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LOCAL OFFI CE RESPONSI BI LI TIES | N THE WORK PROGRAM ASPECT OF
W/ WWORKS

In addition to the responsibilities contained in other
chapters of this Manual, the Wrker has responsibilities
related to the work program aspect of W WORKS.

The Worker nust assist the client in all reasonable ways to
achi eve self-sufficiency. To acconplish this, the Wrker
nmust assess the client’s know edge and skills, work with the
client and nmake infornmed recommendati ons about courses of
action appropriate for each individual to develop a plan
that is expected to lead to self-sufficiency. 1In addition,
he nust enter into an agreenent with the client concerning
his involvenent in the process of becom ng self-sufficient,
nmonitor the client’s progress to determ ne changi ng needs
and the need for support service paynents and take
appropriate followup action based on the client’s actions.

The eligibility requirenent of the negotiated agreenent, the
Personal Responsibility Contract, is detailed in Chapter 1
O her requirenents, particularly those dealing with the
client’s continuing eligibility, are found throughout this
Manual . Chapter 13 contains other information about the
eligibility aspect of the work requirenents. The foll ow ng
sections in this Chapter are devoted to work activities and
foll owup actions and contain information necessary for the
Worker to assist the client in becom ng self-sufficient and
i n devel opi ng opportunities for him

A CASE MANAGEMENT

The Work Prograns (WP) sub-systemin RAPIDS assists the
Wor ker in managi ng the work program aspect of W WORKS.

To nmeet the goals of the W WORKS Program a Worker
perfornms the following activities for W WORKS
famlies:

- Determ nes initial and ongoing case and indivi dual
eligibility. Wen the W WORKS fam |y al so
recei ves Food Stanps and/or Medicaid, eligibility
for these Progranms is al so determ ned and
mai nt ai ned by the sanme Wrker

- Negotiates the PRC with the client to determ ne
t he best nmeans to achieve self-sufficiency and
accept personal responsibility. The initial PRC,
including Part 11, nust be manually conpl eted by
the Worker. Once this is conpleted and all other
eligibility requirenents are net, the case is
confirmed in RAPIDS and the referral to the WP
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subsystemis acconplished. The Wrker may
conplete WP information after that tine, but nust
not require the client to visit the office again
to be present during the WP enrol |l ment process.

Changes to Part Il of the initial PRC are nade
usi ng WP screens WPJS and WPAS. Such changes are
attached to the initial PRC

Est abl i shes for the client only reasonabl e and
appropriate requirenents related to the client’s
capability to performthe tasks on a regul ar
basi s, including physical capacity, skills,
experience, famly responsibilities and place of
residence. |In addition, reasonable and
appropriate requirenents take into account the
client’s proficiency and child care and ot her
support services needs.

Monitors conpliance with the PRC

Provi des continuous assessnent of the client’s
needs and goal s and negoti ates adjustnents to the
PRC as necessary

Determ nes which clients are tenporarily exenpt
frommeeting the work requirenment and assists the
client in becom ng able to participate

Det ermi nes good cause for failure to conply with
t he PRC

Appl i es sanctions as appropriate

Devel ops enpl oynent and other work activity
opportunities for the client within the community

At the discretion of the CSM W WORKS staff may
continue to carry the Medicaid and/or Food Stanp
portion of the case once W WORKS benefits are
stopped, to allow for continuity and foll owup on
the client's progress.

Makes referrals to other community services

Provi des paynent for support services, as
appropriate
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- Identifies potential resources and nakes
appropriate referrals to secure them

- Conducts a home visit or a work/activity-site
visit a m nimum of once each 12 nonths.

Thi s case nanagenent process provides for substanti al
flexibility in adm nistration of the work conponent of
W/ WORKS, but the nmandates nust be net for each adult
to meet a work requirenent and for the State to neet
and mai ntain an established participation rate. The
Worker has the discretion to tailor the work

requi renents to the needs and goals of each famly.
Therefore, there are no mandat ory procedures or
processes that nmust be applied to each famly.

| nstead, the Wrker’s reasonabl e and appropriate

gui dance and discretion are used to assist the client
in accepting personal responsibility and achieving
sel f-sufficiency.

Self-sufficiency is defined as being able to provide
for the famly's basic needs without relying on W
WORKS nont hly cash assistance. It is recognized that
sone famlies will not be able to becone conpletely
self-sufficient. For these famlies the goal is to
reduce the reliance on cash assistance as nuch as
possi bl e.

B. ASSESSMENT

Assessnent is the ongoing process of determ ning each
adult's goals, skills, needs and chal |l enges.

Assessnent begins at application and does not end until
case managenent st ops.

An i n-depth assessnment is necessary to discover the
client’s challenges to neeting his goals and to devel op
pl ans to overcone them

The assessnent is limted to producing information
useful to both the client and the Wirker in eval uating
the client’s challenges and in neeting his goals.

