residence and consult with the Regional Manager to determine if benefit
rates should be adjusted.

Applicants who are temporarily outside of the NWT

NWT residents who are temporarily outside of the NWT may apply for Income
Assistance under Section 16 (2) (a) and (b) of the Regulations. Applicants must submit
an application and required documents via fax or email to the Income Assistance office
in their home community. Applicants must provide proof of residence in the Territories
and provide documentation confirming the reason for temporary travel is to receive
medical treatment that is not otherwise available in the NWT.

Applicants Changing Place of Residence

A new application and a Statement and Authorization are not required. The applicant’s
file is not to be transferred to the new community. Specific documents (such as income
tax notice of assessment, old application, Statement and Authorization, etc.) will be
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available through CMAS Document Storage (DSM). A paper file can be created from
these documents.

Application and Forms
The Director must approve all forms. Client Navigators shall use only the approved
forms.

Applicants must complete and sign all necessary forms to apply for assistance.
Applicants who are unable to complete the forms may request assistance from another
adult member of the family, another responsible adult person, or the Client Navigator.

Applicant and Dependant Information
Applicants must provide all the following information (for themselves and for any
dependants). The Client Navigator must collect all this information before the need for
Income Assistance is determined:
e Full name (first, last, middle, as well as nicknames, maiden names, aliases, etc.)
Sex
Address (street and mailing)
Phone number(s)
Birth date
Marital status
Ethnicity
Education and occupation
Proof of Social insurance number (copy)
Description of any maintenance order (copy)
Explanation of why they are applying for Income Assistance
Employment history
Monthly income (gross earned, net earned, unearned and income-in-kind)
Description and estimated value of all assets
Information about the money kept in or received from employers, financial
institutions, agencies or governments, and,
e Mostrecent copy of the Canada Child Benefit Notice

First time applicants who are unable to provide proof of social insurance number must
provide proof within two months that they have applied for their social insurance
number. Applicants who do not provide this information within two months must be
issued a Request for Missing Information form and are ineligible to receive Income
Assistance benefits until such time as the information is provided.

Verification must be done before a Client Navigator can determine if an applicant and
their dependants are eligible to receive Income Assistance.
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Statement and Authorization

When submitting an application, the applicant and co-applicant must sign the
Statement and Authorization (SAA). The SAA has conditions that the applicant and co-
applicant must declare, agree and understand. Applicants and co-applicants agree to
tell the truth on their application.

The SAA allows the Client Navigator to collect information about an applicant and their
dependants, as well as use any information that the applicant has provided in
determining eligibility for program benefits.

The SAA also permits an official from Income Security Programs to obtain information
from Canada Revenue Agency or that an applicant will provide a copy that may be
redacted as per Section 2.12.

Looking for Employment

The Client Navigator must verify that an applicant who is employable is actively
searching for employment and is willing to work for a wage, salary or to become self-
employed. If the Client Navigator does not believe an applicant is searching for
employment and/or is not willing to work, their supervisor must be contacted, and they
must agree with the Client Navigator’s decision not to provide Income Assistance.

The applicant must show the Client Navigator that they made a reasonable effort to look
for work. The applicant may also be requested to complete a job application, submit a
resume and obtain a dated signature from potential employers.

Request for Additional Information
Applicants may be asked to provide additional information if the Client Navigator
believes it is essential to complete the application.

Refusing Assistance

A Client Navigator may refuse assistance to any applicant and their dependants. The
applicant must be notified in writing of the decision within two business days. If that is
not possible, the written decision will be mailed to the applicant. The date the decision
was mailed should be recorded in the file and in CMAS.

Guardians
Anyone who has guardianship for a child(ren) must provide documentation that they
are or have day to day care of the child

Documentation that the applicant has day-to-day care of the named child(ren) can be

one or more of the following:
e Aletter from Health and Social Services (does not include foster children)

24| Page



m Income Assistance Policy Manual October 2023

e A signed Statutory Declaration from the parent outlining that guardianship has
been given over.
e Guardianship Order
This would not apply in a custom adoption situation as the child(ren) will be considered
legally adopted.

Other Sources of Income for Children
In the event of a separation, the parent who has day-to-day control of the child(ren)
should be encouraged to apply for child support.

Parents and Guardians, who are not in receipt of the Canada Child Benefit (CCB) are
encouraged to apply for the CCB. This is a financial support to provide for the cost of

raising a child or children.

Biological/legal parent are encouraged to apply for child maintenance as this is an
additional financial resource.
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Section 2.06: Granting of Assistance - How Assistance is Given

The Law

9.If, after thoroughly reviewing and verifying the
information provided by the applicant, an Officer
is satisfied that an applicant is a person in need,
the Officer shall

(a) determine the amount of assistance
based on the applicant's need for
assistance;

(b) determine, in accordance with the
direction of the Director, whether the
assistance is to be provided as money,
goods or services, or any combination of
them;

(c) grant assistance in accordance with
Schedule A as is applicable to the
circumstances of the applicant; and

(d) subject to section 13.1, grant
assistance in accordance with Schedule
B asis applicable to the circumstances of
the applicant.

