
 

 

 

P-2347 Sanctions (Con’t) 
 
P-2347A Implementing Sanctions (B23-08) 
 
In general when starting a sanction in ACCESS, the following steps should be 
taken. Districts may have their own process for ensuring these steps are done.  
 
See Reach Up procedure 2240 Sanctioned Households for basic information 
about Reach Up sanctions. 
 
Sanction Authorization 
 
Complete a Sanction Authorization (form 606) and include the following: 
 
• Specific information about the non-engagement; 
• Explanation about why the sanction will be implemented; 
• Rule cite(s) relied on to make this determination; and 
• The sanction meeting date. 
 
Give the completed Sanction Authorization (606) to the Reach Up Supervisor, or 
their designee, for review. 
 
Review by Supervisor 
 
The Reach Up Supervisor, or their designee, will determine: 
 
• What were the participant’s circumstances? 
• Were multiple methods of communication attempted, was the goal 

achievement process used to determine the participant’s goal(s)? 
• Was good cause explored? 
• Is the paperwork complete? 
• Was rule 2375.1 followed? 
 
The sanction will be approved or reversed at this time.  
 
Sanction reversed 
 
If the Supervisor decides to reverse the sanction, it is recorded in the case file 
and e-mailed or discussed with the case manager. 
 
Sanction approved 
 
If the Supervisor agrees with the decision and the sanction is approved, they will 
sign off on the Sanction Authorization (606) on the district director/designee 
line. Follow your district specific process to implement the sanction.  

https://outside.vermont.gov/dept/DCF/Shared%20Documents/ESD/Procedures/P2240.pdf
https://vermontgov.sharepoint.com/sites/AHS-EXTClientForms/DCFESDFormsLibrary/606%2011-10%20fillable.pdf
https://vermontgov.sharepoint.com/sites/AHS-EXTClientForms/DCFESDFormsLibrary/606%2011-10%20fillable.pdf


 

 

 
 
A copy of the signed 606 should be kept in the case management file. Another 
copy is given to eligibility staff so they can follow through with the eligibility 
steps. The signed 606 should also be scanned into OnBase.  
 
Sanction start date 
 
Sanctions always start at the beginning of the month and always end at the end 
of the month. 
 
Adverse action deadlines affect when a sanction can be imposed. Look at the 
current ACCESS calendar on SharePoint to find out what month the next 
sanction can start. 
 
Sanction Notices 
 
Four notices should be created and mailed to the household at least 10 days 
before the sanction is scheduled to begin. 
 
The four notices include: 
 
• Sanction Appointment letter (created through CASE C SANC); 
• Reasons for Sanction letter (created in SPEC C FORMS); and 
• 2 Eligibility Notices – created when sanctioned amount is approved in 

eligibility budget – 1st notice states the sanction is starting, 2nd notice shows 
the reduced benefit amount. 

 
Whenever possible, these notices should be mailed together. 
 
Sanction meeting with case manager 
 
Once a sanction starts, the sanctioned participant must meet with their case 
manager before any of the Reach Up benefit will be released. The purpose of the 
meeting is to try to develop a plan for the participant to start following through 
with Reach Up Services requirements again and end the sanction.  
 
Waiving the meeting    
 
The sanction meeting may be waived for the following reasons: 
 
• Severe illness 
• Death in the family 
• Other equally compelling reason justifies an exception. 
 
  

https://vermontgov.sharepoint.com/sites/AHS-DCF/ESD/SitePages/ACCESS-Calendar-Archive.aspx
https://vermontgov.sharepoint.com/sites/AHS-DCF/ESD/SitePages/ACCESS-Calendar-Archive.aspx


 

 

 
Case Manager Support 
 
Check out the Sanction Flow Chart to see the full Sanction process. 
 
Entering the Sanction into ACCESS 
 
Only enter the sanction into ACCESS after a supervisor, or designee, approves 
the sanction. 
 
Enter CASE/C/SANC.  
 

 
 
Always use the Head of Household Social Security Number when entering  
a sanction even if it is the second parent that is being sanctioned. 
 
Place an “X” next to the participant that is sanctioned. 
 

 

https://vermontgov.sharepoint.com/:w:/r/sites/AHS-DCF/ESD/_layouts/15/Doc.aspx?sourcedoc=%7B54A0969B-5888-4309-9D87-AD8E54A57CF1%7D&file=Sanction%20flowchart.docx&action=default&mobileredirect=true&DefaultItemOpen=1


 

 

 
Place cursor on the sanction start reason (“RSN”).  
 

