RECEIVED MAR 4 - 2008

NEW YORK STATE
. OFFICE OF TEMPORARY AND DISABILITY ASSISTANCE )
Eliot Spitzer 40 NORTH PEARL STREET David A.. Hanse]l
Governor ALBANY, NEW YORK 12243-0001 Commiszioner
February 26, 2008

Penelope LaBarge
Commissioner
Lewis County Department of Social Services
P.0O. Box 193

Lowrville, New York 13367
Dear Commissioner LaBarge:

I am pleased to inform you that your Temporary Assistance and Food Stamp
Employment Plan for the period January 1, 2008 through December 31, 2009 is approved by the
Office of Temporary and Disability Assistance (OTDA). A copy of your final plan is enclosed.

The plan will be made available to our Office of Administrative Hearings for use by
administrative law judges when conducting employment-related fair hearings. Any amendments
necessary to reflect changes to your district’s policies or procedures that are covered by the plan
must be submitted to your OTDA Employment Technical Advisor for approval,

We look forward to continuing our work over the next few years as we work to
continually enhance employment services provided to low-income individuals so they are
prepared to retain employment and access the array of work supports available in New York.
As always, feel free to contact me or Barbara Guinn at (518) 486-6106 for any assistance to
support your efforts.

Sincerely,

=l

Russell Sykes
Deputy Commissioner
Center for Employment and Economic Supports

Enclosure

cc: Barbara Guinn
Marcia Samsa
Jerrod Ogden

“providing temporary assistance for permanent change”



bce: 8. Antos
D. Bloodstein



PENELOPE LABARGE Telephone (315) 376-5400
COMMISSIONER ' Fax (315) 376-4112
COUNTY OF LEW!S
Department of Social Services
P.0. Box 193, 5274 Outer Stowe Street

- Lowville, New York 13367
Januvary 15, 2008

Barbara C. Guinn, Director

Employment and Advancement Services

NYS Office of Temporarg and Disability Assistance
40 North Pearl Street, 117" Floor

Albany, New York 12243

Dear Ms. Guinn:

Enclosed please find Lewis County’s amended Temporary Assistance and Food Stamps
Employment Plan for January 1, 2008-December 31, 2009, The requested changes have been
made.

The attachments are the same as listed in my original letter dated December 3, 2007,

If you have any questions or comments, fcel free to contact me at 315-376-5726 or e-mail me at -

23a027@dfe.state ny.us.
Thank you.

Sincerely yours,

Penelope LaBarge
COMMISSIONER.

Marcia I. Samsa
PRINCIPAL SOCIAL WELFARE EXAMINER

Lewis County Department of Social Services Vision Statement
“Every citizen shall have information and services that lead to a safe, healthy and independent [ife,”

“This institution is an equal opportunity lender, provider, and employee. Complaints of discrimination should be sent to; USDA, Birector, Office
of Civil Rights, Room 326W, Whitten Bidg., 1400 Independence Ave. SW, Washingian, DC 20250-9410 or call (202} 720-5964 {veice and
. TDD)




07-LCM-13 Attachment A

Temporary Assistance and Food Stamps Employment Plan
January 1, 2008 — December 31, 2009

Section 1 Assurances/Signature

As a condition of the receipt of federal and State funds the Lewis County Department of Social
Services submits this Temporary Assistance and Food Stamp Employment Plan (Plan) to the New
York State Office of Temporary and Disability Assistance. The Plan outlines the administration of the
employment services for Temporary Assistance (TA) and Food Stamp (FS) applicants and recipients
program for the period Janvary 1, 2008 through December 31, 2009. As Commissioner of Lewis
County Department of Social Services, I hereby affirm that employment services programs will be
administered in accordance with all applicable federal and State policies, laws, regulations and
provisions of this plan. .-

JéMU‘—f’.-U /(_d.,é'ﬂuh £¢. , Social Services Commissioner
Penelopé LaBarge
Date January 15, 2008

Section 2 Adminisiration
Section 2.1 Administrative Structure

This agency’s organizational chart is attached. It identifies the units and staff within the agency that
are involved in the operation of the district’s employment program.

Following is a description of the office(s) in and/or outside of the Department of Social Services that
are involved in the operation of the district’s employment program. The responsibilities of each office
are described below.

Social Welfare Examiners - Beginning in May of this year, the Temporary Assistance staff became
part of the Employment & Training Unit. Applications for Temporary Assistance are accepted on a
walk-in basis. Social Welfare Examiners provide applicants with an employment orientation as part of
their initial interview. Examiners aré responsible for making the determination of employability. I
employable, they are responsible for assigning them to an applicant job search, job readiness training
and informing employment staff of such assignments. ( If claiming a disability, the Examiner will give
the client a 10-day letter and an appointment to return with documentation of said disability(ies). The
Examiner is responsible for providing the client with the 4005 or 4005a. If work exempt, the client
will be scheduled 1o take the TABE test. If non-exempt they will, at that time, be referred to Applicant
Job Search and JRT and meet with an employment specialist for assessment and employment
planning.) Upon recommendation from employment staff, that an applicant has met applicant
requirements, the Examiners will open the cases on Temporary Assistance. Social Welfare Examiners
maintain the client files. Upon referral from the Employment and Training Office the Examiners are
also responsible for individual and casc sanctions, as well as case denial for nan=compliance With ... ... o

