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Security
e : Face to Face Hearings in Denver

OAC Structure & Locations 633 17th Street, 14th Fioor

T J Denver, CO 80202

Contact Us

o " Fortelephone hearings, the parties are expected to appear in person at the place designated

on the Notice of Hearing with the Administrative Law Judge appearing by Telephone. The

hearing location for a telephone docket is generally the County Department of Human/Social

Services invoived in the case.

Dates that the OAC is closed

General Services Contact

Information
Worke‘:.'.s.‘ g;;;;b‘cm{tagt ~ If a party wishes to change to the location of their hearing or change it from a telephone
Information hearing, to a face to face hearing, they may file a motion requesting a Change of Venue.
Judges Other General Services Related Information
taw Clerk PFOQ??W_ The Office of the Aftcrney General represents varicus state departments in cases before the

Results of Audits and Surveys CAC. Their main number is 303-866-4500.

"~ The State Department of Human Services (DHS) is invoived with Food Stamp, Home Care
.. Allowance and Trails Registry cases, to name a few. The main number for DHS is 303-866-
Case Statistics and Reports §700. The number for the Tralls Registry Administrator is 303-866-5934. The number for the
- DHS Office of Appeais is 303-866-5063.

Public Notices

FAQ regarding the OAC
e Thg State Department of Health Care Policy and Financing (HCPF) is primarily involved with
Medicaid cases. The main number for HCPF is 303-886-3513 or 1-800-659-2656.

The State Department of Regulatory Agencies (DCRA) is primarily involved with professional
licensing cases {for example, the Medical, Plumbers and Accountancy Boards among others).
The main number for DORA is (303) 894-7855 or (800} 886-7675 - Toll Free.

The Secretary of State's Office is primarily invelved with Fair Campaign Practices cases. The
Secretary of State's Office can be reached at 303-894-2200.

The State Department of Human Services has compiled a fist of County Depariments of
Human/Social Services.

For tow cost legal assistance, contact Coiorado Legal Services at 303-837-1321,

DA Home Prvacy & Security Accassibiility 7 2011200¢ State of Colerado, Denver, SO
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Non-Lawyer Guide
b A 1111 55 o 2 e 8 00 The Non, Lawyers' Guide
Non- Lawyer - General
Services Your case will be heard and decided by an administrative law judge at the Office of
Administrative Courts (OAC). OAC is an independent agency within the executive branch of

An Overview of Workers' Comp  government and is not associated with any government agency that may be involved in your
Pf‘OCEedmgS casea,

OAC hears cases in many areas of law invoiving state government. The information provided
here contains general information about how to represent yourself in a hearing. OAC provides
this information to help you prepare for your hearing, but it is not a substitute for having an
attorney. Not ali cases are the same and your case may be different. It is not proper o talk to
the judge or OAC staff about the facts of your case or to ask them for legal advice.

How Do | Get A Hearing?

Is There A Way To Ssitle This Without A Hearing?

What Should | Know Abcut Procedural Rules?

What Do | Have To Prove?

What Kind Of Evidence Will | Need For The Hearing?

How Do | Get Records?

What Is "Discovery"?

How Do 1 Get A Witness To Come To The Hearing?

Is It Ok To Bring Letters Instead Of Withesses?

If | Forget Something, Can | Send It To The Judge Later?
What If | Need An Iinterpreter?

12, Will The Hearing Location Be Accessibie To People With Disabilities?
13. What if | Can't Be There On The Day Set For The Hearing?
14, Are The Hearings And Records Confidential?

15, What Will My Hearing Be Lika?

16. What If I Don't Go To The Hearing?

17. When Wil | Get A Decision?

18, Canl Appesal the Judge's Decision?

OENDT N

-t
pECN an ]

How Do | Get a Hearing?
Professional Licensing Cases

When an agency files a disciplinary case against your ficense, or if you appeal the denial of an
application for a license, the agency will send you information about setting the case for a
hearing. You will be able to participate in choosing a hearing date by foliowing the instructions
in the "Notice tc Set".