Rat her than being a fixed process with nmandated
procedures, assessnent is an ongoing activity. As the
client’s circunstances change, his goals and/or
chal | enges may change, resulting in changes in the
actions or activities necessary for himto succeed.

The assessnent process necessarily includes a series of
i nterviews/conversations with the client. It nmay also
i ncl ude educational and/or aptitude/interest testing

and interpretation of this information; identification
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of the client’s skills, abilities and interests; use of
community resources; and research into possible

enpl oynment opportunities. Assessnment form W-3, is
avai |l abl e for use as a neans to record and track
pertinent information during the assessnent. Use of
the WI-3 is optional by county. Its use is mandatory
only when RAPIDS is dowmn. The follow ng RAPIDS screens
record the appropriate assessnent result. Their use is
mandat ory.

- WPED ( Educat i on)
- WPAW ( Enpl oynent )
- WPJR (Partici pation Readi ness)

The product of the assessnment is a plan for
progressively noving toward the client’s goals. The
plan is used to negotiate the PRC which specifies the
steps and actions necessary to achieve the goals.
Failure w thout good cause to keep appointnents to
initiate or continue the assessnent process indicate a
failure/refusal to cooperate and/or participate, and a
sanction may be appli ed.

The Wbrker may devel op a PRC to schedul e educati onal ,
aptitude and interest testing. A referral nmay be made
to the Departnment of Education Assessnent Speci ali st
for ABLE testing, as appropriate. Aptitude and
interest testing (ABCD/ | BCD), may be schedul ed for

t hose who have ABLE readi ng conprehensi on scores at the
ei ghth grade | evel or above and total mathenmatics
scores at the sixth grade |evel or above. Referral is
acconpl i shed by conpletion of a WI-70 referral formfor
each individual, or by nmenorandum for a group referral.
The nmenorandum nust |ist each individual to be tested.
The test adm nistrator is responsible for conpleting a
rel ease of information for each client.

When the test results are received, the Wrker records
the informati on on the appropriate RAPIDS screen and
may conplete form W-3B, the Aptitude/lnterest Chart,
identifying the participant’s aptitudes and the
aptitude/interest matches. An interview is schedul ed
wth the client as soon as possible, to discuss the
test results. At this interview, the client is
provided with a copy of the Aptitude/lnterest Chart as
wel |l as a copy of the Cccupational Fam |y
Reconmendat i ons.

If the client indicates substance abuse probl ens,
referral for evaluation and counseling should be nade
prior to scheduling vocational testing. Any

determ nati on of substance abuse problens is based on
statenents nmade by the client, not on the feelings or
perceptions of the Wbrker.
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In assessing the client's current situation and

negoti ating the PRC, the Wrker nust explore famly
situations, education, work history, skills, aptitudes,
attitude toward work, enploynent potential, possible
soci al services or other support systens, and the need
for support paynents. Form WI-3A nmay be used as an

i nterview ng guide, but the areas explored are not
l[imted to those on the form Individual circunstances
may require nore or |ess exploration.

C. DEVELOPMENT OF THE PRC SELF- SUFFI Cl ENCY PLAN

RAPI DS screens WPJS and WPAS all ow for the recording
and printing of Part 2 of the PRC

The PRC is a docunent that consists of 2 parts. Part |
contains information and requirenents applicable to al
i ndi viduals who are required to sign it. Part Il is
the Self-Sufficiency Plan which is the result of
negoti ati ons between the client and the Worker. The
Self-Sufficiency Plan is subject to renegotiation

t hroughout the client's recei pt of cash assistance.
Initial and ongoi ng assessnent produces information
that allows the Worker to provide reasonabl e gui dance
to the client to attain his goals and forns the basis
of the Pl an.

The pronotion of self-sufficiency is acconplished
primarily through the use of the Personal
Responsibility Contract (PRC). The PRC is conpleted
during a negotiation between the Wrker and the
adult(s) in each case. During the negotiation, the
client must be encouraged to provide information about
his goals for becom ng self-sufficient and the neans by
whi ch his goals may be achieved. |If the client does
not have defined self-sufficiency goals, the Wrker
nmust encourage himto consider such goals in
consultation wwth his famly before the PRC is updat ed.

NOTE: Signing the PRCis an eligibility requirenent
(See Chapter 1). However, at the tine of application,
the PRC may not include all goals and all plans
necessary to achieve the goals. The PRC may be a
docunent that is in a constant state of change to
adjust to the client’s changi ng needs.

The Worker nust explore all of the desires and work
goal s presented by the client to determ ne which are
possi bl e, which can be acconplished with the resources
avai lable to the client and to the Departnent, which
can be acconplished in an appropriate tine and,
ultimately, which is nost likely to result in self-
sufficiency for
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the client. 1In addition, the Wrker must explore other
possibilities not presented by the client and offer
these to the client as alternatives. At all tinmes, the
Worker is expected to balance the client’s wishes with
his need to achieve self-sufficiency and the
Departnment’ s goal of neeting federally-established
participation rates.