- e e

) ,_ RECEWED
: WELFARE-TO-WORK DIVISION
o Amendment  Effective Date_ Page# 1 | JAN 16 2808




07-LCM-13 Attachment A

applicant activities. They are responsible for budgeting and client notification. Examiners are
responsible for informing ernployment staff of changes in the client’s living situation, budget, case
status, category, employability, etc. : :

At this time, one of our Social Welfare Examiners is responsible for providing Intensive Case
Management Services to certain populations of our TANF caseload. These populations are 1.) TANF
recipients that are currently sanctioned or referred for sanction (defined in the Agency’s ICS Program
Narrative); 2.) TANF clients that have received TANF for at Jeast 36 months; 3.) TANF clients that are
coded “41” temporary illness (1 to 3 months) or “42” temporary incapacity (4-6 months) (desctibed in
the Agency’s Case Management Process). They also have the TANF and SN-MOE cascload

One Examiner is currently responsible for the Child Care Subsidy Program. She will be assigned the
Child Only caseload once training is completed for the Child Care Program.

Our third Examiner is assigned the Safety-Net population. Our plans are to implement a “case
management” type program for this population, similar to what we have in place for the TANF. This
will not occur until after the first of the year. :

JOBS Staff - Our OTDA JOBS staff person oversees our job readiness classes and monitors job search
participation on a daily basis. She informs eligibility staff of compliance/non-compliance and
recommends case for opening or denial. Our OTDA JOBS staff person is also responsible for our
ABAWD population. These individuals are assigned to her upon case opening. They are then called
in to participate in FSE&T. All are assigned to an Independent Job Search and any other appropriate
activities. If they are unable to find employment of at least 80 hours monthly, or are not assigned to
training of 80 hours monthly, they are given the option of being placed in a work experience to retain
their food stamp eligibility. Activities other than the job search and JRT are handled by the
Employment and Training Specialists. Our OTDA JOBS staff person is also responsible for job
development and job placement. She works with one of our E&T Specialists to develop work
experience sites and on-the-job training opportunities, and refers TANF, SN-MOE, SN-Non-MOE,
200% and FS individuals to unsubsidized employment and training. '

Employment & Training Specialists — We currently have 2 Employment & Training Specialists who
are responsible for the Temporary Assistance caseload. The employable caseload is divided evenly
between the two. For this population they are responsible for assessment and employment planning.
They assign their clients to appropriate activities consistent with their employment plan. They monitor -
attendance and progress. They are responsible for addressing non-compliance issues and the
conciliation process.

One of our Employment & Training Specialists is responsible for conducting an in-depth orientation at
Job Readiness Training where he stresses the client’s rights and responsibilities, our attendance policy,
transitional benefits, supportive services, non-compliance, diversion payments, efc. He also works
with the OTDA JOBS staff person to do job development activities. -He is responsible for our on-the-
job training program and classroom training programs.

One of our specialists is responsible for monitoring our disabled client’s participation in treatment and
rehabilitation and compliance with applying for disability benefits, in specific SS1and SSD.

o Amendment Effective Date Page # 2
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Both specialists see Food Stamp applicants, who are required to work register, at application. Tl}ey
assess them for work readiness, explain the requirements of the Food Stamp Employment & Training
Program, ABAWD requirements, if applicable, and explain the services available to them through the
One-Stop. ' - . _ 7

Employment & Training Assistant — Our assistant is responsible for assuring that medical
documentation is current for all TA clients claiming a disability. Requests for documentation are done
at 2 mininium at each recertification. She is also responsible for providing attendance sheets to
worksites and training providers on a regular basis. The assistant also issues supportive services to
applicants/recipients through WMS.

Office Specialist - is responsible for mailing and tracking our conciliation notices and client responses. -
The Office Specialist is also responsible for all receptionist duties for the office and numerous other
clerical duties. _ : :

Employment & Training Cootdinator — This individua! is a Principal Social Welfare Examiner
responsible for the agency’s Temporary Assistance Unit, Child Care Unit, and all Employment
activities. She is responsible for approval of training, represents the Agency at mediation and fair
hearings, determines good cause or refers for sanction and approves supportive service payments. She
also reviews disability statements to help determine employability status and is responsible for
numerous employment statistics, participation rates and other reports and plans. The Employment &
Training Coordinator also supervises the Workforce Investment Programs and serves as the One-Stop’
manager.

In Lewis County, the Department of Social Services and Workforce Investment Agency aré integrated.
‘The Employment and Training Specialists, the Office Specialist, the Employment and Training
Assistant and The Employment and Training Coordinator are involved in WTW and WIA activities.
Their salaries are paid by a combination of these funds.

We also receive funding from Community Solutions for Transportation which we use to tun a mileage
reimbursement program. We serve TANF clients and TANFE 200% clients under this program. Itis
run by staff in our Employment Unit. Employment and Training specialists determine eligibility and
our Office Specialist processes the payments. We reimburse these clients 15 cents per mile for their
travel back and forth to their jobs including a defined “reasonable distance” to and from child care.
Our TANF clients and those that are closing due to employment are a priority for services under this
program.

At case closing Tempozrary Assistance cases are automatically processed for Transitional Medicaid,
Food Stamps and Child Care.

Several non-DSS agencies are involved in administering the Welfare-To-Work Prograrm.