Human Service and Medicaid Cases

In human service and medicaid cases you can file an appeal by sending a jetter to the Clerk's
Office describing the types of assistance you have been receiving or want to receive, the
county department of human services you have been working with, the name of the person at
the county department of human services you have been working with, and what happened to
your assistance (for example, was assistance denied, was it terminated, has the amount of
assistance changed, or is the county aftempting tc recover an overpayment). Be sure o

http://www.colorado.gov/cs/Satellite/DPA-OAC/OAC/1214473780876 11/23/2011
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include your name, address, telephone number and social security number. You should attach
to this letter a copy of the notice you received from the agency.

Or, you can fill out a Request for State Hearing form. You can get this form from the Clerk's
Office, or you can get a copy by clicking on the "forms" link on the "Clerk's Office" page of the
OAC web site.

All contested case hearings are given a docket (identification) number. This will appear in the
upper portion of all documents you receive from the Clerk's Office. You must use this number,
your name, and current address for all correspondence or filings.

Remember: Itis very important for you to read carefully the documents sent to you by
the Agency (i.e.,, County Department of Human Services, State Department of Human
Services or State Department of Health Care Policy and Financing). Those documents
tell you the issues involved or the charges brought against you by the agency, what
deadiines you must meet and what rights you have.

Is There a Way fo Settle This Without a Hearing?

Cases often settle without going tc hearing. Contact the other party or parties to see if you can
work something out. The parties may discuss settiement, and seltle a case, at any time.

OAL will also provide a judge (who is not the judge who will decide your case) to meet with the
parties and help the parties reach a settiement. This meeting is called a mediation or a
settlement conference. If you want to have a mediation or setilement conference, ask the other
side if they would be wiliing to do so. If all parties want a meeting to try to settle the case,
contact the Clerk's Office and a meeting will be set up. Even if the other side does not want to
have a mediation or setilement conference, a judge may require one if you ask.

Settlement discussions or mediation do not put your case on hold. All deadlines in the case
remain the same unless the judge changes them.

in human services and medicaid cases contact the agency's attorney or your technician to
determine if you can work something cut. In lengthy or complex cases, OAC may reguire a
setflement conference.

In licensing and other regulatory agency cases, and also in cases involving a confirmation
of child abuse and neglect, contact the agency attorney to see if you can work somathing out.
In many of these cases when you receive the first documents in your case from the agency you
will receive a form that you can check off if you want to have a judge conduct 2 mediation of
your case. You can also get this form by clicking on the "forms" link on the "Clerk's Office™
page of the OAC web site. A mediation is a meeting hetween you and the agency at which a
judge tries to help the parties settle the case. The Clerk's Office can also assist you in setting
up a mediation or a settiement conference.

What Should | Know About Procedural Rules?

Depending on the type of case you have there may be special rules known as procedural rules
that you will have to follow. You may see the procedural rules for your type of hearing by
clicking on the "procedures” button on the home page of the OAC web site.

in licensing and other regulatory agency cases, and also in cases involving a confirmation
of child abuse and neglect, the hearing will foliow the generai OAC Rules of Procedure,
published at 1 CCR 104-1. You can purchase a copy of the rules from the Clerk's Office for &
small fee or can see them by clicking cn the "Procedures” button on the OAC web site. The
procedures in the State Administrative Procedure Act, found at Section 24-4-101 through 108,
C.R.8., are alsc applicable,

You and the agency must exchange prehearing statements containing the information listed in
Appendgix A of the OAC rules. Be sure 1o include a list of witnesses and a list of any
documents (calied “"exhibits™) that you wani the judge to consider at the hearing. You must
also give the agency copies of the documents on your list. This all must be done 20 days
before the hearing. It is very important that you submit the required prehearing
statement. If you do not do so, the judge may prevent you from calling witnesses or
introducing documents into evidence.