What it Means
Sections 9. and 10. of the Regulations set out the process Client Navigators must follow
to provide Income Assistance.

Current Practice

10. If assistance has been granted under section
the Officer shall inform the applicant
immediately

(a) of the kind and the amount of
assistance, the manner in which the
amount of assistance was determined
and the method of providing the
assistance; and

(b) of the responsibility of the applicant
to report immediately any change in
circumstances that would affect the
amount of the assistance that has been
granted.

Although the Director should be in agreement with how the applicant receives
assistance, the practice has been to allow the Client Navigator and applicant to decide
how the assistance will be provided, without consultation with the Director.

Client Navigator Responsibilities
All the applicant’s documents must be date stamped upon receipt.

After a Client Navigator has reviewed and examined the applicant’s application
information and determined that the applicant and their dependants are in need, the
Client Navigator must:
e C(Calculate the amount of eligible assistance (full month or prorated)
e Tell the applicant they are eligible to receive assistance and what they can
receive
e Decide how the assistance will be provided - cheques, direct deposit, goods,
services or a combination
o The Client Navigator determines how the assistance will be provided in
consultation with the applicant
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o The Director has the authority to overturn the Client Navigator’s
decision.

e Provide assistance under Schedule A - Basic Benefits and/or Schedule B -
Enhanced Benefits, depending on the circumstances

e Tell the applicant they must report all changes to their personal information
(where they live, how many people are in the family, etc.) and financial
information (income and assets)

e Explain the Income Assistance Program to the applicant, making sure that they
understand what they are eligible to receive, how much they are receiving, what
their rights and obligations are and what the government’s rights and
obligations are

e Ensure all needs are authorised as soon as an applicant’s eligibility is
determined.

Providing Assistance to Family Members and Friends

A Client Navigator who works alone in a community can help a family member, friend
or co-worker who is applying for assistance, but cannot issue Income Assistance
without approval from a Client Navigator in another community or Supervisor.
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Section 2.07: Commencement of Assistance - When Assistance Starts

The Law
11. (1) Assistance must commence on the later of (2.1) The Director may exercise their
(a) the day the application for assistance discretion to grant assistance for a maximum
is made; and of one year prior to the day on which the need
(b) the day on which the need for for assistance is established, but may not grant
assistance is established. assistance for any period prior to the day on
(1.1) Notwithstanding subsection (1), if the need which the application for assistance was
exists, assistance for rent, fuel and utilities may made.
be granted commencing from the beginning of (2.2) Notwithstanding anything in this section,
the month in which the application was made. if it is determined as a result of an appeal
(2) If the eligibility of an applicant for assistance commenced in accordance with the Act that
cannot be determined immediately for reasons the applicant was incorrectly denied benefits
beyond the control of the applicant or the Officer through no fault of the applicant, the applicant
and the need is apparently urgent, a grant of is entitled to be awarded assistance for the
minimal assistance may be made in accordance entire period of entitlement.
with Schedule A to meet the need until the (3) Notwithstanding subsections (1) and (2),
eligibility of the applicant can be determined. assistance shall not be granted in respect of a
period of time during which an applicant is not
eligible to receive assistance under sections1.11,
1.12 or 1.13.
What it Means

Section 11. (1) to 11. (3) of the Regulations explains when to begin an applicant’s
Income Assistance.

An Application for Income Assistance, which includes the Statement and Authorization,
must be completed annually, or when an applicant has a change in relationship status.
Applicants who are not payrolled must complete Form A Reporting Form and submit
all supporting documentation each time the Client Navigator assesses their application.

An applicant’s Income Assistance begins on the day they submit an Application for
Income Assistance or a Reporting Form. However, an applicant’s assistance for rent,
utilities, or fuel can be retroactive to the first day of the month, or at any time during
the month, if the Client Navigator determines the need exists.

Start of Assistance

Once the application process is complete, assistance is retroactive to the date the
application process started, or the day the applicant told a Client Navigator of their
intent to make an application, unless the applicant misses their appointment to start
the application process.
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If the Client Navigator is not in the community, the assistance starts when the applicant
makes contact with the Client Navigator by phone, fax or email, unless the applicant
misses the appointment date to start the application process.

Missing Information

If the applicant does not submit the required supporting documentation with the
Application for Income Assistance or Form A- Reporting Form, the Client Navigator
must issue Form B - Request for Missing Information. The applicant has until the last
day of the calendar month to submit the supporting documentation. If the applicant
does not submit the supporting documentation by the last day of the calendar month,
the Client Navigator must issue a refusal under Section 16 (1) (c.1).

Retroactive Payments

Client Navigators have the authority to issue eligible assistance to a maximum of six
months prior to the current assessment period. Client Navigator must have Supervisor
approval to issue payments for any other months within a 12-month period. Applicants
will not be eligible to receive retroactive payments for benefits outside of the 12-month
period.

For example, if an applicant qualified for Income Assistance in January 2017 and did not
submit a utility bill, the bill can be paid up to December 2017.

Urgent Assistance Requirements

In circumstances where eligibility for assistance cannot be immediately determined
and the Client Navigator believes the need is urgent, the Client Navigator may issue %
or % of an applicant’s food allowance under Schedule A - Basic Benefits.