The Resolution Center of Jefferson and Lewis Counties, Inc. staff act as mediators for conciliation and
dispute resolutions. Mediations are held every two weeks, but can be scheduled more often, as needed.

0 Amendment Effective Date Page # 3
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Jefferson County Community Action Planning Council, Inc. provides support for applicants and
recipients in regards to child care. Child Care Resource and Referral staff is present here at DSS four
days a week. They assist TA clients with obtaining suitable child care and with daycare certification
for those that desire to become child care providers. o

The NYS Department of Labor staff are ];iai'tners in the One-Stop. They provide job search assistance
to our customers.

A VESID representative is also present in the One-Stop one day cach week to provide services and
conduct group orlentations for their programs. Many of their clients are referrals from our Welfare-
To-Work caseload.

Jefferson-Lewis BOCES provides programs, under contract, using funding from various sources. They
provide Job Readiness Classes, GED instruction and Basic Computer Training at our local training
center. The majority of their referrals come from our office. We also refer clients to their vocational
education programs and job skills classes. :

Cornell Cooperative Extension staff provide workshops throughout the month on such topics as money

management, nutrition, hygiene, energy savings, debt management. Many of our applicants/recipients -
are referred to attend these workshops as part of their requirements under JRT.

Section 2.2 TA and FSET Provider Agencies

Table 1 lists the local contracts or agreements with agencies to provide employment services to TA and
FS clients. These activities and services may include, but are not necessarily limited to, employability
determinations, development of assessments and employment plans, conciliation and grievance
activities, provision of work activities, monitoring and support for compliance with treatment plans for
exempt individuals with the potential for restoration to self-sufficiency, job development, job
placement and retention services, and other employment related activities.

Each contract listed in Table 1 contains an assurance that the activities are not otherwise available from
that provider on a non-reimbursable basis and, if not a performance-based contract, a statement
regarding use of a cost allocation methodology that satisfies Generally Accepted Accounting
Principles, as well as the requirements of U.S. Office of Management and Budget Circulars A-122 for
nonprofit organizations, A-21 for educational institations, or A-87 for State and local governments.

Agencies/providers that offer services to participants but which have no direct financial agreement
with the district are included in Table 2 (e.g., Bridge, EDGE, OTDA Wage Subsidy, etc.).

o Amendment Effective Date Page# 4
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TABLE 1 - Contracts Associated with Employment Programs and Services

Total Categories
Contract Cost Funding of Clients
Provider {per yr.) Source(s) Served Programs, Services or Activities Provided

Resolution $per ndividual | FFFS FA Mediation Services
Center of $40 per Admin SN
Jefferson and mediation held SN-Fp
Lewis Counties, § $10 per no NPA-FS
Ine. | shows FS8-Mix

$5,000.00 _
Jefferson-Lewis o FFES “TANF Job Readiness Classes
Board of $28,868.00 TANF
Cooperatiave 200%
Educational
Services
Jefferson-Lewis FEFS TANF Basic Computer Classes
Board of $3,197.00 TANF -
Cooperative 200%
Educational
Services _
Industrial FFFS TANF Disability Determinations
Medicine $7,500.00 Admin SN-MOE
Associates SN

3

$

$

3

Total | $ 44,565.00
0 Amendment Effective Date Page #5




TABLE 2 — Other Service Providers

07-LCM-13 Attachment A

Funding | Categories of
Source(s) |  Clients : :
Provider (if known) Served Proprams, Services or Activities Provided
Jefferson-Lewis unknown FA GED Instruction
Board of SNA
Coopetative | SN-FP
Educational NPA-FS
Services FS-Mix
NYS Department Wagner- Same as Job Search assistance, job match and referral
of Labor Peyser above
Lewis County Wheels-for- | FA Transportation Services .
Opportunities Work SN-FP
200% .
Cornell NYSERDA | FA Individual workshops (Healthy Living, Money
Cooperative FSNEP SN-FP Management, etc.)
Extension SNA
Vocational and anknown FA Assessment, Career Planning, Job Development, Job
Educational SN-FP Coaching Services, Vocational Training and Supportive
Services of TANF 200% | Services
Individuals with SN )
Disabilities FS
(VESID) F$-Mix
o Amendment — Effective Date Page # 6
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Jobs Program Services — Target Groups

(“X” signifies those thatapply in this district)

Services

Assessment/Employability Plan
Supervised Job Search

Job Readiness Training

Job Club _

Job Placement Services

Grant Diversion

Job Development (employer field visits) .

Other Services Requested

* Target Groups
. S Applicants _x
_x TANF (inc. SN fam.) X
_x ' Safety Net Singles _X
Food Stamps _X
_x - 200% of Poverty _x
X

Described below are additional services/duties which w111 be requested of Jobs staff (i.e., WTWCMS data

entry, case conferencing, job fairs etc.)

