CHAPTER 24

WV INCOME MAINTENANCE MANUAL
24.4
WV WORKS Activities/Requirements

- Learning Needs Screening;

— Legal Aid appointments;

- Orientation;

- Self-Sufficiency Evaluations with Case Manager;
- TABE testing;

— Time spent with Case Manager during home Vvisit;
— Work Keys testing;

— Working with CPS (MDT meetings);

- Working with Local Agencies such as KVC; and
- WVU CED Assessment Testing

Assignment of any of these activities must be recorded in eRAPIDS comments.
All activities must be reviewed monthly. The Case Manager must update the
case comments with the information on the status of the participant. Hours of
participation may be documented using a Participation Time Sheet, DFA-TS-12
or by the Workers notes. The maximum amount of time a participant may be
placed in the OW component is 60 days. Placement beyond the 60 day time limit
will require DFA approval. Transportation will be the only allowable support
payment associated with this component.

Every effort must be made to obtain countable hours for these PINS (contacting
a school for educational hours, anticipating hours from employer statement, or
JR for substance abuse or mental health treatment, etc). When there are
absolutely no countable participation hours to enter for these individuals, a
minimum of one hour of OW should be entered and documented in comments for
making these contacts to obtain countable participation hours.

ASSESSMENT

The assessment of the Work-Eligible Individual’'s goals, skills, needs and
challenges naturally centers on the participant. However, any assessment
completed must be a family assessment since the participant is part of the family
and is often considered head of the family. In addition, making life better for the
family can be a motivational factor in the case management process.
Assessment begins at application and does not end until case management
stops.

If the applicant indicates he is disabled or has a disability as outlined in Section
1.25, the Worker must use the DFA-WVW-ADA-1 to make any appropriate
referrals to agencies that may be able to provide appropriate services to the
participant. The DFA-WVW-ADA-1A is completed to follow-up on the referral
and records the outcomes and services received. The DFA-WVW-ADA-1A is
placed in the client file.

A Family Assessment means evaluation of work skills, prior work experience,
employability, education and challenges to becoming self-sufficient, such as, but
not limited to, mental and physical health issues, lack of transportation and child
care.
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An in-depth assessment is necessary to discover the client's challenges to
meeting his goals and to develop plans to overcome them.

The assessment is limited to producing information useful to both the client and
the Worker in evaluating the client’'s challenges and in meeting his goals.

Rather than being a fixed process with mandated procedures, assessment is an
ongoing activity. As the client’'s circumstances change, his goals and/or
challenges may change, resulting in changes in the actions or activities
necessary for him to succeed.

The assessment process necessarily includes a series of
interviews/conversations with the client. It may also include educational and/or
aptitude/interest testing and interpretation of this information; identification of the
client’s skills, abilities and interests; use of community resources; and research
into possible employment opportunities.

The following eRAPIDS screens record the appropriate assessment results.
Entries on these screens are mandatory.

- Education and Testing Assessment
Employment History

- Self-Sufficiency Goals

- Job Readiness Assessment

The WV WORKS Self-Sufficiency Appraisal Form, OFA-WVW-3A, is essential to
the assessment process and its use is mandatory for all Work-Eligible
Individuals. The purpose of the form is to gather pertinent information about the
client: work experience, what type of work the client desires, educational
background, family information and family support system, individual and family
health, client’s finances, life situations, and goals. This information, along with
testing and other assessment information, is used to negotiate the client’'s Self-
Sufficiency Plan (SSP). It is expected that the SSP will be a step-by-step plan to
lead the client toward his goal of self-sufficiency.

In order to gain as much information as possible prior to negotiation of the first
full SSP, a home visit is required within 45 days of the date of application. At a
minimum, the Worker must review the completed appraisal form with the client
during the home visit. The first full SSP and the appraisal form must also be
completed within 45 days of the date of application, so the home visit must not be
delayed until the last day. When the WV WORKS benefit is re-opened within 3
months of a home visit, a new initial home visit is not required.

The form is designed for either the client or Worker to complete and may be
completed in the office or at the client's home. Allowing the client to take it
home to complete gives him the opportunity to think about his strengths, what he
wants to change about his life and what he would like to obtain for himself and
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Any initial doctor’s statement that indicates the client is disabled longer than six
months must result in a referral to MRT. If the Worker receives a medical
statement indicating the client is disabled six months or less, an MRT referral
must be made if the client is still claiming he is disabled at the time the statement
expires. Staff must not wait until 24 months to refer an individual to MRT. This
should be done any time the client claims a disability lasting longer than six
months from the application date forward.

NOTE: WV WORKS participants who have a documented disability must be
placed in the AD component in Work Programs in addition to other component
codes.

A face-to-face evaluation or Supervisor/Worker meeting to review the case must
be completed during the 24™ or 25" month of receipt of WV WORKS following
the same procedure as the 12-month evaluation.

NOTE: If the requirements in Section 13.9,B regarding submitting a MRT
application are not met by this time, it must be completed as necessary during
the 24 month evaluation.

Another face-to-face evaluation or Supervisor/Worker meeting to review the case
must be completed after the client has received WV WORKS for 36 months.

This evaluation must occur during the 36th or 37th month of WV WORKS receipt.
It will serve the same purpose and follow the same pattern as the 12- and 24-
month evaluation. The 36-month meeting must also include the CSM or his
designee.

An additional face-to-face evaluation or Supervisor/Worker meeting to review the
case must be completed after the client has received WV WORKS for 48 months.
This evaluation must occur during the 48th or 49th month of receipt. It follows
the same pattern as the 36-month evaluation.

When an AG is receiving EAP, the 12/24/36/48 month evaluations are not
required as long as the customer remains employed.

When an AG is closed prior to the 12, 24, 36 or 48th month and reapplies in the
month an evaluation would normally be due, the evaluation is not completed prior
to approval. Instead, the AG will be evaluated at the next scheduled interval that
is 3 or more months in the future. This also applies when the AG is closed in the
12, 24, 36 or 48th month before the evaluation takes place. The Supervisor may
decide on a case-by-case basis that the evaluation that is due in the month of
application or within 3 months of that date needs to be completed.

NOTE: When a parent included in the AG resides with a non-recipient Work-
Eligible Individual, both must attend the 12, 24, 36, and 48™ month evaluation
meetings.

6/12

206 — 238 — 275 — 288 — 294 — 307 — 313 — 315 — 327 — 347 — 356 — 388 — 464 — 473 — 541 — 571 — 643

29





