
The Administrative 
Hearings (AH) Unit receives 
hearing requests by phone, 
email, fax, and by mail. 

Clerical Support Staff 

Administrative Hearings Process 

Clerical support staff enter 
requests as received on 

Administrative Hearing and 
Appeals (AHA) database 

 
PT reviews request for 
timeliness, reason for 

request/issue, and  
regional office for 

scheduling purposes. 

Processing Technician (PT) 

PT schedules the hearing on AHA, prepares the 
case record which includes the notice and the 

hearing request 

PT gives the case 
record to the 

Hearing Officer 
(HO)  

PT mails the 
hearing notice to 
the client/client’s 

representative 

PT scans and emails 
the hearing  notice 
to the local office 

POC 

POC receives  hearing  
request  from AH and  

distributes the request 
to a  Fair Hearing 

Liaison  (FHL) 

Points of Contact  (POC) 

FHL reviews 

the case 

FHL  writes  the 
hearing 

summary  

FHL  mails the 
summary to 

the 
client/client’s 

representative 

FHL emails the 
summary to the 

HO 

Clerical support staff scan and 
email  requests to the regional 
office Points of Contact (POC) 

POC receives the notice 
and distributes to FHL  

FHL 
resolves 

issue  

FHL sends 
client letter of 

resolution 
/client 

withdraws the 
hearing request 

YES NO 



Hearing Officer 

Administrative Hearings Process 

Hearing Officer 
(HO)receives hearing 

summary 

Conducts hearing 

Reviews 
hearing 

record and 
writes 

decision 

Mails 
decision to  

FHL 

Mails 
decision to 
client/rep 

FHL processes 
decision and 

facilitates  
compliance 

FHL notifies AH of 
compliance  

Client may 
request  

reconsideration
or appeal to  

Superior Court 
or both 

Client requests 
reconsideration  

AH 
reviews 
request 

GRANTS 

DENIES 

Client appeals to  
Court 

Appeal Process 

HO prepares 
and submits 

appeal record to 
OAG 

OAG 
represents 

Department 
and  notifies 
AH of court 

decision 

HO 
reviews 

case  

HO issues 
reconsidered 

decision 

In favor of Department 

In favor of 
Client 