_WTWCMS data entry, job fairs, referral to workshops,

Johs Program Staffing and Location (Address

Number of Jobs staff 1

Locations

1.Lewis County Employroent & Training

5274 Outer Stowe Street, P.O. Box 193
Lowville, NY 13367

Jobs Program LDSS Staif Contact

ame & Phone Number

Marcia I. Samsa, Employment & Training Coordinator, 315-376-5726

o Amendment Effective Date
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Section 3 Engagement and Work Preparation

Section 3.1 Federal “Engaged in Wor * Requirement (Reference 18 NYCRR 385.2 (f))

For purposes of satisfying the federal rcqwremcnt whlch states t.hat parents or caretakers must be
engaged in work as soon the district determines they are ready, but no later than within

24 months of receiving federally funded assistance, the district’s definition of “Engaged in
Work™ is: Compliance with assessment, employment planning, any activity included in the
individual’s employment/self-sufficiency plan, or any of the work activities 11sted in Section 3. 4
Also included is pursuit of other forms of income such as SSI and SSD. o

In Lewis County clients will be assigned to up to 40 hours of activitics based on their
employment plans and capabilities. Hours of participation in work experience will be limited to
the number of hours derived from adding their cash assistance and food stamp allotment and
dividing by State or federal minimum wage, whichever is h1gher - :

Section 3.2 Onentatlon (Reference 18 NYCRR 385. 5)
Check one of the following:

[ ]The district provides orientation in accordance W’lth Dept Reg 385 5 and no additional
mforrnanon is provided at onentatton

[ x ]In addition to the requirements ouilined in Section 385.5 of the regulations, the district’s
orientation provides the following.

1. Availability of grant diversion payments

2. Information on transportation services in Lewis County

3. Time limit information regarding receipt of cash assistance

4. Consequcnces of failing to comply with employment activities

5. Other services available through our local One-Stop for Employment & Trammg
6. Availability of Child Care in lieu of Temporaxy Assistance
7. Our county’s atfendance policy

Described below is the manner in which the district completes the requ:lred orientation, e.g. done
in a group setting or individually or a combination of both. :

Orientations are conducted in two ways. One on one by Social Welfare Examiners at the
time of application and as a group a more in-depth orientation is done at Job Readiness classes
on the first day a client attends and at the time we administer the TABE exam fo our exempt
population.

Section 3.3 Assessment and Employability Planning
Temporary Assistance Assessment (Reference 18 NYCRR 385.6 and 385.7)

o Amendment Effective Date Page # 8
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a. Check one of the followmg

1 x ]1The dlstnct conducts assessments in accordance w1th 18 NYCRR 38s. 6(a) and 385 T(a)

with no additional requlrements

[ 1In addmon to the reqwxements outhned in18 NYCRR 385.6(a) and 385. 7(&) the district’ s

assessment also mcludes the follomng elements

. A copy of the assessment tool used by the district is attached. Additional assessment tool(s)
used by the dlstnct is (are): :

The TABE exam is administered to. aIl apphca.nts of temporary asmstance to measure literacy
and basic skills levels, O’Net Interest Profiler is administered by BOCES to all non-exempt
applicants/recipients to help with employment planning. S

. The qualifications of the employees administering the assessment tool(s) are at minimum:
(Refer to requirements listed in 18 NYCRR 385.6(c) and 383.7(c)

Those meeting the requirements of that of an Employment and Trammg Specialist or Social
Welfare Examiner under Civil Service rules. DSS Staff or BOCES staff that have been
trained to administer and evaluate the TABE exam and O’Net Interest Profiler.

. The district administrative unit or contractor responsible for conducting assessments is:

The JRT instructor employed by BOCES and our Employment & Training Specielists

. Applicants in households with dependent children are required to participate:
ix] Yes [ ] No ' .

Applicants in households without dependent children are required to parﬁcipate:
[x] Yes []1 No

Food Stamps Assessment

A district may require a food stamp work registrant to participate in an assessment.

a. Thedistrict [x]does [ ]doesnot require work registrans to participate in a formal
employment assessment. :

b. If assessment is required, the assessment includes the following elements:

1. Education and basic skills levels
2. Supportive services needs

g Amendment  Bffective Date Page#9
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3. Prior work experience
4. Vocational inferests
5. Barriers to employment

Temporary Assistance Employability Plans (Reference 18 NYCRR 385.6(b) and 385.7(b))

a. A copy of the district’s employability plan is attached and:
[ ] The district completes employment plans in accordance with 18 NYCRR 385.6(b) and
385.7(b) and no additional information is contained in the plan,

[ x ] In addition to the requirements outlined in 18 NYCRR 385.6(b) and 385.7(b), the
employability plan includes:

Steps necessary to reach employment goals, both short and long term and mformatmn about
other agencies and partners that the client is involved with. :

b. The district administrative unit or contractor that develops employability plans is (list only if
different from those performing assessments):

JRIEDE: Pt ; ..‘

¢. The qualifications of the employees developing employability plans are (list only if different
from the requirements for those performing assessments):

Section 3.4 —Participation Rates and Work Activities (Reference 18 NYCRR 385.8 and 385.9)

a. Described below is how the district plans to meet federal and State Temporary Assistance
participation rate requirements. Included is the typical time period it takes for nonexempt
individuals to be engaged in activities for both newly opened cases and individuals whose status
changes from exempt to nonexempt. Information regarding engaging exempt individuals is
entered in Section 3.6

