W | NCOVE CHAPTER 24 - W/ WORKS
MAI NTENANCE MANUAL ACTI VI TI ES/ REQUI REMENTS 24. 4
24. 4 LOCAL OFFI CE RESPONSI BI LI TIES I N THE WORK PROGRAM ASPECT OF

W/ WORKS

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

The Worker nust assist the client in all reasonable ways to
achi eve self-sufficiency. To acconplish this, the Worker must
assess the client’s know edge and skills, work with the client
and make infornmed recomendati ons about courses of action
appropriate for each individual to develop a plan that is
expected to lead to self-sufficiency. |In addition, he nust
enter into an agreenment with the client concerning his

i nvol venment in the process of becom ng self-sufficient, nonitor
the client’s progress to determ ne changi ng needs and the need
for support service paynents and take appropriate foll ow up
action based on the client’s actions.

The eligibility requirenment of the negotiated agreenent, the
Personal Responsibility Contract, is detailed in Chapter 1

Ot 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 requirenments. The follow ng
sections in this Chapter are devoted to work activities and
foll ow-up actions and contain information necessary for the
Worker to assist the client in becomng self-sufficient and in
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 neet the goals of the W WORKS Program a Worker
perforns the following activities for W WORKS fani|ies:

- Determ nes initial and ongoi ng case and i ndi vi dual
eligibility. Wen the W WORKS fam |y al so receives
Food Stanps and/or Medicaid, eligibility for these
Prograns is also determ ned and nmi ntai ned by the
same Worker

- Negoti ates the PRC with the client to determ ne the
best nmeans to achieve self-sufficiency and accept
personal responsibility. The initial PRC, including
Part I, must be manually conpleted by the Worker.
Once this is conpleted and all other eligibility
requirenents are net, the case is confirnmed in
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RAPI DS and the referral to the WP subsystemi s
acconplished. The Wbrker may conplete WP
information after that time, but nust not require
the client to visit the office again to be present
during the WP enrol | ment process.

Changes to Part 11 of the initial PRC are made using
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 basis,

i ncl udi ng physical capacity, phychol ogical fitness,
maturity, skills, experience, famly

responsi bilities and place of residence. In
addi ti on, reasonabl e 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 conti nuous assessnent of the client’'s needs
and goal s and negoti ates adjustnments to the PRC as
necessary

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

Det er m nes good cause for failure to conply with the
PRC

Appl i es sanctions as appropriate

Devel ops enpl oynment and ot her work activity
opportunities for the client within the comrunity

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 ow up on
the client's progress.

Makes referrals to other community services

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

- Conducts a hone visit or a work/activity-site visit
a m ni mum of once each 12 nonths.

This case managenment process provides for substanti al
flexibility in admnistration of the work conmponent of

W/ WORKS, but the mandates nust be net for each adult to
neet a work requirenment and for the State to neet and

mai ntain an established participation rate. The Worker
has the discretion to tailor the work requirenents to the
needs and goals of each famly. Therefore, there are no
mandat ory procedures or processes that nust be applied to
each famly. Instead, 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 wi thout relying on W WORKS
nont hl y cash assistance. It is recognized that sone
famlies will not be able to beconme conpletely self-
sufficient. For these famlies the goal is to reduce the
reliance on cash assistance as nuch as possi bl e.

ASSESSMENT

The assessnment of the adult or emanci pated m nor’s
goals, skills, needs and chall enges naturally
centers on the client. However, any assessnent
conpleted nust be a famly assessnment since the
client is part of the famly and is often considered
head of the famly. |In addition, making life better
for the famly can be a notivational factor in the
case managenent process. Assessnment begins at
application and does not end until case nanagenent
st ops.

A Fam |y Assessnment neans eval uation of work skills,
prior work experience, enployability, education and
chal l enges to becom ng self-sufficient, such as, but
not limted to, nental and physical health issues,

| ack of transportation and child care.

An in-depth assessnment is necessary to discover the
client’s challenges to neeting his goals and to devel op
pl ans to overconme them
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The assessnment is limted to producing information useful
to both the client and the Wirker in evaluating the
client’s challenges and in nmeeting 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 chall enges
may change, resulting in changes in the actions or
activities necessary for himto succeed.

The assessment process necessarily includes a series of

i ntervi ews/conversations with the client. It my also

i ncl ude educational and/or aptitude/interest testing and
interpretation of this information; identification of the
client’s skills, abilities and interests; use of comunity
resources; and research into possible enpl oynment
opportunities.