 
 
Hit “Shift F12” for a list of sanction reasons. 
 
Select the appropriate sanction code. 
 

 
  



 

 

 
Enter the “Sanction Start Date” and the meeting with case manager “Sched Date 
and Time”.  
 

 
 
Entering the sanction start date should create a new version of Eligibility with 
the budget reduced by the sanction amount. It also creates a TODO for the 
district’s G_1 caseload. 
 
Entering the appointment date should create the Appointment Reminder letter. 
 
Completing the Reason for Sanction letter  
 
Enter SPEC/C/FORMS. 



 

 

 
Always use the Head of Household Social Security Number when entering  
SPEC/C/FORMS even if it is the second parent that is being sanctioned. 
 
Place an “X” next to “Reasons for Sanction Letter”. 

Enter the Social Security Number of the participant that is being sanctioned. 
 

 
 
The name of the participant that is being sanctioned will appear on the top of the 
screen.  
 
If the name is not correct, try entering the SSN again. 
 



 

 

 

 
 
Enter an “X” next to one of the date criteria: 
 
o MM DD YYYY- use this option if it was a onetime event  
 
Example: This would be used for not attending a conciliation meeting. 
 
o MM DD YYYY to MM DD YYYY- use this option if it was for a period of time 
 
Example: This would be used if a participant did not engage in an activity over a 
period of time.  
 
Enter the following information: 
 
• The reason the participant is sanctioned (include specifics)  

 
• Appropriate rule citations (refer to the “Reason for Sanction Letter Desk Aid”) 
 
• Check ACCESS to determine if the landlord/mortgage company information is 

listed. If the landlord/mortgage company name and address is not listed 
include the statement below on reason for sanction letter: 
 
o After you attend your sanction meeting, we cannot release your benefits 

until you provide your landlord/mortgage company name and mailing 
address. Please have your landlord/mortgage information available when 
you attend your sanction meeting. 

 
Type “APP” in the COMMAND field of the Reasons for Sanction letter. 
 

  

https://vermontgov.sharepoint.com/sites/AHS-DCF/ESD/GuidanceProgram/Reasons-for-Sanction-Letter-Desk-Aid.pdf?web=1


 

 

 
Final steps to implementing a sanction 
 
Enter a CATN explaining that the participant has been sanctioned, when the 
sanction starts and stating that they must meet with their case manager to 
receive any benefits. 
 
Include the Sanction Appointment letter and Reason for Sanction letter with the 
the signed 606 and get it to the Supervisor/BPS/district designee who enters 
Reach Up sanctions.  
 
Approve the decrease in benefits on ELIG/C/RUFA. This will create the final two  
sanction letters, the start of the sanction letter and the reduced benefit letter.  
 
Entering Sanction meeting held date 
 
After participant attends their sanction meeting, enter the sanction meeting held 
date on CASE/C/SANC screen. 
 
Enter CASE/C/SANC. 
 

 
 
Always use the Head of Household Social Security Number when entering  
a sanction even if it is the second parent that is being sanctioned. 
 
  



 

 

 
Place an “X” next to the participant that is sanctioned. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter the sanction held date. 
 

 
 
 
The sanction held date will create a TODO to the district G_1 case load indicating 
the benefit can be released. Some districts enter a manual TODO to the district 
G_1 caseload as well. Other districts send emails to the District Management 
team or designated staff member.  
 
  



 

 

 
Waiving the sanction meeting 
 
Enter “Y” in the Meeting with Case Manager “Waiver” field. 
 

 
 
Lifting the sanction in ACCESS 
 
From the CASE/C/SANC screen, place the cursor on the “SANCTION RSN” and hit 
“Shift F12” for a list of “End SANCTION CODES”. 
 

 
 



 

 

 

 
 
Enter the “SANCTION END DATE”. 
 
 Enter a CATN stating the sanction has been lifted. 
 
Entering the Sanction End date should create a new version of ELIG to be 
approved. Send a TODO to the district G_1 caseload letting them know the 
sanction has been lifted. Some districts also send an email to the District 
Management team or a designated staff member.  
 


	AGENCY OF HUMAN SERVICES
	DCF
	Department for Children and Families

	Manual Maintenance
	Lifting the sanction in ACCESS

	Case Note Template Completion