- Employment staff begin working with a client at application, as previously described. Our goal
is to find them a job before their TA case needs fo be opened, through our applicant job search,
At the time a case shows up on WTWCMS as active, their entollments in JRT and Job Search
should be entered simultaneously. Job Readiness Training and Job Search are designed to meet
the 20 or 30 hour requirements.- Assessment and Employment Planning are begun at the
applicant stage, as well. The core portion of JRT is four weeks. In that time the Employment &
Training Specialist will have a plan for the client’s next step and activity enrollments. Often
time we enroll Safety-Net applicants, that are food stamp recipients, in a work experience under
FSE&T regulations and then increase their hours once their SN case is opened to include their
monthly grant. The typical time period that it takes for a nonexempt individual to be engaged in
work activities is less than 30 days. One reason for integrating our TA unit and Employment

o Amendment  Effective Date ' Page # 10
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it is to assure that information is shared immediately, such as changes in employability status,
entries to employment, case closings, etc. . <

The Employment & Training Coordinator is responsible for monitoriﬂg the participation rates.
Because of the small size of our TA caseload, this is accomplished by use of the reports provided
by the State, WTWCMS, as well as actual case by case review each month.

Compliance with assessment, employment planning, any activity included in the individual’s
Employment/Self-Sufficiency plan, or any of the work activities listed in Section 3.4. Also
included is pursuit of other forms of income such as SST and SSD.

b. The allowable work activities that are available in the social services district are listed and
defined as follows. An “X” in the appropriate column indicates the activity is available for
individuals receiving FA, SNF (indicating SN households with children or Safety Net Families),
SNA, (SN households without children), and/or FS (indicating NTA Food Stamp).

If a column is blank it indicates that the activity is not available for that household/case type.

A . . " 249
E % % % ctivity , Definition
> _
X X | X | X| Unsubsidized Full time or part time employment in the public or private

Employment sector that is not subsidized by TANF or any other public
: program (excluding employer tax credits). Unsubsidized
employment includes self employment. and/or paid

internships.
Subsidized Employment in the private sector for which the employer
Private Sector receives a subsidy from TANF or other public funds

Employment (excluding tax credits) to offset some or all of the wages and

: costs of employing and training a recipient in accordance
with New York State Social Services Law 336-e. Subsidized |
private sector employment will include positions subsidized
through grant diversion, supported employment progtams,
and paid college work study programs at private institutions.
Individuals participating in subsidized private sector
employment are paid wages and receive the same benefits as
unsubsidized employees who perform similar work. An
employment situation will be subsidized for up to the full
amount of wages/benefits provided to the program participant
and will be subsidized for the length of time as determined
appropriate by the State or social services district.

g Amendment  Effective Date Page # 11
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Subsidized
Public Sector
Employment

Employment in the public sector for which the employer
receives a subsidy from TANF or other public funds
(excluding tax credits) to offset some or all of the wages and
costs of employing and training a recipient. Subsidized public
sector employment will include positions subsidized through
grant diversion, supported employment programs, and paid
college work study programs at public institutions.
Individuals participating in subsidized public sector
employment, and work study unless otherwise permitted
under a federal work study program, are paid wages and
receive the same benefits as unsubsidized employees who
perform similar work. - An employment situation will be
subsidized for up to the full amount of wages/benefits
provided to the program participant and will be subsidized for
the length of time as determined appropriate by the State or
social services district.

Work Experience

Unpaid work performed at a public or not for profit
organization to enable participants who cannot find
unsubsidized employment to improve his or her
employability. Work experience provides participants with an
opportunity to acquire the general skills, training, knowledge
and work habits necessary to obtain and retain employment.
Participation in work experience includes training required
for the participant to complete the work experience
assignment. For example, an individual who is expected to
provide clerical support in a governmient agency may be
provided training to develop or refine filing and data entry
skills as needed to perform the tasks required as part of the
work activity assignment.

In addition to those components noted above, work
experience will include unpaid internships that are part of any
non-graduate student’s education curriculum. (Note: Paid
internships will be reported as employment.)

o Amendment
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On-the-Job
Training (OJT)

Training in a public or private sector employment setting -
during which the participant receives work-essential paid
training while he or she is engaged in productive work that
provides the knowledge and skills essential to attain full and
adequate performance of the job.

OJT will be unsubsidized (for which the employer does not
receive a subsidy) or subsidized using TANF funds or other.
funds to offset the cost of the training provided to the
participant. A subsidized OJT will be subsidized for up to the
full cost of providing such training and wages/benefits
provided to the program participant. Positions will be
subsidized for the length of time determined appropriaie by
the State or social services district. OJT is distinct from
subsidized employment due to the fact that the individual
must participate in workplace training to attain full and
adequate job performance and the subsidy provided " is
intended to offset the cost of such training. '

al}
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Community
Service

A structured program in which participants perform work for
the direct benefit of the community under the auspices of
public or nonprofit organizations. Community service
placements must be projects that serve a useful community
purpose in fields -such as Thealth, social services,
environmental protection, education, urban and rural
redevelopment, welfare, public recreation, public facilities,
public safety, and childcare. Community Service programs
are designed to improve the employability of participants not
otherwise able to obtain unsubsidized employment.
Participation in community service may include training that
is directly required for the participant to complete the
community service assignment. For example, an individual
who is expected to provide clerjcal support to a food paniry
may be provided training to develop or refine filing and data
entry skills.

Community service assignments will primarily be voluntary
in nature including participation in VISTA, Americorps, and
unpaid volunteer activities at a school, Head Start programs,
religious or faith-based institutions, community organizations
or a nonprofit or public agency but will also include such
mandated participation when court ordered. Participation in
activities to support these organizations is deemed to provide
a service to the community. In those instances where the
participation could meet the federal definition of work
expetience or community service and the district or program
provider would like to have another recipient provide
childeare for the community service individual, such hours of
work may be reported as participation in community service.