Al requirenents |isted on the PRC nust be reasonable
and appropriate for the individual client.

The PRC Sel f-Sufficiency Plan nmust be specific enough
to provide direction for the client and must reflect
careful analysis of the client’s needs and potenti al.
It nust al so be flexible enough to change as
opportunities and situations warrant. Changes in
occupational goals or activities to neet the client's
work requirenment require revisions to the Self-
Sufficiency Plan or a new PRC signed by the client and
the Wirker. Each tinme the Self-Sufficiency Plan is
revised, the client and the Worker nust initial and
date the changes. Wen a new PRC is conpl eted, both
must sign and date the form The client nust be
provided with a copy of the PRC each tinme a new one is
conpleted or a revision is made to an exi sting one.

The PRC Sel f-Sufficiency Plan outlines the objectives
and the steps needed to achieve self-sufficiency, as
well as a time frame for the conpletion of program
requi renents. Specific duties are required.

It may be possible for the client to achieve self-
sufficiency without a docunment defining specific
activities. However, clarifying goals and actions to
reach the goals helps the client and Wrker to focus on
t he nost appropriate actions. This nmakes their efforts
nore productive. Although the primary concern shoul d
be the devel opnent of a neani ngful Self-Sufficiency
Plan, the PRCitself is helpful to the client in

under standi ng the expectations. Commtting the plan to
witing also hel ps the Wrker be nore specific in his
responsibilities. By signing the PRC, each party
agrees to fulfill his respective responsibilities.

D. JOB DEVELOPMENT

Job devel opnent and the subsequent placenent of

i ndi viduals in enploynent are the primary focus of W
WORKS. The W/ WORKS staff is expected to be visible in
the community and participate in various enpl oynent-
related activities and initiatives. The W WORKS st af f
is expected to relate to private enployers and rel ated
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organi zati ons professionally, honestly and with
integrity.

Job devel opnent and pl acenent efforts nust be
coordinated closely with the | ocal Job Service Ofice.
As appropriate, clients are required to register with
the Job Service Ofice and to keep their applications
current. The results of ABLE or other career-oriented
testing is shared with the Job Service Ofice as
needed. A Release of Information form nmust be signed
by the client prior to the sharing of information. The
form must be placed in the case record. To increase
the resources available to the client, contacts are
established and maintained with DRS, Departnent of
Educati on, Conmunity Action agencies and other public
and private organizations that could offer activities
or support. A close working relationship should be
established with the |ocal JTPA Program and Wl fare to
Wor k Program

E. CH LD CARE REFERRAL

Child care nust be nmade avail able to any client who
needs it in order to accept enploynent or to
participate in another work activity. The client nust
be referred to the appropriate Resource and Referral
agency. Child care nust be arranged before placenent.

F. MENTORI NG

Wen the Wirker and the client agree that the client
coul d benefit froma nentor for counseling and

gui dance, the client may be assigned to a nentor.

Ment ori ng may be acconplished by assigning a nentor to
work individually with one or nore clients. In
addition, a nentor or teamof 2 or nore nentors may
provi de assistance to one or a group of clients. The
met hod sel ected is based on the client’s needs and the
resources avail abl e.

NOTE: Being a nentor does not allow access to or

know edge of confidential information about the client.
The Wbrker nust obtain the client’s witten perm ssion
prior to providing such information to the nentor. A
general waiver allowing information to be shared with
the nentor is not sufficient; a waiver is required for
each piece of information shared or one waiver may
identify each piece of information. The client may
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provi de any personal or confidential information to the
ment or that he chooses.

A nmentor must:

- Be gainfully enployed or retired from gai nfu
enpl oynent ;

- Have sufficient tine available to provide guidance
for the client;

- Set the boundaries of the relationship, so that
the client is guided by, but not dependent upon,
t he mentor;

- Consult frequently with the Wrker about gui dance
provided to the client;

- Notify the Worker imrediately upon deciding to
termnate the relationship with the client;

- Adhere to the Departnent’s standards of
confidentiality regardi ng case record information.

A mentor nust not:

- Be a relative or married to a relative of the
client;

- Have a relationship with the client prior to
becom ng a nentor;

- Have a physically intinmate relationship with the
client;

- Loan or give the client noney.

Bei ng a mentor may include counseling and gui dance in
deci si on meki ng, handling crises, rem nders to keep
medi cal appoi ntnents, assistance in accessing
resources, transportation, arranging child or el der
care, providing energency child or elder care, planning
so that household tasks are done in spite of work
schedul es and children, inproving enployability,

| earning to shop wi sely, planning neals, and any ot her
aspects of the client’s life that can | ead hi mtoward
sel f-sufficiency. Mentoring may be particularly
beneficial to mnor parents or other young parents.
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G VELFARE TO WORK (W W

Wl fare To Wrk (WW prograns provide a tool for the

| ocal W WORKS staff to use to assist a client in
nmeeting his goal of becom ng self-sufficient. This is
acconpl i shed by providing the client with certain work-
rel ated opportunities/benefits in the WW network that
are expected to result in self-sufficiency. The Wrker
initiates the process by referring appropriate clients
to WWand by working with the other professional staff
and the client in choosing and/or designing a plan to
benefit the client.

