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the site supervisor.  Documentation is required and must be available from 
the activity site at least monthly to support what is reported for 
participation and may include electronic records.  Monthly timesheets 
must be filed in participants’ case records. 
 
For Work-Eligible Participants who are employed, other documents and 
methods may be used to verify work hours.  Although timesheets and 
written confirmation from the employer may be used, the following 
alternative methods may also be used to document these hours: 
 
- Pay stubs 
 
- Time cards signed by the employer 

 
- Sign-in/sign out sheets signed by the employer 

 
- Work schedules signed by the employer 

 
For employment, based on valid documentation, hours may be projected 
for 6 months unless there is a change in the number of work hours.  When 
this happens, then actual hours must be documented and prospectively 
reported for 6 months.  At the end of 6 months, current hours must be     
re-verified.  The preferred method of verification of hours is 30 days of pay 
stubs to be used to project the client’s participation for up to a six month 
period. 
 
To receive support service payments, employed participants who continue 
to receive cash assistance must submit a timesheet signed by the 
employer listing the days worked.  Pay stubs cannot be used for this 
purpose.  Employed participants who no longer receive cash assistance 
must submit the application for continued support service payments,     
DFA-SS-2.  In addition, a timesheet signed by the client listing the days 
worked must be submitted. 
 

2. Participation Calculation 
 
The calculation of monthly participation hours for self-employed Work-
Eligible Individuals (those owning/operating their own business/service, 
providing child care, etc.) is determined in the following manner:  Gross 
income minus business expenses divided by the federal minimum wage.  
If the number of recordable participation hours fall short of the minimum 
required hours, additional activity placement must be made by the Worker. 
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EXAMPLE:  Ms. B provides child care for her neighbor’s two children, 
Monday through Friday from 8 a.m. to 5 p.m.  The neighbor pays Ms. B 
$170 per week.  Ms. B claims no business expenses.  Ms. B received 
$731 pay for August.  Her hours of participation are:  $731 divided by 
$7.25 = 100.83 (rounded up to 101 hours.)  In this example Ms. B has a 
work requirement of 128 hours month week; therefore, she must 
participate in another core or non-core work activity for no less than 27 
hours/month. 
 
To receive support service payments, self-employed Work Eligible 
Individuals must complete and sign a self-reported timesheet,              
DFA-TS-12, to determine the days actually worked.   
 
College attendance must be verified by provision of a timesheet,          
DFA-TS-12, signed by the client to determine days and hours of actual 
attendance. 
 
The calculation of hours of participation for other allowable activities is 
based on the following process: 
 
Step 1: Determine the client’s total monthly hours of participation, as 

reported on his timesheet. 
 
Step 2:   Add hours for paid vacation and paid sick leave.  Do not 

include excused absences in this figure. 
 
The result is the monthly participation hours which are entered by the 
Worker and recorded in Work Program comments. 
 
Time for excused absences as found in Section 24.3,B, up to 16 hours is 
entered separately.  Time for federally designated holidays is entered 
separately and is not converted to a weekly average. 
 
For informational purposes, we consider EI, FB, FU, FV, OJ, PB, PU, and 
PV as paid work components. All other components are considered non-
paid work components.  For paid work components, RAPIDS will add 
actual monthly participation hours to the monthly excused absence hours 
and monthly holiday hours and then divide the result by 4.33.  Round that 
result to obtain the weekly average for TANF reporting purposes.  For 
non-paid work activities, RAPIDS will divide monthly completed hours by 
4.33, excused absence hours and holiday hours by 4, and then round the 
number for each entry. These items will not be added together but will be 
reported as individual items for TANF reporting purposes. 
 