Once eligibility is established, the amount of urgent assistance must be deducted from
the applicant’s total assistance available.

For example, a single applicant in Yellowknife is eligible for $343 month in food allowance
from Schedule A - Basic Benefits. If the Client Navigator believes the need of the applicant
is urgent, the Client Navigator can issue a quarter or a half of the $343, with Supervisor
approval.

[fitis determined that the applicant was not eligible, the amount of assistance that was
advanced to the applicant must be recovered from the applicant through the

appropriate overpayment process.

Other extraordinary circumstances may be reviewed on a case-by-case basis in
consultation with the Director.
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Verification Delays

Applicants must provide all the required documents the Client Navigator needs to
determine eligibility for assistance. In addition to the required information, Client
Navigators must complete additional verification checks. Awaiting responses from
ClientCheck for this additional information shall not prevent a Client Navigator from
determining eligibility.

In situations where applicant verification checks are delayed beyond two business
days, the Client Navigator shall assess the application.

If the applicant has provided all of the documentation required to complete the
assessment and they are eligible for assistance, benefits are to be issued, regardless if
ClientCheck verifications are outstanding. Once ClientCheck verifications are received
and it is determined that the applicant was not eligible, the assessment must be
amended to reflect the new information.

Eg., 1:

An applicant who receives income from CPP and has not provided documentation
regarding the amount would not be assessed until verification is received from
ClientCheck.

Eg., 2:

If an applicant has indicated that they have zero sources of income and bank verifications
from ClientCheck take longer than three days, you would assess the application based on
the information provided by the applicant and make any necessary adjustments once
verifications have been received.
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Section 2.08: Method of Providing Assistance - Money Now or Later

The Law

12. (1) Assistance shall be provided in advance
either monthly or on a pro rata monthly
calculation at intervals during the month, as
considered appropriate by the Officer having
regard to the circumstances of the recipient.
(2) Assistance may be provided in advance for up
to two months if the recipient is able to
demonstrate to an Officer that the recipient and
their family will be residing in a remote or
inaccessible location for an extended period of
time.

(3) Assistance in the form of money may be paid
(a) by cheque or direct deposit to the
recipient or as otherwise directed by the
recipient; or

What it Means

(b) Repealed, R-096-2001, s.10 (1).

(c) by cheque to a trustee.
(3.1) Assistance in the form of goods or
services may be provided to the recipient by
the Officer or by a person authorized by the
Officer to provide the goods or services.
(4) If, under subsection (3), payment is made to
a trustee the trustee shall, in a manner approved
by the Director and at intervals of no longer than
12 months, provide an accounting of
expenditures to the Officer granting the
assistance.

Section 12. (1) to 12. (4) sets out the rules for providing Income Assistance to applicants
by the month, in advance, or to another person or agency.

With the applicant’s circumstances in mind, the Client Navigator can provide assistance
to the applicant and their dependants as follows:

e Atthe beginning of the month

e Atprorated intervals during the month, or
e If the applicant and their family are residing in a remote, inaccessible area,
assistance can be provided for up to two months in advance

When and How to Prorate

If an applicant applies and qualifies for IA on the 1st to the 7th day of a month, do not
prorate the applicant’s assistance for that month. If an applicant applies and qualifies
for IA on or after the 8th day of a month, prorating will take place and begin on the day

they applied.

Only shelter and food benefits are to be prorated. Shelter benefits are prorated in cases

where rent has been prorated by the landlord.

In cases where Client Navigators are unable to travel to the community within the first
7 days of the month, benefits will not be prorated.

When an applicant applies during the first 7 days of a month, the Client Navigator shall
review the full month prior to determine the applicant’s income.
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Previous Month
For example, if an applicant applied February 7t the Client Navigator would use the
income from the entire month of January to determine benefits for February.

Count 31 Days Back

For example, an applicant applies on February 8t%, the Client Navigator would start
counting 31 days back beginning on February 7" and ending on January 8%, using the
income received during the period January 8% to February 7th, prorating food and
assisting with other needs as necessary.

If that same applicant returned in March, count the income received from February 8t to
February 28, do not prorate. If the same applicant returned in April, count all of the
income earned in March to determine benefits.

Advances Assistance
To advance IA benefits for up to two months, the applicant must demonstrate to the
Client Navigator that they will be residing in a remote or inaccessible location for an
extended period of time. The Client Navigator should obtain the following information
to determine if advancing IA benefits is appropriate:
e Completed and signed Productive Choice (PC) Agreement for a Traditional PC
for applicants required to participate in a PC
o Estimated dates when the applicant is leaving and returning must be
included on the form
o Should the applicant return sooner than the date on the form, outside of
an emergency, the PC is considered incomplete
Estimated dates when the applicant is leaving and returning
Household members who will be residing in the remote or inaccessible location
Location where the applicant will be
Reason for the applicant being in the remote or inaccessible location

[f the Client Navigator determines that the information provided by the applicant is not
sufficient, the Client Navigator must consult with their supervisor if they feel that the
applicant has not provided sufficient detail and obtain approval to request additional
information from a third party including, but not limited to an Aboriginal organization,
Hunters and Trappers Associations, the Department of Environment and Natural
Resources (ENR), the Department of Industry Tourism and Investment (ITI).