WWis structured around a concept of “Wrk First,
Train Later,” and enphasi zes placenent into and
retention of unsubsidized enploynent. This concept

al so recogni zes that a client may be provided, as
appropriate, education and skills training appropriate
to the job, as well as other services to ensure lasting
unsubsi di zed enpl oynent. The goals are based on those
of the W/ WORKS Program and were devel oped to provide
extra help for those who continue to receive cash
assistance after the initial caseload reduction due to
the inplenmentation of welfare reformlegislation. The
purpose of WWis to provide transitional assistance
whi ch noves hard-to-enpl oy W WORKS recipients who |ive
i n high-poverty areas into unsubsidized enpl oynent and
econom ¢ sel f-sufficiency.

W W functions by cooperation anong the foll ow ng
entities: OFS and W WORKS staff of DHHR  Job

Trai ning Partnership Act (JTPA) and Assessnent and Case
Managenent Center (ACMC) staff of BEP, Private

| ndustry Councils (PICs).

Each group has its own responsibilities in noving the
hard-to-enploy client into self-sufficiency. However,
the W WORKS staff has the primary responsibility for
case managenent services for all W WORKS applicants,
reci pients and forner recipients, including those who
participate in WW Therefore, even though sone case
managenent services may be provided by the other
agencies involved in WW the W WORKS staff nust take
the lead. Referral to WWdoes not elimnate the
client’s PRC requirements. |Instead, cooperation with
the WWrequirenments nmust be nade a part of the PRC,
once the client becones involved. WWactivities wll
be structured by BEP to allow the client to conply with
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W Wrequirenents and neet his work participation
requi renent at the sane tine.

1

Referral Process

Referrals to WWare made using form OFS-W W 1.
The formis self-explanatory. The client’s PRC,
including all updates, and the |atest results of
all tests nust be attached to the formprior to
referral to the ACMC. Copies are distributed
according to instructions on the bottom of the
form

Sonme Job Service Ofices have set limts on the
nunber of referrals that may be made to an ACMC
for WW It is necessary to deternmine this
information locally and nonitor for conpliance
with the limts,

There are separate categories of clients who may
be served through WW The W WORKS Wor ker makes
t he

deci si on about which client is an appropriate
referral and the category in which he is placed.
Details about determ ning the appropriate category
are found in item 2, bel ow

O her referral requirenments may be established
| ocally by mutual consent between the W WORKS and
ACMC staff.

Appropriate Referrals

The following 2 itens identify the groups for

whi ch WW fundi ng may be spent. Funding may be
used for both custodial and non-custodial parents
as detail ed bel ow.

Seventy percent of the WWfundi ng nust be spent
for individuals who neet the criteria of any of
the categories described bel ow and | abel ed as
70%

Not nore than thirty percent of the funding nay be
spent for individuals who neet the criteria of any
of the categories described bel ow and | abel ed as
30%

NOTE: The percentages described below refer to
the portion of the WWfundi ng that may be spent
for each group and do not refer to the nunber or
percentage of WWreferrals from each group.
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a. Cust odi al Par ent

A custodial parent qualifies as foll ows:
- 70% Criteria

. Has recei ved W/ WORKS or TANF from
anot her state for 30 nonths or
nmore. The nont hs need not be
consecutive; or

. s receiving W WORKS and is within
12 nmonths of |osing benefits due to
the 60-nonth tine limt; or

. Has al ready exhausted his 60-nonth
time limt.

- 30% Criteria
. | s recei ving W WORKS; or

. I s not receiving W WORKS due to
the 60-nmonth tinme limt; and

N Has characteristics
associated with |l ong-term
wel f are dependence; or

N Is a youth who has aged out
of foster care; or

N Whose i ncone | evel is bel ow
100% FPL.

b. Non- Cust odi al Par ent
A non-custodi al parent qualifies as foll ows:

- | s unenpl oyed or underenpl oyed, or is
having difficulty paying child support
obl i gations; and

- The m nor children or the custodi al
parent as received W WORKS or TANF from
anot her state for 30 nonths or nopre, or
is within 12 nonths of |osing W WORKS
benefits due to the 60-nonth tine limt;
or

20 ¢



W/ 1 NCOVE
MAI NTENANCE MANUAL

CHAPTER 24 - W/ WORKS
ACTI VI TI ES/ REQUI REMENTS

24. 4

- The m nor children

. Are eligible for or receiving W
WORKS; or

. Recei ved W WORKS during the
precedi ng year; or

. Are eligible for, or receiving Food
Stanps, SSI, Medicaid or CH P

Al owed Activities

W W funds may be used for the follow ng
activities. The agencies that operate the
proj ect determ ne how the funds are used.