in human services and medicaid cases, prehearing statemenis are generally not required.
However, in human services cases the county department of human services must send you a
letter five days before the hearing explaining why the county department has taken the action
in guestion (e.g., denying assistance, terminating assistance, reducing benefits ¢r seeking to
recover monay).

http://www.colorado.gov/cs/Satellite/DPA-OAC/OAC/ 1214473780876
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What Do | Have to Prove?

in human services cases the agency must establish that you violated the laws, rules, or
county policies and that the agency acted properly. This is true, for example, if your case
involves Colorado Works; focd stamps or other public assistance; you are appealing an action
of the a confirmation of ¢hild abuse and neglect or you already have a child care or provider
license and the agency wants to take discipiinary action against you. This is aiso true in
medicaid cases if your existing benefits have been terminated. However, if you are not
currently receiving medicaid and your application for medicaid has been denied, you will be
required to prove that you are eligible for Medicaid.

If you are applying for a ficense, you must prove that you meet the gualifications for that
license. If you have a different type of case, the judge will determine the burden of proof before
the hearing.

in licensing cases, if you already have a license and the agency wants fo fake disciplinary
action against you, the agency generally has the burden of proof. It must establish that you
violated the laws or regulations listed in the notice of charges. You may ask the judge to tell
you which party has the burden of proof prior to the hearing, if you are uncertain.

If you are applying for a license, you must prove that you meet the qualifications for that
license.

Even whean the agency has the burden of proof, you may wish to offer evidence refuting the
charges, evidence of your good character, and evidence of mitigating circumstances and
rehabilitation, as appropriaie,

What Kind of Evidence Will | Need for the Hearing?

You can bring witnesses to the hearing who know about the facts and issues involved in the
case. If there are documents, such as letters, contracts, business reccrds, or medical records
that help prove your case, bring the original and at least three copies to the hearing. You may
alse bring photographs or other items that relate to your case that you want the judge fo
consider.

In some kinds of cases you must send a copy of your exhibits and a list of witnesses to the
other side well before the hearing. If you de not do this the judge may exclude your exhibits or
witnesses at hearing. Be sure to read the procedural rules for your type of case and follow all
prehearing orders issued by the judge in your case.

How Do | Get Records?

First, try to get the documents just by asking the other side. You aiso have the right to
subpoena from individuals, businesses, and government agencies relevant records or other
things tc be produced at the hearing. Contact the Clerk's Office well before the hearing for
the subpoena forms. You must arrange o pay regquired fees, inciuding mileage, and have
someone else serve the subpoena at least 48 hours before the hearing, not counting weekends
and holidays. You can also obtain records through formal discovery.

What is "Discovery"?

Discovery is a formal way of finding out information about the other side's case before the
hearing. Discovery inctudes depositions, interrogatories, requests for admissions and requests
for production of documents. Depositions are sworn statements of witnesses taken before the
hearing before a court reporter, without the judge being present. If you want to take the
depasition of a witness you may subpoenag the witness, but you will be responsible for any
witness fees, court reporter fees and other expenses of the deposition.

Interrcgatories are written questions the other side must answer in writing under oath. A
request for production of documents is a written request to make available documents that are
identified in the request. A request for admissions is a set of statements a party sends to the
other side in writing; the other side must admit or deny these statements.

in ficensing or other regulatory agency cases, and also in cases involving a confirmation of
chitd abuse or neglect, after you receive the notice of charges or other document stating the
issues, you may receive interrogatories, a request for admissions or a request for production of
documents frem the agency. That request requires you to provide the listed information to the
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agency's attorney within a certain time. Be sure to read the documenis you receive to verify the
time that you have to respond to any discovery requests from the agency.

You have the same right to get information from the agency. You may call or write the agency
attorney and ask to see a copy of the investigative file and any other relevant documents or
evidence the agency has regarding your case. You may have to pay for copies. If you do not
get the informaticn you need, you may send the same type of formal discovery request to the
agency attorney. Upon written request, the judge will decide disputes about discovery.