All requested information must be documented in CMAS Attachment Notes prior
to the advancement of IA.
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Assistance Paid to a Public Trustee

If assistance is paid to a public trustee, the trustee must provide the list of expenses
paid on behalf of the applicant to the Client Navigator at least every 12 months, unless
the Director approves another time-period. The Director has not approved a standard

format for this information; therefore, the Client Navigator must contact the Director
in all cases involving a public trustee.

When assistance is paid to the public trustee, the public trustee must arrange to take
care of the applicant’s affairs by completing all the necessary paperwork and signing,
or arranging for signatures for, all necessary documents.
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Section 2.09: Continuing Eligibility - Payrolling

The Law
13. A recipient who, in the opinion of the Officer financial circumstances, in the opinion of an
is likely to be in monthly receipt of assistance in Officer, are unlikely to change, may be issued
substantially similar amounts for a period of assistance monthly without financial review for
three months or more and whose a period up to 12 months.

What it Means

Section 13. of the Regulations explains that if an applicant and their dependants’
circumstances are unlikely to change during a period of three to twelve continuous
months, the Client Navigator may provide monthly assistance to the applicant without
a monthly financial review. This practice is known as payrolling.

Continuous Payments

The Client Navigator must be completely satisfied that the circumstances of the
applicant and their dependants will not change during the approved continuous
period. Generally, applicants who are exempt from participating in a Productive Choice
may be good candidates for payrolling.

E.g., a 25-year-old applicant is disabled and unable to work. That applicant has no other
source of money and is not able to receive money from any other source. A Client
Navigator can issue all basic and enhanced benefits on a monthly basis without meeting
with the applicant or looking at the applicant’s income and expenses. Under these
circumstances, the applicant (or a designate) is still responsible for providing the Client
Navigator with all bills that are to be paid by Income Assistance.

Applicants Reporting Changes - August 2021

A Client Navigator will remind the applicant, or the person taking care of the applicant’s
expenses, that any changes to the applicant’s information must be reported to the
Client Navigator prior to their next reporting period. Payrolled applicants will not be
refused benefits for not providing financial statements during their payrolled period.
There should be some discretion as to whether the applicant knowingly made false
statements, which would then be submitted for Director’s Approval.

Headquarters’ Monthly Downloads

Every month, ECE downloads the Senior Citizen’s Supplementary Benefit from the
federal government and loads it into CMAS. This usually occurs between the 10th and
15th of the month. Staff should never manually enter either of these benefits without
first verifying the information with their supervisor. Amounts should never be
overwritten, as the actual amount paid to the applicant is what is loaded into CMAS. If
you are in doubt about a particular payment, contact the CMAS Helpdesk.
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Section 2.10: Participation in a Program or Activity - Productive Choice

The Law

13.1. (1) An Officer shall meet with an applicant
and
(a) discuss the activities and programs
referred to in subsection (6) that are
available in the community in which the
applicant resides or to the residents of
that community;
(b) determine the activities and
programs that the applicant is capable of
participating in; and
(c) recommend to the applicant one or
more activities or programs in which the
applicant must participate that are
available in the community in which the
applicant resides or to the residents of
that community.
(2) An Officer, in consultation with the recipient,
shall determine the time within which an
applicant must commence participation in any
activity or program recommended by the Officer
and the duration of the applicant’s participation
in the activity or program.
(3) An Officer shall monitor an applicant's
participation in any activity or program
recommended by the Officer and the applicant
shall report to the Officer on their participation
in the activity or program as required by the
Officer.
(4) An Officer may change their recommendation
respecting an activity or program in accordance
with subsection (1) and shall review their
recommendation on the request of an applicant.
(5) An applicant shall participate in the activities
and programs recommended by an Officer unless
(a) aperson in a health care profession approved
by the Director, an occupational therapist or a
medical practitioner certifies that the applicantis
not capable of participating in the

activity or program for a specified

period of time; or

(b) the applicant attained the age of 60

years.
(6) The activities or programs that an Officer
may recommend to an applicant are the
following, if the activities or programs conform
to criteria approved by the Director:

(a) wage employment;

(b) traditional activities;

(c) education and training;

(d) career counselling;

(e) wellness programs and activities,

including but not limited to medical

treatment, counselling and treatment

programs;

(f) parenting or care of adult family

members;

(g) unpaid community work;

(h) other activities or programs

designated by the Director as activities

or programs that an Officer may

recommend to applicants.
(7) If an applicant is participating in an activity
or program recommended by an Officer or is
exempted under subsection (5), in addition to
the assistance granted under Schedule A, an
Officer shall grant assistance under Schedule B.
(8) In granting assistance under subsection (7),
the Officer shall

(a) determine the amount of assistance

based on the applicant's need for

assistance;

(b) determine, in accordance with the

direction of the Director, whether the

assistance is to be provided as money,

goods or services, or any combination of

them; and

(c) grant assistance in accordance with

Schedule B as is applicable to the

circumstances of the applicant.
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What it Means

Section 13.1(1) to 13.1(8) of the Regulations outlines the programs and activities most
applicants must take part in to continue to receive Income Assistance and to be eligible
for enhanced benefits. These programs and activities are called productive choices.