- Job readiness activities financed
t hrough job vouchers or through
contracts with public or private
provi ders.

- Enmpl oynent activities, as follows:
comunity service prograns, job creation
t hrough public or private wage
subsi di es, work experience, on-the-job
trai ni ng.

- Job pl acenent services financed through
j ob vouchers or through contracts with
public or private providers.

- Post - enpl oynent services through job
vouchers or through contracts with
public or private providers. Placenent
in any subsidized or unsubsidi zed job
gqualifies the client for post-enpl oynent
services. Such services include, but
are not limted to: basic educational
skills training, occupational skills
training, English as a second | anguage,
ment ori ng.

- Job retention services and support
services following placenent in a job
readi ness activity or in any subsidized
or unsubsi di zed job. These services
include, but are not limted to:
transportation, non-nedi cal substance
abuse treatnment, child care, energency
or short-term housi ng.
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H. DOVESTI C VI OLENCE ASSI STANCE

The Wbrker nust i nformeach applicant/recipient of the
avai lability of services related to prevention of
donmestic violence. To protect the abused person when
the information is offered to nore than one adult in
the famly at the sanme time, it nust be stressed that
the Worker is required to provide the information to
all clients. The instructions about donestic violence
assistance in Sections 1.2 and 1.25 nust be foll owed.

VI SI ON ANDY OR DENTAL SERVI CES

Provi di ng pre-enpl oynent dental and vision services is
a cooperative effort between the W/ WORKS Programthe
of fice of Maternal and Child Health (OMCH)

The W WORKS staff’s responsibility is limted to
conpletion of formOFS-R-1 to refer eligible clients
to OMCH, to certify that the client is eligible to
receive vision and/or dental services, and to explain
to the client the inportance of keeping his schedul ed
appointnments. To be eligible to receive these
services, the client nust neet both of the follow ng
requi renents:

- The individual nmust be an adult recipient of W
WORKS when the referral is made. Receipt of DCA
al one does not qualify the individual for these
services. Once the referral is nade, services
conti nue whether or not the client remains
eligible for W WORKS; and

- The individual is participating in an activity
listed in Section 24.6 through Section 24.13.
The rate of participation required to qualify for
t hese services is the rate shown on the
i ndi vi dual s PRC.

OMCH has signed agreenents with service sites which
detail the allowable services, reinbursenments scope of
services, etc. In addition, OMCH wi |l provide a |ist
of all providers to the appropriate county. The
client may choose his own provider fromthis |ist.
Distribution of copies of the formin a tinely manners
is crucial; distribution instructions are printed on
the form
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There is a maximumlifetime limt on the paynent for
these services. This limt is nonitored by OMCH

Cl osure of the vision and/or dental services case by
OMCH occurs when services are conpleted or the nmaxi mum
al | owabl e benefits are reached.

J. W VHEELS

The purpose of W WHEELS is to assist in elimnating
transportation as a barrier by providing the

client with an opportunity to contract with a vendor
to | ease a vehicle and own it after the contract is
satisfied. The Worker initiates the process by
referring appropriate clients to the W WHEELS vendor
in his Region.

1. Appropriate Referrals

W/ WORKS recipients and those eligible for

conti nued support service paynents may be
referred. The follow ng requirenments nust be net
when determ ning an appropriate referral:

- Valid driver’s |icense.
- The unavailability of public transportation.

- The client does not already own a road worthy
vehicle, or it is a two-parent household and
anot her vehicle is required.

EXCEPTI ON: When the client already owns a
vehicle and repairs to nmake it road-worthy
exceed its value, a referral nay be nade to
W/ WHEELS.

- The need to neet a work activity or continue
enpl oynent .

- The client does not have a crimnal driving
record, such as but not limted to, a DU
conviction in the past 3 years, hit and run,
flight to avoid arrest. dients who have
conpl eted a State-approved driving class and
have had their licenses restored may be
referred.

- The client has the financial ability to nmake
paynent s.
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Participation in W Weels is limted to one tine
per individual. |If an AG contains two parents and
two vehicles are required, each one may
participate in the program

It is only necessary that the client be an active
adult W WORKS AG nenber or eligible for continued
support service paynents at the tine of referra
and | ease signature. Subsequent ineligibility for
ei ther program or noving to another county or
Region within the State does not affect the

conti nuation of the | ease agreenent. Wen a
client noves out of state, the | ease agreenent
beconmes null and void, and he may negotiate a buy-
out agreenent with the vendor. Support service
paynments for relocation nust never be used to
assist the client in paying the buy-out.