The follow ng RAPIDS screens record the appropriate
assessnment results. Their use is mandatory.

- WPED ( Educati on)
- WPAW ( Enpl oynent)
- WPJR (Participati on Readi ness)

The W WORKS Sel f-Sufficiency Appraisal Form
OFA- WW 3A, is essential to the assessnent process
and its use is mandatory for all adults and

emanci pated m nors who are included in a W WORKS
check. The purpose of the formis to gather
pertinent information about the client: work

experi ence, what type of work the client desires,
educati onal background, famly information and
famly support system individual and famly
health, client’s finances, life situations, and
goals. This information, along with testing and
ot her assessnent information, is used to negotiate
the client’s Self-Sufficiency Plan (Part 2, PRC).
It is expected that the Self-Sufficiency Plan (SSP)
will be a step-by-step plan to | ead the client
toward his goal and self-sufficiency.

In order to gain as nmuch information as possible
prior to negotiation of the first full SSP, a hone
visit is required within 45 days of the date of
application. At a mninmm the Worker nust review
the conmpl eted appraisal formwith the client during
the honme visit. The first full SSP and the apprai sal
form nust also be conpleted within 45 days of the
date of application, so the home visit nust not be
del ayed until the | ast day.
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The formis designed for either the client or Worker
to conplete and may be conpleted in the office or at
the client’s hone. Allowing the client to take it
home to conplete gives himthe opportunity to think
about his strengths, what he wants to change about
his life and what he would Iike to obtain for

hi msel f and his famly. If the Worker asks the
client to conplete the format home and return it
prior to the home visit, there is no penalty for
failure to return the self-conpleted form |Instead,
the Worker will take another formto the honme visit
and conplete it at that tine.

If desired, the Worker may conplete the first full
SSP in the client’s home during the home visit,
after review ng the appraisal formand all other
assessment i nformation.

Addi tional hel pful information in the workbook
“Maki ng Case Managenent Work” nay be used by the
Worker and is available in each District office.

The product of the ongoing assessnment process is a
series of SSP's that reflect the client’s changi ng
ci rcunmst ances and tasks that nmove himtoward self-
sufficiency. Failure, w thout good cause, to keep
appointnents to initiate or continue the assessnent
process indicates a failure/refusal to cooperate or
partici pate. Wen the first home visit is schedul ed
in witing, a second appoi ntnent need not be made
bef ore inposing a sanction, unless the applicant has
good cause or contacts the Worker to reschedul e the
appoi ntnent. \When the first honme visit is
unschedul ed, a sanction may not be inposed for
failure to be available. Instead, the Worker nust
schedul e a second appointnent in witing. Failure,
wi t hout good cause, to keep the second appoi nt ment
or reschedule it results in inposition of a
sanction.

The applicant may provide witten notice of the
appoi ntment by including it on the initial PRC or
by using any approved appointnent forns. The
written notice may be given to himduring the
interview or may be mailed. If no record of the

I ssuance of the notice will be shown in RAPIDS or
on a signed PRC, the Worker nust record that such a
noti ce was issued and include the date/tinme of the
appoi nt nent.
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ASSESSMENT TESTI NG

In assessing the client's current situation and negotiating
the PRC, the Worker nust explore famly situations, education,
work history, skills, aptitudes, attitude toward work,

enpl oynment potential, possible social services or other
support systens including physical, nental and enoti onal
fitness, and the need for support service paynents. Form WI-
3A may be used as an interview ng guide, but the areas

expl ored are not limted to those on the form | ndividual
circunstances may require varying degrees of exploration. The
Wor ker may include educati onal assessnent testing.

Assessnent testing consists of the Test of Adult Basic
Education (TABE) or Conprehensive Adult Student Assessnent
System ( CASAS), Learni ng Needs Screening, and Wrk Keys. The
pur pose of using TABE and CASAS is to nmeasure basic academ c
skills such as reading, math, |anguage, and spelling.

The Learni ng Needs Screening, conpleted at the time TABE or
CASAS is adm nistered, is used to screen for possible |earning
disabilities. Based on the results, referrals my be nmade to
the Division of Rehabilitation Services (DRS)for further
assessnent and di agnosis of possible learning disabilities
and/ or for accommopdations to be made in an ABE/ GED cl ass, or
for other training/enmploynment prograns.