Who Participates in a Productive Choice
Productive choices are mandatory for all applicants, unless exempt under section
13.1(5) of the Regulations.

Deciding on a Productive Choice

An applicant must participate in a productive choice, unless exempted under the

Regulations. The Client Navigator must meet with the applicant and together they must:
e Discuss the productive choices that are available in the community

Determine which productive choice(s) the applicant is able to complete

Recommend to the applicant productive choice(s) that are available

Decide when participation in the productive choice(s) will begin

Decide how much time during the month the applicant must participate in a

productive choice

e Decide how long the applicant will participate in the productive choice

Beginning a Productive Choice
Applicants may begin productive choices right away or any time within a two-month
transitional period. The two-month period gives the applicant and the Client Navigator
time to identify a plan of action.

If an applicant is in a transitional period, they are not eligible for enhanced benefits.

A Client Navigator will determine with the applicant the appropriate time for the
applicant to begin a productive choice.

Verifying a Productive Choice

The Client Navigator must monitor the applicant’s participation in their productive
choice. The applicant must submit documentation that confirms they have met the
terms in the productive choice agreement.

For example, post-secondary school attendance records, pay stubs, or letters from

volunteer agencies would be considered documentations that confirm the completion of a
productive choice.
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Changing a Productive Choice

At any time, a Client Navigator may review an applicant’s circumstances and change the
applicant’s productive choice in consultation with the applicant. The change can take
place at the applicant’s request, or if the Client Navigator deems, in agreement with the
applicant, that changing the productive choice would benefit the applicant.

A change can be made either to the type of productive choice or to the length of time an
applicant participates in the productive choice.

The applicant must receive approval from the Client Navigator before altering dates,
the length of time, or changing/quitting their productive choice(s).

The Client Navigator should review each situation on a case-by-case basis.

Quitting a Productive Choice

The Client Navigator should review with an applicant the reason they quit a productive
choice. There may be valid reasons that could lead the Client Navigator to recommend
another productive choice.

Productive Choice Options
¢ Employment that generates wages or a salary
Traditional activities
Education
Career Planning
Wellness Programs
Parenting
Caring for Disabled Adult dependant(s), a dependant requiring homecare
services or medical escort
¢ Unpaid Community Work (Volunteering)

The Client Navigator must speak to their supervisor and get approval from the Director
for all productive choices not listed above.

Exempt from a Productive Choice
Applicants who are disabled, aged, or have short-term medical certificates are not
required to participate in a productive choice but may complete one if they wish.

Providing Enhanced Benefits
An applicant participating in a productive choice(s) is eligible for enhanced benefits.
The Client Navigator and the applicant must:
e Determine the type of benefit to be provided based on the applicant’s need
e Decide how the assistance will be provided - cheques, direct deposit, goods or
services, or a combination
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Exempt from a Productive Choice and Enhanced Benefits
An applicant who is exempt from participating in a productive choice is eligible for
enhanced benefits from the day they apply for Income Assistance, or from the day they

become exempt from participating in a productive choice.
Note:

As each applicant’s situation is different, the Client Navigator should consult with
their supervisor to determine the best productive choice option for the applicant.
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Section 2.11: Changes in Amount of Assistance - Changing or Stopping

Assistance

The Law

14. (1) If a recipient provides information
satisfactory to an Officer that the recipient’s need
for assistance has increased due to a change in
circumstances, the Officer shall, subject to
subsection (3), grant an increase in the amount
of assistance granted under paragraph 9(c).
(2) An increase to assistance granted under
subsection (1) must commence on the later of
(a) the day the Officer is advised that
the recipient’'s need for assistance has
increased; and
(b) the day on which the need for
increased assistance is established.
(2.1) The Director may exercise their discretion
to grant assistance for a maximum of one year
prior to the day on which the need for increased
assistance is established, but may not grant
assistance for any period prior to the day on
which the application for assistance was made.
(2.2) Notwithstanding anything in this section, if
it is determine as a result of an appeal
commenced in accordance with the Act that the
applicant was incorrectly denied benefits
through no fault of the applicant, the applicant is
entitled to be awarded assistance for the entire
period of entitlement.
(3) Anincrease in assistance may be denied if, in
the opinion of the Director, the recipient has, in
an unreasonable manner, caused or contributed
to the change in their circumstances.

15. If the need of a recipient for assistance is
reduced, the Officer shall take immediate action
to reduce the amount of the assistance.