If the client already has a vehicle(s) registered
in his nane, he nust provide docunentation that:

- the vehicle(s) is junked; or

- the cost of repairs exceeds the limt
specified in Section 24.14; or

- the other parent needs the vehicle for
enpl oynent or to participate in an activity.

Once the client signs a | ease agreenent with the
vendor, he is no longer eligible for support
service paynents for auto insurance or vehicle
repair, for the duration of the |ease agreenent.

The client’s failure to conply with the vendor’s

requi renents w thout good cause will result in
| oss of the vehicle, and all of the noney the
client has paid toward the | ease. In addition,

the client nust not be referred again to the
program Failure to conply with the | ease
agreenent and | oss of the car of itself is not a
sancti onabl e of fense.

Loss of the car does not constitute good cause for
failure to neet a work requirenent. The Wbrker
nmust carefully evaluate the circunstances of each
client’s situation.
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2. Referral Process

Referrals to the W Wheel s vendor are made usi ng
form OFS-WHEELS-1. The formis self-explanatory,
and all requested information on the formis
mandatory. The Wb rker then enters the appropriate
conmponent code in RAPIDS to identify the referral.
When the vendor notifies the Wrker of approval or
denial for participation in the program the
Worker nust enter the appropriate in code in
RAPIDS. |If the vendor notifies the Wrker that
the client is not a suitable candidate for the
program the vendor nust provide a witten

expl anat i on.

3. Vendor Responsibilities

Upon recei pt of the OFS-WHEELS-1, the vendor

conpl etes an eval uati on process with the client,
and if determ ned a suitable candi date, conpletes
and signs a vehicle |ease-purchase agreenent with
the client. The vendor provides the client with a
road-worthy vehicle, provides regular maintenance
on the vehicle, and provides insurance at the
prevailing class rate. The client nust agree to
make the vehicle paynents on tine and nmake the
vehi cl e avail able for regular naintenance. |[f the
client fails to conply with the | ease agreenent
and it is termnated, the vendor nmust notify the
Vor ker .

Upon successful conpletion of the 24-nonth | ease,
the client receives the title to the vehicle from
t he vendor.

I N- SERVI CE TO W/

In-Service to W/ provides W WORKS recipients with
additional services and an alternative to using their
last 12 nonths of W WORKS. It is a State-funded,
publ i ¢ works program adm ni stered by the Bureau of
Enpl oynment Prograns (BEP), but with the primary case
managenent services provided by W WORKS staff.
Referral to BEP is acconplished using form OFS- ESP- 1.

The RAPI DS conponent code is |W
| nformati on about this project was first rel eased by
menor andum on February 8, 2001. The nmenorandum
remains in effect.
1. Eligibility Requirenents

To be eligible to participate, the client nust:

- Vol unteer to participate. The Wrker nust
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make the opportunity to participate avail able
to all AGs which neet the eligibility
criteria and who vol unteer.

- Be included in a W WORKS AG where at |east 1
adult has received 48 nonths or nore of W
WORKS/ TANF benefits. The individual who is
referred need not be the one who has received
W/ WORKS/ TANF f or 48 nont hs.

- Be included in a W WORKS AG t hat has
recei ved W WORKS paynents for at |least the 6
consecutive nonths prior to referral; the
nonth of referral may be counted as one of
the 6 consecutive nonths.

- Not be enployed full-time for wages. The
determination of full-time enploynment is
based on working 100 hours/nonth or nore.

- Meet all W WORKS eligibility requirenents at
the time of referral.

Speci al Procedures For Determ ni ng/ Redet erm ni ng
Benefit Anmount

The benefit issued by BEP is equal to the |evel of
the W/ WORKS check for the referral nonth. The
check amount received for the nonth of referral is
frozen at that level for the duration of the
client’s participation in In-Service to W. This
i ncl udes any incentives and reductions, including
reducti ons due to sanctions, that may be in effect
during the referral nonth. |If the client receives
a CSI paynment for or in the referral nonth, the
CSI is not added to the check anount when
determining the | evel at which benefits are
frozen.

Subsequent changes in circunstances which woul d
normal ly result in an increase or decrease in the
W/ WORKS check anount, or case closure, are not
used for In-Service to W purposes. This includes
i ncome changes, changes in AG conposition and any
ot her change that inpacts on eligibility or the
amount of the benefit.

The client receives his W WORKS check for the
nonth of referral and the first nonth he begins an
In-Service activity. He also continues to receive
the CSI, if appropriate, for those nonths he

recei ved W WORKS and child support was paid.
Partici pation begins the first of the nonth
following referral. The AGis closed effective the
nonth participation begins. Once the AGis

cl osed, no CSI benefits are issued for nonths in
which he is an In-Service to W participant. The
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client, even though he is paid sem -nonthly, does
not receive his first In-Service pay until the
begi nning of the nonth after participation begins,
so he does not receive a W WORKS check and pay
fromlIn-Service to W in the sane nonth. The
followi ng exanple illustrates the tim ng.