The Learni ng Needs Screening is conpleted by or for the client
and is voluntary. A referral nay be made to the Departnment of
Educati on Assessnent Specialist for TABE or CASAS testing,
Learni ng Needs Screening, and Wirk Keys testing as
appropriate. W WORKS staff may conpl ete the Learni ng Needs
Screening if necessary. |If this is done, the W WORKS
Supervi sor must send a copy of the conpl eted Learning Needs
Screening to the OFA W WORKS Unit, Attention: Education
Agreenment Staff Menber. However, it is recommended that the
Assessment Specialists conplete the Learning Needs Screening
on all clients schedul ed for assessnment testing. Wen W
WORKS staff |earns that an ABE teacher has conpl eted the
Learni ng Needs Screening, a copy of this formnust al so be
forwarded to the OFA

W/ WORKS Uni t .

1. Schedul i ng For TABE or CASAS
Al W/ WORKS recipients are to be schedul ed for TABE or

CASAS and Learning Needs Screening referral unless the
follow ng circunstances exist:
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S Client has conpleted two or nore years of coll ege.
The Worker has discretion in having these
i ndi vidual s tested; or

S Client is scheduled to begin a job which will make
the famly financially ineligible for a nonthly W
WORKS check

S Ot her docunented conditions exist that prevent
effective assessnent. These reasons nust be

docunented in the case recording; or

S Client conpleted TABE, CASAS, or other appropriate
assessnent testing at another agency, training
facility, etc. within the previous two years,
unl ess one of the conditions exists under the
second and third bullets |listed bel ow for repeated
assessnent testing.

After the initial basic skills assessnment (TABE or
CASAS), W/ WORKS recipients are referred for re-testing
under the follow ng conditions:

S Two years have el apsed since the initial
assessnment;

S More than one year has el apsed and the client wants
to enroll in an education or training progran or

S Speci fic instances have occurred, such as a head

injury that could inpact learning ability.

Clients may be referred for either the TABE or CASAS
testing. It is not necessary to have both. Copies of
test results are to be requested for participants who
have conpl eted TABE, CASAS, Wrk Keys, or other simlar
assessnent testing at BEP, ABE, One-Stop Centers,
vocational training centers, etc.

Based on the el enents neasured by each test, as found
bel ow, the Worker determ nes which test is nore
appropri at e.

S CASAS nmeasures life skills involving reading and
math in the context of work-related questions.
Scores can be correlated to grade | evel equival ents
for reading and math only.
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S TABE neasures readi ng, math and | anguage skills
t hrough real-life and academ c questions. Scores

are given in grade |level equival ents Partici pants
being referred to vocational training, other

trai ning prograns/coll ege should be adm ni stered

t he TABE.

2. Wor k Keys

Wor k Keys assessnment neasures basic skill |evels and
determ nes how they conpare to the skills required for
specific jobs. Skill areas include Reading for

| nformati on, Locating Information, and Applied Math.
Wor k Keys can be used to match clients to specific jobs
for which they are qualified, determ ne skill gaps for
desired jobs, and/or serve as an effective tool in

enpl oynment portfolios. The Wrk Keys Occupati onal
Profil es handbook, which is available in |local offices
shows job profiles and skill |levels required for each
job. In addition, certain conpanies in West Virginia
have specified those Wirk Keys skill levels required for
their occupations. Clients falling below the specified
skill level required in one of the three skill areas my
be referred to an ABE cl assroomto upgrade that specific
area or areas.

Reci pients are to be schedul ed for Work Keys testing
under the follow ng circunstances:

S Assessnent testing indicates client has a seventh
grade or higher level in reading and math; and

S Gui dance is needed to effectively determ ne
appropriate job placenent; or

S Client has a fifth-grade or higher level in math
and readi ng when businesses in the area use Wrk
Keys in the hiring process, or when local staff is
wor king closely with the community colleges to
devel op specific job or skills training.

Reci pients are referred for retesting as follows:

S Client has successfully conpleted vocational skills
training, or college; or

S Client has upgraded basic skills in ABE or has
passed the GED; or

S Skill areas frominitial Wrk Keys testing have
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been successfully upgraded as a result of referral
and attendance in an ABE class or other training
facility.