16. (1) Subject to subsection (1.01), every Officer
shall terminate assistance to a recipient and in
the case of a family of recipients for which one
application was filled under section 3, the Officer
shall terminate assistance to all other recipients
in that family, if

(a) the recipient has the means

available to maintain themself and their
dependants adequately;

(a.1) the recipient refuses or neglects to
utilize all the financial resources that
they may access including but not
limited to employment, unemployment
or disability benefits or, subject to
subsection (1.1), pension benefits;

(b) the recipient refuses or ceases to
participate in an activity or program
recommended by an Officer under
section 13.1 unless exempted under
subsection 13.1(5);

(c) the recipient fails to inform the
Officer in a timely manner of any
changes in circumstances that may
affect the amount of assistance provided
to the recipient, including but not
limited to a change in dependents,
income, assets or residence;

(c.1) the recipient fails to submit to the
Officer the forms and information
required to complete a financial review
and assess continued eligibility for
income assistance benefits by the last
day of the month specified by the
Officer;

(d) the recipient obtains employment
resulting in earnings adequate to meet
the needs of themself and their family,
but assistance may be continued until
receipt of their first pay cheque;

(d.1) the Director is satisfied that the
recipient has made a false or misleading
statement for the purpose of obtaining
assistance for themself or any other
person;

(d.2) the recipient voluntarily leaves
employment without just cause as set
out in paragraph 29(c) of the
Employment Insurance Act (Canada);
(d.3) the recipient’'s employment is
terminated by their employer for just
cause; or
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(e) subject to subsection (2), the
recipient leaves the Northwest
Territories.
(1.01) An Officer who believes that it is
appropriate in the circumstances may issue to a
recipient referred to in paragraph (1)(b) or (c) a
formal warning instead of terminating the
recipient’s assistance under that paragraph.
(1.02) No more than one warning may be
issued under subsection (1.01) in respect of a
failure to provide the information referred to in
paragraph (1)(c) or to participate in an activity or
program as described in paragraph (1)(b).
(1.1) A recipient is not required to access
pension benefits before theyattain the age of 65
years.
(2) Assistance may be continued for a temporary
period, as determined by the Director, if a
recipient leaves their home community in the
Northwest Territories or leaves the Territories;
(a) to receive treatment or medical care;
or (b) to participate in an activity or
program, if the recipient maintains their
ordinary residence in the Territories or
in their home community and the
activity or program is, in the opinion of
the Director,

What it Means

(i) similar to an activity or
program referred to in section
13.1; and
(ii) not available, and not
ordinarily available, in the
Territories.
(3) The temporary period for which assistance is
provided under paragraph (2) (b) must not
exceed three months

17. (1) Before changing, suspending, reinstating
or terminating assistance, an Officer shall, if
possible, review the circumstances of the
recipient them, or in lieu of this review and with
the knowledge of the recipient, make such
inquiry and obtain such information as they
consider necessary.

(1.1) An officer shall inform the recipient of the
results of an inquiry conducted and the
information obtained under subsection (1).

(2) If assistance is changed, suspended,
reinstated or terminated, the Officer shall
endeavor to inform the recipient within two
business days of such change, suspension,
reinstatement or termination and the reasons for
it.

Sections 14. (1) to 17. (2) of the Regulations provide information on when and how to
increase, decrease, or end an applicant’s Income Assistance.

Increased Need

An applicant must provide proof if their eligible need increases. The Client Navigator,
after confirming the increased need, must increase the eligible Income Assistance
starting from the day the applicant reported the increased need.

For example, if an applicant’s rent is increased, they must provide a report or a bill to
prove it.

If the Director feels that an applicant has purposely caused or contributed to their poor
circumstances, the Director may refuse assistance.

For example, a cause or contribution to a poor circumstance would be: damaging a rental
property and being evicted, refusing employment for no just cause, or using all resources
to travel outside of a home community to vacation/Vvisit.

Decreased Need
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When the need of an applicant decreases the Client Navigator must reduce the Income
Assistance immediately.

For example, if the applicant takes on a roommate, the need for rent and utilities
assistance will decrease.

If the decrease takes place before the applicant reports it to the Client Navigator, the
applicant has received too much assistance. In this case, a recovery is required, and the
Client Navigator will need to set up an overpayment.

When to Stop Assistance
A Client Navigator shall stop assistance immediately when an applicant:

Has the resources (money, goods or services) to support themself and their
dependants

Will not or does not use all the financial resources (such as paid employment or
Employment Insurance (EI) benefits) that they can access and is thus not eligible
for assistance for 60 days. Applicants who have been terminated within a 90-
day probationary period are ineligible to apply for EI benefits and must be
assessed for eligibility.

Will not participate, or stops participating in productive choices (including
quitting or being fired with just cause) and is thus not eligible for assistance for
60 to 90 days (unless they are exempt from productive choices)

Is now employed and the earnings are adequate to meet their needs according
to the Client Navigator. Income assistance can continue until the applicant
receives their first paycheque. If assistance overlaps, no recovery is required
Has been dishonest in order to receive assistance, or so that other applicants can
receive assistance.

o The Client Navigator must be sure, beyond a reasonable doubt, that
there was intent to be dishonest and submit a request to the Director.

o A refusal for this reason can only be issued with authorization from
the Director.

Leaves their home community in the NWT or leaves the NWT.

o This does not include leaving to receive medical treatment or to
participate in an activity /program related to a productive choice that
is not available in the NWT, such as specialized counselling or
employment training, etc.

o An applicant can continue to receive assistance for a time-period of
up to three months to maintain their home and care for their
dependants if the home and dependants are in the NWT. All basic
needs from Schedule A are issued when the Director approves this
leave.

o The enhanced needs from Schedule B are issued at the Director’s
discretion. (The Director must be contacted for approval of the type

41 |Page



m Income Assistance Policy Manual October 2023

of activity or program an applicant request in order to leave the
NWT.)