EXAMPLE: A client who receives a W WORKS check
amount of $512 is referred to In-Service to W/ in
April. He is to begin participation May 1°.

April 1st Referred to In-Service to W. Receives
W WORKS check of $512

May 1st Begins In-Service to W activity.

Recei ves W WORKS check of $512. AG

i ssued advance notice for W WORKS AG
closure and the AGis closed by advance
notice deadli ne.

May 15th (or No pay fromlIn-Service to W because tine
16th) sheet has not yet been submitted
May 20th Time sheet for May 1st - May 15'" (or

16t") due and subnitted

June 1st First pay received fromln-Service to W
for May 1st - May 15" (or 16" ). No
W/ WORKS check recei ved.

June 15th Second pay received fromlIn-Service to W
for last of May.

Advance notice requirenments nust be net when the
AG is closed, regardless of the reason for
closure, including participation in In-Service to
W.

The In-Service to W placenent nay only be

term nated when the 12-nonth tinme limt expires,
the client dies, noves out of state, drops out, is
termnated by BEP for failure to participate, or
was originally ineligible to participate in In-
Service at the tinme of referral.

NOTE: Because payroll deductions are wthheld
fromthe client’s earnings and his benefit |evel
remai ns constant, he could experience a decrease
in actual inconme received. This nust be expl ained
to the client before he volunteers so he can nake
an i nfornmed deci sion about participation. Sone or
all of this potential decrease in incone can be
made up by receipt of EITC benefits as part of his
sem -nonthly pay. The Wbrker nust discuss EITC
with the client and, upon request, provide
information to assist himin receiving it.
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3.

Limts On Participation

Referral for participation in In-Service to W is
a one-tinme-only opportunity. |If the client |eaves
or is termnated after referral, no other referra
may be nmade, regardl ess of the reason for | eaving.

Each individual is limted to 12 consecuti ve
nont hs of participation.

All ﬁlacenents begin on the first work day of the
mont n.

Effect On Ot her Benefits
a. Food Stanps and Medicaid

Incone fromparticipation in In-Service to W
is countable for Food Stanps and all Medicaid
coverage groups. In all instances it is
counted as earned incone.

It is possible that the AG or sone AG

nmenbers, could | ose Medicaid coverage due to
counting the earnings from or due to |osing
the tine-limted earned incone disregards for
In-Service to W/, because the W WORKS check
is excluded. The adults are the nost likely
to | ose coverage, but may be Medi cai d-

el i gi ble under AFDC- or SSI-Rel ated Medi cai d.

If the client is termnated fromIn-Service
to W due to failure to cooperate, a
Vol untary Quit penalty nmay be appli ed.

It is possible that the AG may | ose Food
Stanp eligibility, since they will no | onger
be W WORKS recipients and may no | onger be
categorically eligible. The receipt of an
In-Service benefit by at | east one nenber of
t he Food Stanp AG does not cause the AGto be
categorically eligible. The AG may qualify
for Categorical Eligibility in sone other
way, nost likely by being eligible for

conti nued support services as found in
Section 24.16.

b. W/ WORKS
Partici pati on does not inpact on the federal
or State work 8@rticipation requirenent in

any way. The WORKS AG i s cl osed upon
entry 1nto In-Service to W.
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If the client fails to conply with BEP' s In-
Service to W/ requirenents, a 45-day waiting
period may be inposed for W WORKS upon
reapplication; a PRC sanction is not inposed
at reapplication.

DCA

When the client is active with In-Service to
W/ he is not eligible for a DCA Paynent.
After he is no |onger active with In-Service
to W and applies for W WORKS, he is treated
as any other applicant in deternining
eligibility for DCA

Recei pt of a DCA paynent counts as 4 of the 6
nonths a client nust have recei ved W WORKS
to be eligible for In-Service to W, but does
not count when determining if the 48-nonth
eligibility requirenent is net.

EXAMPLE: A famly received W WORKS for 42
nont hs before becom ng ineligible due to
earni ngs. The nother worked for 8 nonths
before being laid off. Wen she reapplied
for W WORKS, she had the prom se of anot her
job in 2 nonths, so she chose to receive a
DCA paynent i nstead of a nont hl y check
Through no fault of her own, the job did not
materialize and she reaPplled for W WORKS at
the end of 4 nonths. Arter nont hs of
receiving a nonthly W WORKS check agai n, she
nmeets the requirenment of having received W
WORKS for 6 consecutive nonths prior to
referral to In-Service: 4 nos. for DCA + 2
addi ti onal nonths of W WORKS = 6 consecutive
nont hs. However, because DCA does not count
toward neeting the requirenent of having
recei ved W WORKS/ TANF for 48 nont hs, she
does not quallfy for In-Service to W«

42 nps. + 2 additional nbs. = 44 nos.