3. Referral For Assessnment Testing

Referral for assessnment testing is acconplished by
forwarding a conpleted WI-70 for each individual to the
Assessnent Specialist. Goups are referred by

menor andum whi ch i ncludes the nanme of each group nenber.
The test admnistrator is responsible for conpleting a
rel ease of information for each client.

4. Wor ker Fol | ow- Up

VWhen the test results are received, the Wrker records
the informati on on the appropriate RAPIDS screen. An
interview is scheduled with the client as soon as
possible, to discuss the test results. At this
interview, the client may be provided with a copy of the
test results. Staff may contact the Departnent of
Educati on Assessnent Specialist for questions or help in
eval uating the results of TABE

CASAS, Learning Needs Screening, or Work Keys. Speci al
attention should be paid to the recommendati ons made by the
Assessnent Specialist on page 4 of the Learni ng Needs
Screening for possible referral to prograns and servi ces.

5. Testing Requirenents For WA

Most, if not all, Workforce Investnment Act (WA)- funded
enpl oynment and training prograns now require that TABE
CASAS, or simlar academ c skills testing, and, in many
cases, Work Keys be conpleted by clients referred to and
enrolled in those prograns. Therefore, the Worker nust
schedul e clients for the appropriate assessnent testing
whenever possi bl e.

6. Del ays In Testing

If circunmstances prevent assessnent testing by the
Assessnment Specialist in time for a client to enter ABE,
training, enployment, or another program alternate
assessnment testing arrangenents may be made. This could
be referral to an ABE teacher, One-Stop Center, or BEP
office. It is inportant, however, that a Learning Needs
Screening be conpleted by W WORKS staff or by the ABE
teacher for clients tested at those facilities.
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However, whenever possible, clients are to be schedul ed
for assessnent testing adm nistered by the Assessnent
Speci al i sts.

7. Subst ance Abuse
If the client indicates substance abuse probl ens,
referral for evaluation and counseling should be made
prior to scheduling assessnment testing. Any
determ nati on of substance abuse problens is based on
statenments made by the client, not on the feelings or
percepti ons of the Worker.
D. DEVELOPMENT OF THE PRC SELF- SUFFI Cl ENCY PLAN

NOTE: See Chapter 1 for information about the PRC as an
eligibility requirenent and about conpletion of an initial SSP
and the first full SSP.

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

The PRC is a docunment that consists of 2 parts. Part |
contains information and requirenments applicable to al

i ndi viduals who are required to sign it. Part Il is the Self-
Sufficiency Plan which is the result of negotiations between
the client and the Worker. The Sel f-Sufficiency

Plan (SSP) is subject to renegotiation throughout the
client's receipt of cash assistance. Initial and ongoing
assessnent produces information that allows the Worker to
provi de reasonabl e gui dance to the client to attain his goals
and forms the basis of the Pl an.

The promotion of self-sufficiency is acconplished primarily

t hrough the use of the SSP. The SSP is conpleted during a
negoti ati on between the Wbrker and the adult(s) and/or

emanci pated mnor(s) in each AG During the negotiation, the
client nust be encouraged to provide information about his
goal s for becom ng self-sufficient and the nmeans by which his
goal s may be achieved. |If the client does not have defined
sel f-sufficiency goals, the Wirker nust encourage himto

consi der such goals in consultation with his famly before the
PRC i s updat ed.

The Worker must explore all of the desires and work goals
presented by the client to determ ne which are possible, which
can be acconplished with the resources available to the client
and to the Departnment, which can be acconplished in an
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appropriate time and, ultimtely, which is nost likely to
result in self-sufficiency for the client. In addition, the
Wor ker must expl ore other possibilities not presented by the
client and offer these

to the client as alternatives. At all tines, the Worker is
expected to balance the client’s wishes with his need to

achi eve self-sufficiency and the Departnent’s goal of neeting
federall y-established participation rates.

Al requirenments listed on the SSP nust be reasonabl e and
appropriate for the individual client.

The SSP nmust be specific enough to provide direction for the
client and nust reflect careful analysis of the client’'s needs
and potential. It nust also be flexible enough to change as
opportunities and situations warrant. Changes in occupati onal
goals or activities to nmeet the client's work requirenent
require revisions to the SSP. Each tinme the SSP is revised on
a paper form the client and the Worker nust initial and date
t he changes. When a new SSP is conpl eted, both nust sign and
date the form The client nust be provided with a copy of the
SSP each time a new one is conpleted or a revision is made to
an exi sting one.