One-time Formal Warning

In cases when an applicant will not or does not provide the personal or financial
information required by the Client Navigator to carry out a monthly assessment, the
Client Navigator shall consult with their Supervisor to determine whether to issue a
refusal or a one-time formal warning.

If there is a valid reason that the applicant did not declare the income or was unable to
provide confirmation that they met the requirements of their Productive Choice
Agreement, the Client Navigator shall issue a one-time formal warning. The Client
Navigator must ensure that the applicant understands that failure to declare income in
the future or failure to meet the requirements of their Productive Choice Agreement
will result in termination of assistance.

Changing the Assistance

Changes to an applicant’s Income Assistance may include, but are not limited to:
e Providing more or less assistance

Delaying assistance

Restoring assistance

Stopping assistance

Before a Client Navigator can make changes to an applicant’s Income Assistance, the
Client Navigator, wherever possible, must let the applicant know they are investigating
the possibilities of a change. The Client Navigator must explain the change and the
reasons for the change to the applicant. The Client Navigator must let the applicant
know within two business days that their assistance will change.

False or Misleading Statements

Where the Director is satisfied that an applicant has made a false or misleading
statement for the purpose of obtaining assistance for themself or any other person, the
applicant is not eligible to receive assistance until 60 days after the date of discovery in
which they made the false or misleading statement.

Fired/Voluntarily Leaving Employment

Where an applicant voluntarily left employment without causes as set out in paragraph
29(c) of the Employment Insurance Act (Canada), they are not eligible to receive
assistance until 60 days after the day on which they left the employment. For more
information, visit: http://laws-lois.justice.gc.ca/PDF/E-5.6.pdf
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Where an applicant was fired for just cause, the applicant is not eligible to receive
assistance until 60 days after the day on which their employment was terminated.

Note:

An applicant who was terminated within a probationary period of 90 days must be
exempt from refusal. The applicant must provide written verification from the
employer or through a Record of Employment confirming their termination.

Termination Period

Where an applicant’s assistance is terminated based on sections 16(1)(b), (c), (d.1),
(d.2) or (d.3) of the Regulations, they are not eligible to receive assistance until 60 days
after the day on which their assistance was terminated or the date of discovery.

Where an applicant’s assistance is terminated based on sections 16(1)(b), (c), (d.1),
(d.2) or (d.3) of the Regulations, and it was previously terminated under the same
section, they are not eligible to receive assistance until 90 days after the day on which
their assistance is terminated unless the termination was 36 months prior. In this case,
the termination period is reset to 60 days.

Note:
If an applicant’s assistance is terminated, their co-applicant and dependants are also
disqualified from receiving assistance.
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Section 2.12: Financial Resources - What Income is Counted?

The Law

20. (1) In calculating the financial resources of an
applicant and their spouse, an Officer shall, in
accordance with these regulations, ascertain the
net monthly income of the applicant and spouse
and shall complete an application and make such
inquiries as are necessary for the purpose.
(2) In this section, "net monthly income" means
the total, for a calendar month, of all
(a) earned income referred to in
subsection (3), and
(b) unearned income referred to in
subsection (4), any allowable income
referred to in subsection (7).
(3) Subject to subsection (5), the following shall
be considered as earned income for the purposes
of subsection (2):
(a) salary and wages including voluntary
deductions but excluding mandatory
deductions;
(b) net income, determined in
accordance with the direction of the
Director, from hunting, trapping and
fishing;
() net income, determined in
accordance with the direction of the
Director, from business operations;
(d) fellowships, bursaries, and
scholarships;
(e) honoraria received from benevolent
or other organizations or agencies.
(4) Subject to subsections (5) and (6), the
following shall be considered as unearned
income for the purposes of subsection (2):
(@) net income, determined in
accordance with the direction of the
Director, from roomers, other than
roomers referred to in paragraph (b.1);
(b) net income, determined in
accordance with the direction of the
Director, from boarders, other than
boarders referred to in paragraph (b.1);
(b.1) gross income received from
roomers or boarders who receive
assistance under the Act;

() net income, determined in
accordance with the direction of the
Director, received from rented self-
contained living quarters or property
the applicant is allowed to retain;

(d) the regular or periodic payments
received under any annuity, pension
plan, superannuation scheme or
insurance benefit, except if the
insurance payment is received as a
result of fire, theft, or property damage
and is used to replace or repair loss;

(e) benefits from benevolent
organizations or other agencies;

(f) any payments received under a
mortgage, agreement for sale or loan
agreement;

(g) any pension or payment received
under the legislation of any other
country;

(h) Repealed;

(i) Repealed;

(j) the goods and services tax credit
under the Income Tax Act (Canada), paid
by the Government of Canada;

(k) the reasonable value of goods and
services received by an applicant as
estimated by the Officer;

(1) a gift or gratuity of cash, or of a
financial instrument that can be
converted into cash, with a loss not
exceeding 25% of reasonable market
value;

(m) Repealed, R-055-2007, s.4 (3).