%@% Job Search

The act of seeking or obtaining employment or preparing fo
seck or obtain employment and will include looking for
suitable job openings in a group or individual setting, meking
contact with potential employers, learning appropriate
workplace expectations and behaviors in preparation for
submitting job applications and interviewing, preparing to or
applying for and/or interviewing for jobs and related
activities. :

o Amendment Effective Date
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Job Reédiness
Training (JRT)

Participation in programs that include seeking and preparing
for work. Traditional JRT activities will include: resume
preparation, - training in interview skills, instruction in
workplace expectations, training in effective job seeking, life
skills essential to workplace success, time management, goal
setfing, budgeting, basic math and literacy skills, household

" | ‘management, interpersonal skills, decision making skills,

anger management, parenting skills when it has been
determined that such training could help reduce unplanned
work leave or apprehension toward entering employment.

Vocational -
Education

Jocational education is defined as an organized educational
program that directly relates to the preparation of individuals
for current or emerging occupations that require training other
than a baccalaureate or advanced degree. Vocational
education does not geperally include basic or remedial
education or ESL but may include work focused general
education and language instruction thatis a regular or integral

part of a vocational education program. Social services

districts are responsible for ensuring that any such remedial
education or ESL is a regular part of the program for
participants with similar skill sets as the TANF/SN MOE
client, is determined necessary by the program provider, and
is limited in hours to less than one-half of program
participation. -~ Vocational education programs include the
completion of activities that provide individuals the
knowledge and skills to perform a specific trade, occupation.
or vocation. Vocational education must be provided by an
education or training organization.

o Amendment Effective Date
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Job Skills
| Training

[ Training or education in job skills to improve a participant’s

employability, to ensure- clients have the basic skills
competencies required by employers to support job entry
and/or to advance or adapt to the changing demands of the

‘wotkplace, Where identified as needed such fraining may

include the development of basic workplace skills including
professional workplace behaviors and decision making skills.
Job skills training may include customized or technical
training designed to provide participants with additional
workplace skills, post secondary education courses leading to
a- bachelor’s  or other advanced degree or other training
included under the definition of vocational education fraining.
Job skills training may include literacy instruction, English
language instruction or other basic education for an individual
who has already obtained a high school diploma or

| equivalency when determined from a client’s assessment that

such instruction is needed to improve the participant’s
employability.

Education
Training

Education directly related to employment for a recipient who
has not received a high school diploma or equivalency must
be related to a specific occupation, job or job offer or
otherwise determined based on a client assessment as
necessary to improve the participant’s employability to
support job eniry, retention or advancement. Education
directly related to employment may include courses designed
to provide the knowledge and skills for general or specific
occupations or work settings to ensure clients have the basic
skills competencies required by employers and may also
include adult basic education, English language instruction
and education leading to a GED or HS equivalency diploma
as determined as necessary to improve the participant’s job
opportunities in potential occupations. Where identified as
needed such training may include the development of basic
wotkplace skills including professional workplace behaviors
and decision making skills.
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Secondary
School

Regular attendance in accordance with the requirements of
the secondary school or a course of study at a secondary
school leading to a general equivalence diploma (GED), in
the case of a recipient who has not completed secondary
school or received a certificate of general equivalence.
Secondary school participation may include general adull
basic education or ESL if it is linked to attending secondary
schoo! or leading to a GED as determined necessary by the

educational institution. Secondary School or GED programs

that routinely include ESL, career training, alternative school,
tutoring, dropout prevention, teen pregnancy or parenting
programs as a requirement of program participation as

determined by the educational institution will also be
'| permitted.

Provision of
Childcare for
Individual
Participating in
Community
Service

Providing unpaid child care to enable another Temporary
Assistance (TANF/MOE funded) recipient to participate ina
communify service program.

Treatment Plan
for Substance
Abuse

Substance Abuse treatment will include medical, behavioral

| and other treatment necessary for individuals suffering from -

substance abuse (current and former users) with such required
treatment ranging from detoxification services to after
care/abstinence maintenance. For FA families with dependant
children this activity will be deemed to be Job Readiness
Training within participation rate reporting. For SN
households without children this activity will be deemed to be
community service.

Treatment Plan
Other than
Substance Abuse

Physical health treatment and rehabilitation services including
attending necessary physical therapy, mental health treatment,
or rehabilitation activities in which a qualified medical or
mental health professional has certified that such treatment is
necessary. For FA families with dependant children this
activity will be deemed to be Job Readiness Training within
participation rate reporting. For SN households without
children this activity will be deemed to be community
service.

| Other

Any work activity that does not meet the criteria of any of the
above countable activities constitutes participation that is not
countable toward federal and state participation rates.
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| Local District Job Search Procedures:
The district assigns Temporary Assistance applicants to Job Search. [x] Yes [ ]1No

If yes, please describe the local district procedure for TA Applicant Job Search, including the
generally required number of job search contacts and hours per week assigned. Alsoincludea
description of how often applicants are generally required to report job search outcomes and if
activities other than job search are routinely expected of TA applicants during the application
period. ‘