In human services and medicaid cases you or your represeniative have the right to examine,
at the agency's office, all papers and records which are to be used af your hearing. The
sgency may charge a nominal cost for copies of the documents. Call or write the agency and
ask to see a copy of your file and any other documents or relevant evidence the agency has
regarding your case.

How Do | Get A Witness to Come to the Hearing?

A witness can come voluntarily to the hearing; however, a subpoena protects your right to have
that person testify if their testimony is refevant to your case. Contact the Clerk's Office weli
before the hearing to get a subpeena to require the witness to appear. You must arrange to
pay required fees, including mileage, and have someone else serve the subpoenas at least 48
hours before the hearing, not counting weekends and helidays. If you subpoena doctors or
other experts, you may have to pay for their time to testify at the hearing as well as their time {0
travel to the hearing.

Is It OK to Bring Letters Instead of Witnesses?

Generally, it is better to bring witnesses who can help present your side of the case and
answer any questions raised. Usually, a written statement by a witness who is not present
at the hearing is not allowed.

Remember: This hearing is your chance to tell the judge your side. It is important to
have your witnesses present at the hearing to testify and to have all of your documents
at the hearing.

If | Forget Something, Can | Send It To The Judge Later?

In a licensing or other regulatory agency case your chance to present evidence is at the
hearing. Only in rare cases will the judge allow you to send evidence later.

In a human services or medicaid case if you could not get the evidence in time for the
hearing, the judge may allow you to send it later. i the judge allows you {o send in a document
after the hearing, you must also send it to the agency, which will have a chance to respond.
The judge will tell you when you have to send this additional evidence. However, even in
human services and medicaid cases, the judge may noi allow you to submit any documents
after the hearing is over. Remember: This hearing is your chance to present your side of
the case to the judge. It is important to have all of your documents at the hearing.

What if | Need An Interpreter?

in regulatory agency cases, if you or a witness need a language interpreter, you should
arrange to bring your own certified interpreter. Normally, it is not OK to bring a friend or
relative to interpret for you You may contact the lawyer for the other side o see if you can
arrange for an interpreter or share an interpreter.

in human services and medicaid cases, if you cannot understand or speak the English
language, you can request the agency to get someone who understands and speaks both your
language and the English language to help you at the hearing; or if you prefer, you may bring
someone with you of your own choice to help.

If you need a sign-language interpreter, contact the clerk's office.

Will the Hearing Location Be Accessible to People With Disabilities?

Hearing locations are accessible to persons with disabiliies; however, check in advance with
the Clerk's Office to assure accessibility, In addition, if you know persons who plan to attend
have special needs that require reasonable accommodation, contact the Clerk's Office as soon
as possible so arrangements can be made.

What If | Can't Be There On The Day Set For My Hearing?

hitp://www.colorado.gov/es/Satellite/DPA-OAC/OAC/1214473780876
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If you cannot attend the hearing on the date and time shown, you must contact the Clerk's
Office and the other side as soon as you know of the problem. You can ask the judge for &
continuance (that is, for a new hearing date). You must show good cause to change a hearing
date. The sconer vou make your request, the more likely it will be granted. Good cause
includes circumstances beyond your centrol, such as your iliness, iliness of ancther household
member requiring your presence, a househoid emergency, or the unavailability of an important
witness on the day of hearing. The need for more time to get a lawyer ¢r, in appropriate cases,
& non-lawyer advisor, or 10 prepare for the hearing may also be considered good cause in
some cases.

Are the Hearings and Records Confidential?

Some hearings and records are confidential and not open to the public. In human services
and medicaid cases the law protects the privacy of public assistance applicants and recipients
and provides for confidentiality of records in child abuse or neglect cases. Except for parties
and advisory witnesses, witnesses may be excluded from the hearing room except when
testifying. Some other types of cases may also be closed to the public,

Your hearing will be recorded on a tape recorder or digitally, by computer. The {ape or digital
recording of the hearing is the official record of the hearing and the transcript, i any, must be
made from that recording. A party may request a copy of the official recerding at & nominal
cost. The judge has the discretion whether to allow any cther person to make a recording of
any portion of the hearing. The taking, use, and distribution of any recording is subject to the
confidentiality statutes.