The SSP outlines the objectives and the steps needed to
achi eve self-sufficiency, as well as a tinme frame for the
conpl etion of programrequirenents. Specific duties are
required.

It may be possible for the client to achieve self-sufficiency
wi t hout a docunment defining specific activities. However,
clarifying goals and actions to reach the goals hel ps the
client and Worker to focus on the npbst appropriate actions.
This makes their efforts nore productive. Although the
primary concern should be the devel opnent of a nmeani ngful SSP,
the formitself is helpful to the client in understanding the
expectations. Committing the plan to witing also hel ps the
Wor ker be nore specific about his responsibilities. By
signing the PRC, each party agrees to fulfill his respective
responsi bilities.

JOB DEVELOPMENT

Job devel opment and the subsequent placenent of individuals in
enpl oynment are the primary focus of W WORKS. The W WORKS
staff is expected to be visible in the community and
participate in various enploynent-related activities and
initiatives. The W WORKS staff is expected to relate to
private enployers and rel ated organi zati ons professionally,
honestly and with integrity.
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Job devel opnent and pl acenent efforts must be coordi nated
closely with the local Job Service O fice. 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 nust
be signed by the client prior to the sharing of information.
The form nust be placed in the case record. To increase the
resources available to the client, contacts are established
and mai ntained with DRS, Department of Education, Conmunity
Acti on agenci es and other public and private organizations
that could offer activities or support.

CHI LD CARE REFERRAL

Child care nust be made available 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 nmust be arranged

bef ore pl acenent.

MENTORI NG

When the Worker and the client agree that the client could
benefit froma nmentor for counseling and gui dance, the client

may be assigned to a nmentor. Mentoring nmay 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 selected is based on the client’s needs and the
resources avail abl e.

NOTE: Being a nmentor does not all ow access to or know edge of
confidential information about the client. The Worker nmnust
obtain the client’s witten perm ssion prior to providing such
information to the mentor. A general waiver allow ng
information to be shared with the nentor is not sufficient; a
wai ver is required for each piece of information shared or one
wai ver may identify each piece of information. The client nay
provi de any personal or confidential information to the nentor
t hat he chooses.

A mentor nust:

- Be gainfully enployed or retired from gai nful
enpl oynment ;

- Have sufficient time available to provide gui dance
for the client;
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- Set the boundaries of the relationship, so that the
client is guided by, but not dependent upon, the

ment or ;

- Consult frequently with the Wrker about gui dance

provided to the client;

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

- Adhere to the Departnent’s standards of
confidentiality regarding case record
i nformation.

A nmentor 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 intimte relationship with
the client;

- Loan or give the client noney.

Being a nmentor may include counseling and

gui dance in decision making, handling crises,
rem nders to keep nedi cal appointnents,

assi stance in accessing resources,
transportation, arranging child or elder care,
provi di ng energency child or elder care,

pl anni ng so that household tasks are done in
spite of work schedul es and children, inproving
enpl oyability, learning to shop w sely,

pl anni ng meal s, and any other aspects of the
client’s life that can |l ead himtoward self-
sufficiency. Mentoring may be particularly
beneficial to m nor parents or other young
parents.

DOVESTI C VI OLENCE ASSI STANCE

The Worker nust inform each applicant/recipient of the

availability of services related to prevention of donestic

violence. To protect the abused person when the
information is offered to nore than one adult or
emanci pated mnor in the famly at the same time, it

must
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be stressed that the Worker is required to provide the
information to all clients. The instructions about
donestic viol ence assi stance in Sections 1.2 and 1.25 nust
be foll owed.

l. VI SI ON AND/ OR DENTAL SERVI CES

Provi di ng dental and vision services is a
cooperative effort between the W WORKS Program and
the Ofice of Maternal, Child and Fam |y Health

( OMCFH) .

The W WORKS staff’s responsibility is limted to
conpletion of formOFA-R-1 to refer eligible clients
to OMCFH, to certify that the client is eligible to
recei ve vision and/or dental services, and to
explain to the client the inportance of keeping his
schedul ed appoi ntments and the deadline for his
appoi nt nent .

Only one OFA-R-1 is conpl eted, even when the client
is being referred for both services. The

di stribution of the color copies is shown on the
bottom of the form The Worker must make certain
the last copy of the NCR formis | egible when the
formis conpleted. If it is not, the Wbrkers nust
write over the information on the |ast copy and
forward to OMCFH

The referral for vision/dental services is tine-
limted. The client nmust schedul e and keep the
first appointnment with the service provider within 6
nmonths of the referral date shown on the OFA-R-1.
The Worker nust enter the date (mm dd/yy) on the
OFA-R- 1.