Lewis County assigns non-exempt applicants to a job search and job readiness activities at the
time of their initial interview for eligibility. They are assigned to job search activities for up to
30 hours per week with no fewer than 6 contacts.. Our JOBS staff person monitors their job
search initially at their first JRT class and then assigns them to continue their job search and
schedules them for the next week at the Employment & Training office. '

The district assigns TA recipients to Job Search [x] Yes [] No

If yes, please describe the local district procedures for TA Job Search, including the required
number of job search contacts and hours per week assigned. Also include a.description of how
often recipients are generally required to report job search outcomes. :

Many TA recipients are assigned to a formal job search once during a 12 month time period.
The number or contacts they must make and number of hours is determined on an individual
basis, up to 30 hours weekly with a minimum of 6 contacts weekly. Most generally for 6 weeks
a year. They are always expected to look for work and will be referred to individual job
opportunitics as they become available. ' S

As previously stated, our OTDA. JOBS staff person is responsible for assigning and monitoring
clients in all job search activitics. Monitoring involves meeting with clients on a weekly basis,
directing them with their job search, random contacts with employers to verify contacts, contacts
with employers to confirm questionable information provided by the job search participant,
addressing all issues of non-compliance, as well as all WTWCMS entries related to the job
search activity. This includes a review of their job search booklet which includes information on
the exact time they spend doing job search activities, such as submitting job applications or
interviewing for a job, to include travel time to and from potential employers, time required to
identify potential jobs, as well as time spent preparing and sending follow-up materials to an
employer, This also includes a determination by our JOBS staff person of whether or not the job
contacts are complete and reasonable. k also includes the JOBS staff person contacting a sample

| of employers periodically to verify that the participant actually contacted the employer about a
job.
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Section 3.5 Job Developraent

[x] Yes [ ] No The district conducts or receives job development activities to expand
job opportunities for TA and FS clients, cither directly or by contract or agreement.

If yes, the district participates in job development activities in the fdllovzing manner:;

[x ] District staff contact employers to solicit jobs for -Tempbraxy Agssistance
participants. Below is the description of how this is done, including number
of staff, frequency of contacts, ete:

One Employment & Training Specialist and our JOBS staff person are our job
development team. They arc expected to make a minimum of 10 employer contacts each month
to develop worksites, possible internship situations or subsidized or unsubsidized job
opportunities. Because we are also the county One-Stop many of our employers list their jobs
with us and only hire through us. We have several employers wha accept applications through
us and interview on site. Our TA clients are a priority to us in making job matches and referrais.

[ ] District contracts or has an agreement with another agency to contact
employers and solicit jobs for Temporary Assistance participants. Below is
the description of how this is done, including number of staff, frequency of
contacts, etc.

[x] Jobs Program staff are charged with job development as indicated in Section
3. Additional information, if any, is described below:

Section 3.6 Training Approval & Activity Enrollment Policy (Reference 18 NYCRR 385 9)

a. Describe how the district identifies/provides appropriate education (Adult Basic

- Bducatio, GED preparation), and English language instruction, program sexrvices that

. are available to clients whose assessment indicates such services would be an appropriate
work activity assignment: :

‘On a case by case basis clients are connected to education services that they need. Our
local BOCES uses our training center for GED instruction. They accept referrals from us
on a priority basis. We also work with our local literacy volunteers to set up instruction
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for clients. Our JRT instructor identifies clients through that program who need remedial
help and is able to have them receive help during the JRT classes.

b. Describe how the district identifies/provides appropriate Vocational Education and Job
Skills programs that are available to clients whose assessment indicates such services
‘ “would be an appropriate work activity assignment:

Again, this is done on an individual basis. = We are closely connected to our local
BOCES and through the WIA programs are aware of what training is available. An
expanded part of our JRT is a career exploration portion designed specifically to identify
clients who would benefit from vocational training or job skills classes.

¢. OTDA is requesting each district to increase the number of vocational training or job
skills enrollments by at least 20 percent by January 2009 (generally as compared to
September 2007) as one method to increase the skill development of recipients to support
improved job entries. '

Describe what steps the district will take to incroase the number of participants engaged
in vocational education and job skills training programs. Such steps may include
increased use of contracted services through local training providers, including WIA
funded services, or use of OTDA funded Bridge or EDGE training programs. Districts
should consider additional blending of activities such as work experience or employment
with job skills training in fields that would improve participants’ “ability to obtain
employment or increase wages or hours of employment. ,

One way is to develop more worthwhile work experiences for clients. The more in-depth
career exploration portion of our JRT class will help. Making staff more aware of the
importance of vocational education and job skills training will also help.