Generally, hearings and records in regulatory agency cases are open to the public.

1f a hearing or record that normally would be open to the public contains sensitive or personat
informaticn (such as medical records) a party can ask the judge to close the hearing or seal the
file.

What Will My Hearing Be Like?

Your hearing will be very similar fo & trial in court, with witnesses, exhibits and rules of
evidence. An aftorney may represent the other side to your case. You may be represented by
an attorney or you may appear on your own behzlf. in some types of cases, a friend, relative,
or non-atiorney advisor may represent you. However, if the party involved in the case is not
you personally but instead Is an entity such as a partnership cor corporation, attorney
representation may be required.

it is up to you to decide whether you will hire an attorney. OAC cannot appoint one for you.
You may choose to represent yourself, but an attorney may be better able to present your
case.

A list of free or low cost legal services for indigent persons is included at the end of this Guide.
The Colorado Bar Asscciation keeps a list of attorneys who you may be able to consult for no
charge. Additionally, the Office of Administrative Courts has compiled a list of Free or Low
Cost Legal Services for indigent Persons.

You should arrive at the place where your hearing will be held before your scheduled hearing
50 that you and any wilnesses may be seated in the hearing room.

The hearing will be tape recorded or digitally recorded on a computer. This is important
because the tape-recorded or digitally-recorded record may be necessary if anyone wants o
appeal the judge's decision.

In human services and medicaid cases, if your hearing is by telephone you will be seated
next to a speakertelephone, and the judge will participate by telephone connection to the
hearing room. if this is a face-to-face hearing, the judge will appear personally to conduct the
hearing. If your hearing involves a human services matter and is scheduled to be by
telephone, you may contact OAC to reschedule it as a face-to-face hearing. If your hearing
involves madicaid and is scheduled to be by telephone, you may have it rescheduled as a face-
to-face hearing if you state & good reason for your request.  The judge wili -record the hearing
to preserve the record. The hearing will not be open to the public, but you may bring friends
and relatives to your hearing # there is engugh rocom. In an intentional program violation
hearing, the agency cannot call you as a witness during your case unless you give up
your right to remain silent.

http://www.colorado.gov/es/Satellite/DPA-OAC/OAC/1214473780876
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When the hearing begins, each party may present an opening statement, which is a brief
outline of the evidence they expect to present. The opening statement is not evidence, and
neither side is required to make cne.

Then, each side is allowed to call witnesses, who will iake an oath to tell the truth. You may
call withesses to ask questions about the facts of your case and you may testify yourself.

A witness is questioned first by the party calling the witness (direct examination), then by the
opposing party {cross-examination). Additional questioning by each side ({redirect and re-
cross} may also be permitted. Cross-examination and re-cross examination is the opportunity
t0 ask questions of the witness,; the cross-examiner will not be permitted to make statements.
The judge may also ask guestions.

Either side may offer papers, documents, or other materials as exhibits. Each side has the
right to object to any of the exhibits that a party requests to be admitted into evidence or to
object to any of the testimony offered by the cother side. The judge will then decide whether or
not to aliow these exhibits or testimony into evidence.

If you testify, the judge may ask some questions. You also can make a statement. Then the
other side will ask you questions {cross-examination), You then will have a chance to make
another statement to respond to the questions asked by the other party.

After each side has presented its case, rebutial withesses may be called. Rebuttal witnesses
may only testify to issues already brought up by the other side. Few hearings actually involve
rebuttal withesses.