NOTE: Sinply scheduling an appointrment with the
service provider within 6 nonths does not neet the
requi renment. The appoi ntnent nmust be kept within 6
mont hs of the referral date in order for paynent to
be made.

When the client has been unable to schedul e and keep
an appoi ntment during this tinme, another referral
may be issued. However, if the reason he was unabl e
to get an appointnent was a delay in starting the
process, he is permtted only one additional

referral

126 - 158 - 189 - 206 - 220 - 238 - 288 - 294

7/03 20 f



W/ | NCOVE CHAPTER 24 - W/ WORKS
MAI NTENANCE MANUAL ACTI VI TI ES/ REQUI REMENTS 24.4

To be eligible to receive vision and/ or dental
services, the client nust be in either of the 2
follow ng groups:

1. Participating

To qualify based on participation in an
activity, the client nust neet both of the
foll owi ng requirenents.

- The individual nust 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 made, 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
these services is the rate shown on the
i ndi vi dual* s PRC.

2. Sole Barrier to Participation

When the sole barrier to the client’s
participation in a work activity listed in
Section 24.5 is the need for vision and/or dental
services, a referral my be made. Once the
referral is nade, services continue whether or
not the client remains eligible for W WORKS.

OMCFH has signed agreenents with service sites which
detail the all owable services, reinbursenents, scope
of services, etc. In addition, OMCFH wil|l provide a
list of all providers to the appropriate county. The
client may choose his own provider fromthis |ist.

Di stribution of copies of the formin a tinmely manners
is crucial.

There is a maximumlifetinme limt on the paynment
for these services. This |imt is nonitored by
OFMCH. Closure of the vision and/or dental
services case by OFMCH occurs when services are
conpl eted or the maxi num al | owabl e benefits are
reached.
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J.

W WHEELS

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
Regi on.

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 unavail ability 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 make it road-worthy exceed its

value, a referral my be made to W WHEELS.

- The need to nmeet 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. Cients who have

conpl eted a State-approved driving class and
have had their licenses restored nmay be
referred.

- The client has the financial ability to make
paynments.

Participation in W Weels is linmted to one tine
per individual. |If an AG contains two parents and
two vehicles are required, each one may
participate in the program
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It is only necessary that the client be an active
adult W WORKS AG nenmber or eligible for continued
support service paynents at the tinme of referral
and | ease signature. Subsequent ineligibility for
ei ther program or noving to another county or
Region within the State does not affect the
continuation of the | ease agreenment. When a
client noves out of state, the | ease agreenent
becomes null and void, and he may negotiate a buy-
out agreenment with the vendor. Support service
paynments for relocation must never be used to
assist the client in paying the buy-out.

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

- the vehicle(s) is junked; or

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

- t he ot her parent needs the vehicle for
enpl oyment 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 renments without 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 nmust not be referred again to the
program Failure to conply with the |ease
agreenent and |loss of the car of itself is not a
sancti onabl e of f ense.

Loss of the car does not constitute good cause for
failure to neet a work requirenent. The Worker must

carefully evaluate the circunstances of each client’s

si tuati on.
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2. Referral Process

Referrals to the W Wheel s vendor are nade using form
OFS-WHEELS-1. The formis self-explanatory, and al
requested information on the formis mandatory.

When the vendor notifies the Worker of approval or
denial for participation in the program the Worker nust
record the appropriate information in RAPIDS. |f the
vendor notifies the Worker that the client is not a

sui tabl e candidate for the program the vendor nust
provide a witten explanati on.