(n) tax refunds, including payments for
tax credits;

(o) Repealed;

(0.1) Repealed;

(0.2) income, benefits or money, not
otherwise dealt with in this subsection,
received from or paid by a government
agency;

(p) payments, including grants and
loans, that are received for training and
education and that are considered in
accordance with the direction of the
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Director to be provided for monthly
living expenses;

(q) winnings, including but not limited
to bingo or lottery winnings;

(r) Repealed;

(s) Repealed:

(t) Repealed;

(u) payments made by the Workers’
Safety and Compensation Commission
that are considered, in accordance with
the direction of the Director, to be paid
or

payable as compensation for loss of
income;

(v) subject to subsection (6), financial
instruments or other assets that can be
realized within 90 days or that can be

(i) real property and equity in
real property,

(ii) personal property,
including money in a bank or
other financial institution,

iii) a right to receive or recover
a debt on demand,

(iv) the immediate realizable
value of stocks, bonds or other
securities,

(v) mortgages,

(vi) agreements for sale,

(vii) entitlements under life
insurance or other insurance
policies, and

(viii) entitlements under wills,
trusts or other settlements.

converted into cash at a loss not
exceeding 25% of reasonable market
value, including

What it Means
Sections 20. (1) to 20. (4) of the Regulations describe what a Client Navigator should
consider as earned and unearned income.

In order to determine an applicant’s net monthly income, a Client Navigator must
consider all of the resources an applicant and their spouse receive during the month
(money, net income, assets, gifts of money, gifts other than money, etc.). In order to
complete an applicant’s application for assistance, the Client Navigator may also
investigate the family’s personal and financial information.

For example, the Client Navigator may make bank enquiries, ask for the applicant to
provide copies of documents, or request to see a record of employment.

When Income is Counted
Income is counted when the applicant receives the money in hand.

For example, if an applicant receives a cheque on March 28t and does not cash/deposit

it until April 10, the income would be received on April 10* and counted in the May
assessment.
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Lump Sum

Lump sum payments must be considered income in the month that it is received, and
any payments held in a financial institution may also be considered as income unless
they are items listed in sections 20(6) or 20(7) of the Regulations.

Income from an Incarcerated Spouse
If an applicant and their dependants receive income from their spouse who is
incarcerated, that income is included in the assessment.

Net and Gross Income
Net income is the amount of money after mandatory deductions. Gross income is the
amount of money before mandatory deductions.

Net Monthly Income
An applicant’'s net monthly income is determined by reviewing the earned income,
unearned income and income-in-kind.

Earned Income

Applicants with earned income are able to exempt $200 if they are single and $400 if
they have dependants. An additional 15% exemption for any earned income above
$200 / $400 exemption is also applied. These deductions are an incentive to be and stay
employed.

For example, a couple with dependants earns $1,000 for salary and wages. They are
allowed to exempt the first $400, plus 15% of the remaining $600. The total amount
exempted will be $490 ($400 + 15% of $600).

Income from hunting, fishing, trapping or business operations approved by the Director
is considered self-employment. If an applicant does not have official financial
statements showing net income, they must prepare a statement showing their total
income using the following formula:

(Gross Income Earned) minus (Business Operating Expenses)

The Client Navigator also has discretion, on a case-by-case basis, to consider all, some
or none of the net income from hunting, fishing, trapping or business operations. The
Client Navigator should speak with their Supervisor and Director in these situations.

Mandatory Deductions

An applicant’s income is subject to the following deductions:
e Federal/Provincial/Territorial Income Tax
e Canada Pension Plan (CPP)
¢ Employment Insurance (EI)
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e NWT Payroll Tax, and
e Union dues

An applicant can opt out of all other deductions with the exception of some
superannuation and pension deductions. Employers should be contacted to verify
whether the applicant could opt out of these deductions.

Unearned Income

Unearned income for the applicant’s household is exempt, up to a maximum amount of
$1,200 in a 12-month period. The exemption can be taken as a lump sum amount or be
split into smaller amounts that do not exceed $1,200 for the 12-month period.

The 12-month exemption period will not be the same for all applicants. Applicants who
accessed Income Assistance in September 2007 will always have an exemption period
that runs from September 1 to August 31. Applicants who access the program for the
first time after September 2007 will begin their 12-month period in the month they
began receiving assistance. Breaks in assistance will not impact the 12-month period.

For example, a new applicant who receives assistance for the first time in November will
always have their 12-month exemption period run from November 1 to October 31. On the
other hand, a new applicant that receives assistance for the first time in September 2008
will always have their exemption period run from September 1 to August 31.

Client Navigators shall discuss with the applicant how the unearned exemption will be
used. The use of the unearned exemption will be different for each applicant depending
on the applicant’s circumstances and it may require some longer-term planning by the
Client Navigator and applicant.

For example, see Scenario 1 and 2:

Scenario 1:

A couple with children, where one parent is receiving a monthly training allowance of
$300.00 and who receive no other unearned income may be better off exempting $100 per
month.

Scenario 2:

A single applicant expects that they will receive a GST cheque every 3 months and also
expects to receive an Impact Benefit Agreement (IBA) payment of more than $500, as w