After all testimony has been heard and the documents received, the judge may aliow each side
tc make a closing argument. Closing arguments can only address facts brought out in
testimony of the witnesses or in exhibits received into evidence. Closing argument is not a
chance to testify and you may not menticn things that were not received in evidence.
Sometimes the judge may allow the parties to make a closing argument in writing after the
hearing.

Before the hearing closes, you must submit all the evidence you want the judge io
consider.

What If | Don't Go To The Hearing?

Depending on the type of hearing, if you fail to come to the hearing the case may be decided
against you.

In human services and medicaid cases, if you appealed from a denial, fermination, recoveary,
or other adverse action relating to Colorado Works, food steamps, or other public assistance,
and if you fail to appear either in person or by an attorney for the scheduled hearing, the judge
will cancel the hearing and issue an order dismissing the case for failure to appear. You will
have ten days to write to OAC to show "good cause” for your failure to appear. If you do not
appear in g case where you have appealed & confirmation of child abuse and neglect, the
judge will consider your appeal abandoned and issue an Initial Decision Dismissing Appeal. [f
you do not appear in an intentional program violation case or a proceeding against an existing
child care or provider license, the agency may present evidence in support of its charges
against you In your absence, and the decision will be based upon that evidence. In the case of
the denial of an application, the hearing will be cancelled and your appeal will be dismissed.

When Will | Get a Decision?

After the closing arguments have been presenied, the hearing is concluded. Normally, the
judge does not announce the decision on the date of the hearing, but mails a written decision
to the parties at a later time.

In human services and medicaid cases after the closing arguments have been presented,
the hearing s concluded. The judge does not announce the decision on the date of the
hearing. Except in lengthy or complex cases, the decision will be issued within 20 days sfter
the date of the hearing. The agency, you, and your attorney will receive a copy of the judge's
written decision from the Office of Appeals at either the Department of Muman Services or the
Department of Health Care Policy and Financing.

Can | Appeal the Judge's Decision?

In a human services or medicaid case, after the hearing the judge will issue a written Initial
Decision. If you disagree with the decision, the final paragraph of the decision will tell you how

http://'www.colorado.gov/cs/Satellite/DPA-OAC/OAC/1214473780876
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you may appeal to the Office of Appeals, State Department of Hurman Services, or {o the Office
of Appeals, State Department of Health Care Policy and Financing.

In & licensing or other regulatory agency case, generally, the judge will issus a written initial
decision. You may appeal that decision to the agency within 30 days.

B33 17th Street, Suite 1300 Denver, CO 80202 « Phone: 303-868-2000 « Documents on this site require Adobe® Reader,

DPA Mome Privacy & Security  Accessibility 7 20112008 State of Colorado, Denver, CO
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FAQ on General Services Proceedings

How do I know if my case is a General Services case? The General Services Unit is responsible for
atl cases at the OAC that do not involve a claim for Workers' Compensation benefits.

How do 1 file an appeal? 1f your case involves the denial, termination or reduction of a benefit such
as Medicaid, Food Stamps or Colorade Works:

Complete the Request for State Level Hearing Form or you may right us a letter with the following
information:

* Your name, address and telephone number

+ The county that denied the benefit

* The benefit that was denied

« Whether you will have another person represent you and if so their contact information (name,
address and telephone number)

» A brief explanation of why you are appealing the decision

+ Copies of any denial/termination notice you received.

Please make sure fo sign the letter or form and either mail it to the Denver Office of the OAC or fax
it to 303-866-5909. I you wish your benefits to continue while you are appealing, make sure you
state that in your appeal as well as notifying the county that you have appealed the decision.

In many cases involving denial, termination or reduction of a benefit (food stamps or medicaid for
example), you can be represented by someone who is not an attorney. However, the person
representing you MUST have your written authorization to do so. This written authorization can take
several forms:

« General Power of Attorney appointing your representative to act on your behalf (in most cases a
Medical Power of Attorney is not sufficient)

+ Order of Guardianship, wherein the representative is appointed the legal guardian.

+ A letter signed by the benefit recipient specifically nameing the representative. This letter must
be signed by the recipient.