BCSE Requi renent s

In-Service to W/ clients are not required to
be referred to BCSE

If child support is collected by BCSE for a
nmonth for which the client received an | n-
Service to W benefit, the client does not
qualify for the Child Support Incentive for
that nonth. After closure of the W WORKS
AG the client is treated by BCSE as any

ot her non-assi stance client.
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e. School d othing Al owance (SCA)

These clients are not automatically eligible
for the SCA because they are no | onger

W/ WORKS recipients. They nust apply in
order to receive it.

Support Services

See Sections 24.14 and 24.16 for the support
services for which the client is eligible.

The W WORKS staff is responsible for the issuance
of all support service paynents for identified
needs.

Det erm ning The Hours O Participation And BEP
Paynment Anount

BEP det erm nes the appropriate nunber of hours of
partici pation, based on the check anmpunt,

I ncl udi ng applicable incentives and reductions, in
the month of referral.

The anmount of the BEP paynent to the client is
based on the actual nunber of hours worked during
the nonth, m nus payroll deductions. The client
is paid sem -nonthly.

Client Notification

The Worker is responsible only for client
notification about benefits received from DHHR
such as W WORKS, Food Stanps and Medi cai d.
Advance notice is required before closure of the
W/ WORKS AG due to referral to In-Service to W.
Once the W WORKS case is closed and the client is
referred, the Wirker is not involved in any type
of notification related to the In-Service Program

I ntervi ew Requi renents

During the interview to explore the possibility of
an In-Service to W referral, the Wrker nust
explain the following to the client:

- The possible effect on Medicaid eligibility,
since In-Service incone is counted for
Medi caid while W/ WORKS i ncone i s not.

- Increase in the nunber of Food Stanp
redeterm nations during the year due to
counting In-Service income as earni ngs and
non-recei pt of W WORKS.

- The client’s actual incone coul d decrease
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fromthe anbunt | ast received from W WORKS
because payroll deductions will be w thheld.

- The potential inpact on Food Stanps and W
WORKS benefits should the client reapply
after failing to conply with BEP' s | n-Service
requirenents.

- There is only one chance given to succeed in
the In-Service to W project; if the client
| eaves it, he cannot be referred again.

- The client will be paid sem-nonthly. This
coul d cause the famly sone financial
difficulty in adjusting to receiving incone
sem -nmonthly instead of nonthly. The Worker
nmust make assi stance in financial planning
avai | abl e.

- Those W WORKS AG s who received Child
Support Incentive paynents no | onger receive
t hem when they choose to participate in In-
Service to W. However, BCSE does not retain
current child support collected after AG
closure, so the AGw Il receive the anount
actual ly recei ved by BCSE

L. BEP JOB DEVELOPMENT

Any adult, or enmancipated mnor, who is a W WORKS
recipient and is job-ready, is eligible to receive job
devel opnent services fromBEP. Referral to BEP is
acconpl i shed using form OFS- ESP- 1.

| nformati on about this project was first rel eased by
menor andum on February 8, 2001. The nmenorandum
remains in effect.

The RAPI DS conponent code is JD;, this is not a stand-
al one conponent, so the client may be in JD and

anot her conponent simnultaneously. Because tine spent
by the client in the JD conponent does not count for
nmeeting the federal or State work participation

requi renent, the Worker nust keep the client in any
ot her conponent in which he continues to participate,
as well as in the JD conponent.

Eligibility requirements for referral to Job
Devel opnent are as follows. The client nust:

- Be j ob-ready

- Have taken either the TABE or CASAS test

- Have taken the Wrk Keys Test if a rating of 7"
grade or higher was received on the TABE or CASAS
t est
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The BEP Job Devel opnent Coach and t he DHHR Wor ker wor k
together to identify barriers and solutions. The
Worker is responsible for issuing necessary support
servi ces paynents

Once the client becomes enpl oyed, he noves to the Job
Ret enti on conponent.

M BEP JOB RETENTI ON

NOTE: Tine spent in this conponent is used to
determ ne the federal participation requirenent.
Therefore, it is inmportant that the tinme be recorded
in RAPIDS Wrk Prograns. The RAPIDS conponent is JK
Hours entered in this conponent are treated as

enpl oyment hours worked for federal reporting purposes
for those whose AG renmi ns active.

This service is provided by BEP as an extension of the
Job Devel oprment servi ces.

| nformati on about this project was first rel eased by
menor andum on February 8, 2001. The nenorandum
remains in effect.

Time in this conponent is limted to 6 nonths. During
this time, the Job Devel opnent Coach submts tine
sheets fromEIP contractors to the Worker by the 5"
day of the following nonth. Time sheets are not
required from other enployers or from BEP staff
because the nunber of hours of participation can be
reasonabl y anti ci pated.

The Wbrker is responsible for issuing all necessary
support services. However, BEP processes paynents to
ElI P contractors and the Worker is not responsible for
paynments to any enpl oyer.
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