3. Vendor Responsibilities

Upon recei pt of the OFS-WHEELS-1, the vendor conpl etes
an eval uation process with the client, and if determ ned
a suitable candi date, conpletes and signs a vehicle

| ease-purchase agreenment with the client. The vendor
provides the client with a road-worthy vehicle, provides
regul ar mai ntenance on the vehicle, and provides

i nsurance at the prevailing class rate. The client nust
agree to make the vehicle paynents on tine and make the
vehicl e avail able for regul ar maintenance. |If the
client fails to conply with the | ease agreenent and it
is term nated, the vendor nust notify the Worker

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

PERI ODI C SELF- SUFFI CI ENCY EVALUATI ONS 24/ 36/ 48 MONTHS

NOTE: Failure, w thout good cause, of the client to
attend or otherw se cooperate in the schedul ed

eval uations results in application of a sanction. It
I S suggested that the evaluations be |isted
specifically on the PRC to avoid questions about

notification of the requirenent. However, the general
statenment on the PRC form about keeping all

appoi ntments will usually serve for application of a
sancti on.
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After a client has received W WORKS for 24 nonths, a
face-to-face neeting nust be scheduled with the adults
or emanci pated mnors in the W WORKS AG to eval uate

t he progress of the self-sufficiency plan and to
devel op a new plan as needed. The neeting nmust occur
during the 24th or 25'" npnth of receipt of W WORKS
benefits. The purpose of this nmeeting is to conplete
a mandatory case staffing which is to include the
client, other parent in the household (even if the

ot her parent is excluded fromthe AG, the Wrker, the
Supervi sor, other DHHR staff as needed, any community
resource person(s) directly working with the client,
and a representative of the client’s choosing.

At this nmeeting, any additional barriers to self-
sufficiency should be identified and solutions to
overcone those barriers explored. The client should
be encouraged to nake deci sions regardi ng those
barriers and the solutions. At this meeting, the PRC
and assessnent form nust be reviewed and updated as
needed.

NOTE: If the requirenments in Section 13.9, B regarding
submtting a MRT application are not nmet by this tine,
It nust be conpleted as necessary during the 24 nonth
eval uati on.

Anot her face-to-face eval uation nust be conpl eted
after the client has received W WORKS for 36 nonths.

This neeting nmust occur during the 36'" or 37'" nmonth of
W WORKS receipt. It will serve the same purpose and
follow the sanme pattern as the 24-nonth eval uati on.

In addition, the client nust be offered a referral to
an i ntensive case managenent agency, if there is an
avail able slot. This 36-nonth neeting nust also

i nclude the CSM or his designee.

An additional face-to-face evaluation nmust be conpl eted
after the client has received W WORKS for 48 nonths.
This nmeeting nust occur during the 48'" or 49'" nonth of
receipt. It follows the sane pattern as the 36 nonth
eval uation. However, a referral to an intensive case
managenent agency is mandatory after receipt of
benefits for 48 nonths. |If there are no avail able
slots with such an agency, the Wbrker mnust provide the
I ntensi ve case managenent services.
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When an AGis closed prior to the 24, 36 or 48!" nonth
and reapplies in the nonth an eval uati on would normally
be due, the evaluation is not conpleted prior to
approval. Instead, the AGw Il be evaluated at the
next scheduled interval that is 3 or nore nonths in the
future. This also applies when the AGis closed in the
24, 36 or 48!" nonth before the evaluation takes place.
The Supervi sor nmay decide on a case-by-case basis that
the evaluation that is due in the nonth of application
or within 3 nonths of that date needs to be conpl et ed.

EXAMPLE: An AGis closed effective August when the
father finds full-tinme enploynment. He gets laid off at
the end of Septenber and reapplies for W WORKS in
October. The AG is due for a 24-nmonth evaluation in
October, but it is postponed until the 48'" nonth
because it is the next evaluation interval that is 3 or
nore nont hs ahead.

EXAMPLE: An AG is due for its 48-nonth evaluation in
Novenmber 2003, but the AGis closed effective Novenber
before the evaluation takes place. The AG reapplies in
February 2004. The Worker does not back up and
conplete the m ssed 48-nonth evaluation. Instead the
55" nmonth case review is the next required contact.

EXIT I NTERVI EW I N 59™ MONTH

During the 59" nonth of receipt of W/ WORKS or prior to
the end of the extension period, if one was granted,

t he Worker must conplete an exit interview with the
adult AG nmenbers. During this exit interview, the

Wor ker gives information to the clients about comunity
resources and makes necessary referrals. In addition,

t he Worker conpletes a final assessnment to determ ne

t he need for any additional services, such as, but not
limted to Food Stanps and Medicaid, if not already
recei ved. The health and welfare of the children in

t he househol d should al so be discussed during this
meet i ng.

Form OFA- EXI T-1 nust be conpl eted and signed by the
client(s) and the Worker. If the client does not
choose to participate, the Wirker conpletes the form
based only on case record information and know edge of
the client.
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