[n a Medicaid case a fully executed Non-Atiornev Representative form must also be completed.

[f you are filing an appeal on behalf of your minor child, state this in your appeal letter and indicate
your child's date of birth. If you are filing on behalf of a minor foster child, you will need to include a
copy of the Order granting you legal guardianship.

If your case involves a confirmation of child abuse or neglect:

http://www.colorado.gov/cs/Satellite7c=Page&childpagename=DPA-OAC%2FOACDeta... 11/23/2011
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Complete the form that was included with the notification of the finding. This appeal needs to be sent
to the State Department of Human Services at 1575 Sherman Street, Denver, Colorado 80202,

New rules of the State Department of Human Services (“State Department”) provide that after March
31, 2011, all new appeals are to be sent to the State Department. You and the State Department will
then have a period of 120 days to determine if you are able to resolve the case. If no settlement is
reached, the State Department will forward a copy of your original appeal to the OAC for a fair
hearing,

How long will it take to get a hearing? The rules relating to when your hearing will be scheduled are
governed by the rules pertaining to the case type.

http://www.colorado.gov/cs/Satellite?c=Page&childpagename=DPA-OAC%2FOACDeta... 11/23/2011
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Denver Colarade §0203 Office of Administrative Courts -

Fax (303) 866-5909
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REQUs__"} FOR STATE LEVEL HEARING ]

Section A - Contact Information

Appellant's Name:

Address:

_ . CBMS
City: State: Zip: Household #:
Primary Phone: Secondary Phone:

- Section B - Representation’ -

Check thls box if you wrl! have scmeone else represent you and complete the information below Your representative will
f:] need to send the OAC a statement in writing that they agree to represent you.,  you will not be represented by another
person, please proceed to Section C below

Representative’s Name;

Address:
City: State: Zip: Relaticnship:
Primary Phone: Secondary Phone:

‘Section.C - Appeal Information

i request a State Leve! hearing before an Administrative Law Judge. | am appealing the following adverse action: (Please check all that
apply)

D Trails Registry D Food Stamps D Colorado Works/TANF [:] Day Care Licensing

D Aid to Needy Disabled (AND} D LEAP D Child Care Assistance D 0Old Age Pension (OAP)
(] subsidized Adoption D Medicaid [] Medicaid Long Term Care || Disability Determination (DDS)
D tHome Care Allowance E] PAR Denial {:] Other

What happened to your assistance?
Terminated D Application Denied E] Recovery of overpayment D Amount Changed

l:]] Other
Section D - Agency Information . Sl :
P|ease indicate the county or agency that notified you of this adverse action below. Also, please attach a copy of any notice which you
received from the county or agency notifying you of this action.

D County Department of Human or Social Services for County

I it Krarast

Who have you been working with at the county?

{Caunty Worker's Name)

What is his/her phone number?
D State Department of Human Services
|::| State Department of Health Care Policy and Financing

[] other

if my home address or phone number changes, | will immediately notify the Office of Administrative Courts at the above address or
telephene it at (303) 866-5626.

Purpose of this form: The Office of Administrative Courts has made this form to help pecple asking for a hearing to identify what has
happened or will happen 1o their banefits. This form is not a substitute for the official notice. When you submit this form, please include
any official notices {CBMS notices, Notices of Proposed Action, et¢.) that you may have received regarding your benefits. Piease refer to
that notice for a description of the action, for any deadlines o appea!l and for any other information required by agency rule.



instructions for Completing the

Request for State Level Hearing Form
Section A - Contact information

The Cifice of Administrative Courts will need to know who you are and how we can contact you in order to
open a case. Since you are the person appealing, you will be referred to as the Appellant. Please complete
section A with your name, address and telephone number.

Section B - Representation

This section is cptional. In many cases involving benefits (Food Stamps, Medicaid, Old Age Pension, Home
Care Allowance, efc) you can chose to be represented by someone regardless of whether they are a
licensed aftorney or not. If you wish to he represented by someone, you will need to check the first box in
Section B indicating that you will be represented by someone and provide his or her name, address ard
telephone number. Your representative will need {o send the CAC a letter stating, in writing, that they agree
to represent you.

Section C - Appeal Information

in order for us to open your case, we need to know what it is concerning. You should have received
something from your Counly Depariment of Human/Sccial Services, the State Departments of Human
Services or Health Care Policy and Financing, a locat Community Center Board or other agency saying that
you were denied a benefit or a benefit you have is being terminated or reduced. The OAC will need to know
what that benefit is and also what action (termination, reduction, eic) occurred.

Section D - Agency Information

The OAC also needs to know what agency made the decision to deny, terminate or reduce your benefit. You
will need to enter this information in Section D

Finally, you must sign the form in order for the OAC to open a case for you.

If available, piease attach copies of any notices or letters you received from the agency regarding the denial,
termination or reduction of benefits.

Appeals should be mailed to:
Office of Administrative Courts
£33 17" Sireet, Suite 1300
Denver, CO 80202
Or, if less than 10 pages, it can be faxed to 303-866-5809.

In most instances the OAC will process your appeal within 5 business days. Your Notice of Hearing will
generally be mailed to you within 14 days of the date the OAC received ycur request for hearing.

If you have additional questions, you can call the General Services Clerks at 303-866-5626.

Purpose of this form: The Office of Administrative Courts has made this form to help people asking for a hearing to identify what has
happened or will happen to their benefits. This form is not 2 substitute for the official notice. When you submit this form, please include
any official notices (CBMS notices, Notices of Proposed Action, etc.) that you may have recelved regarding your benefits. Please refer {o
that notice for a description of the action, fer any deadliines to appeal and for any other infermation required by agency rule.
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Home About the OAC OAC Structure & Locations

OAC Structure & Locations

Securit

Y - The Office of Administrative Courts is broken into 4 werk units; 1) Operations - which handies
OAC Structure & Locations the day to day operations of the Court; 2)Workers' Compensation - which is responsible for the
‘ ‘ adjudication of all Workers' Compensation Proceedings; 3) General Services - which is
Contact Us responsible for the adjudication of all non-Workers' Compensation proceedings and 4)
Ju' dgés T Mediations - which is responsible for mediating matters prior to hearing.

Additionally, the Office of Administrative Courts hears cases in every counly in the State of
Colorade. Many hearings are conducted with the Judge appearing by telephone. The Judge
Results of Audits and Surveys may alsc appear at one of our regional effices (Denver, Colorado Springs and Grand Junction)
or at a contract locations throughout the state,

Law Clerk Program

Public Notices

Case Statistics and Reports Denver Qffice

for general inquiries, all non-Workers' Compensation cases and Workers' Compensation

_FAQ regarding the OAC hearings in Denver, Greeley and Loveland

833 17th Street, Suite 1300
Denver, CO 80202

(303) 866-2000
e-mail address  OAC-DVR@siate co.us

Fax (303) 866-580¢
Workers' Comp Seiting Line (303) 866-5881
Workers' Comp Transcript Inquiries (303) 866-5694
General Services Answer Line (for all other cases) (303) 866-5626

Southern Regional Office
for Workers' Compensation hearings in Colorado Springs, Pueblo and Alamosa

1259 Lake Plaza Drive Ste. 230
Colorado Springs, Co 80908

(719) 576-2958
Fax (719)578-2978
e-mail address OAC-CSP@state co.us

Western Regional Office
for Workers' Compensation hearings in Grand Junction, Glenwood Springs and Durango

222 5. 6th Street Ste. 414
Grand Junction, Co 81501

{(970) 248-7340
Fax (970) 248-7341
e-mall address QAC-GJT@siate.co.us

http://www.colorado.gov/cs/Satellite/DPA-OAC/OAC/1245426030682 1172372011
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QAC Grg Chart
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