- d, Education and training providers are evaluated by the followiﬁg standards:
Providers will be those that meet the requirements established by NYS Education
Department, The majority of providers will be the same as approved by the area
Workforce Investment Board. Providers will be evaluated by measuring their program’s
successful part in helping individuals move into self-sufficiency.
e. The district procedure for advising participants of the approved training providers is:

‘We have information in the One-Stop of available programs through BOCES and nearby
colleges. :
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f. Participants must meect the following requirements in order to be assigned to
education/training activities: -

Assignment to vocational training programs is reserved for those individuals who have
already demonstrated a willingness to comply. Whercas employment is the main focus of
our program, even while involved in training an individual must be actively engaged in
job search and/or involved in a work-based activity. A priority is also given to meeting
participation rates. Therefore, in order to be assigned to educational activities, recipients
must be involved in activities that allow thern to be considered participants in calculation
of rates. Lastly, participants must have a completed self-sufficiency plan of which
education/training activities are stated as necessary to reach the participant’s goals. -

g. The district procedure for notifying participants of approval for training or enrollment in
a work activity is: ' . :

Approvals/denials of training or enrollment ina work activity are done orally and in
writing.  Participants are provided a copy of their employment plan and any
* paodifications, which would list these approved activities.

h. In accordance with 18 NYCRR 385.9 (b), regardless of whether the college program is

" approved for the participant as an employment work activity, the district will approve as

a work activity a work-study, internship, externship or other work placement that is part

of a non-graduate student’s curriculum unless one or more of the following conditions
applies as check below: '

[ x] It has been determined that the student voluntarily quit a job or reduced earnings to
qualify for initial or increased Public Assistance.

[ x] A job or on-thejob training position that is comparable to the work-study,
internship, externship or other work placement cannot reasonably be expected to exist in
the private, public or not-for-profit sector

[ x] The student is not maintaining a cumulative C average (or the equivalent). The
district may disregard this provision if the student documents an undue hardship.

[ %] Failure of the institution or student to monitor and report information regarding the
student’s attendance and performance as required.

[ x] Failure of the student to progress toward the completion of a course of study without
good cause, as determined by the district.

[ x] The student has previously enrolled in a work-study, internship, or other work
placement and failed to complete the work placement without good cause as determined
by the district. © ' ' :

[ ] Additional reasons as stated below:

i, In order to verify continued exempt status, the local district will monitor the high school
attendance of 16-18 year old students in the following manner:
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Our Employment & Training Assistant is required to send school statements verifying
enrollment/attendance at each recertification for each child that is 16, 17, and 18. She
also sends them at the time a child turns 16. At the eligibility worker’s request she will .
send them more often. DSS Home School Coordinators routinely notify eligibility
workers if there is a problem with attendance. '

j. ‘The district’s procedure for ensuring that an individual’s healih-related limitations are
accommodated when assigning the individual to a work activity is:

Tn the case of an individual who is work limited, the Employment & Training Office shall
assign individuals to work activities only if consistent with the individual’s treatment
plan and limitations. The site supervisors and instructors will be provided, in writing, a
list of limitations and tasks not to be performed, as well as any special accommodations
necessary. The Employment & Training Specialists monitor participation by site_visits
and scheduled monitoring appointments. The individual will be allowed the right to
dispute their placement(s).-

Section 3.7 Work Verification

Consistent with Work Verification Plan (WVP) requirements established by the United States
Department of Health and Human Services, districts must develop a quality assurance plan for
addressing the work participation rate it reports. The plan must include the district’s procedure
for monitoring attendance in paid employment and work activities and the controls in place to
ensure that federal exclusions from work participation rate requirements are accurately made,
work eligible individuals are correctly identified, hours of attendance reported by providers is
accurate and documented, data entry is accurate and that the district and its providers adhere to
approved district and State policy for work activity definitions and the determination of excused
absences and holiday reporting. Districts must describe how it will determine that system entries
agree with documentation in casc files. The district must also explain how it will sample cases,
the sample size, and how frequently cases will be reviewed. '

After the reviews are completed, the district should provide a summary of findings for
management and State review, including errors identified. In addition, the district must include
the corrective action it will take when monitoring reveals substantial problems.

The Quality Assurance plan must explain how staff will:

o Assure that documentation of wages and actual hours of employment are verified and
accurately projected/reported and present in the case file;

e Assure that the documentation for actual hours, supervision/attendance, excused
absences and holidays in other activities is present in the case file;
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o Assess whether participation in the work activities reported for work eligible
individuals meet the federal definition for the activity;

e Assess that the data enteted into either WTWCMS, NYCWAY or other automated
system used for reporting work activities is accurate, including actual hours, excused
absences and holidays; and is based on documentation in the case record; and,

o Make sure that documentation necessary to exempt an individual due to being the
caretaker of a disabled household member (Employability Code 38) is present in the
case file and that individuals meet the exempt status based on the required
documentation.

Please describe the.p‘rocess the district will use to review district worker collected documentation
and data eniry of the above listed elements {include a description of how a case sample for
review will be selected, sample size and frequency of reviews):

Lewis County’s Temporary Assistance caseload is very small. Over the past 6 months our
average TA caseload was 72 cases (42 FA and 30 SN-Non Moe) Of the 42 FA, an average of 20
are child only cases. Excluding these 20 cases from the count of cases to be reviewed, that
Jeaves 52 average cases a month. The Employment Supetvisor currently reviews each case, each
month, to determine our prospected participation rates. While FA cases are reviewed twice a
month, Safety-Net cases are reviewed once. The reviews consists of Tooking at WTWCMS
entries to make sure actual hours are input, by the 13" of the month for the previous month’s
participation, looks at cases that are sanctioned or in the sanction process, review client notes,
meet with employment workers to discuss each case and their status. For cases that are
employed the ABEL budgets are reviewed and hours budgeted are compared to those in CMS. If
there are descrepancies both paper files are pulled and documentation reviewed to resolve the
difference, then it is corrected. We have a process in place to assure that individuals are recoded
“31” as soon as their baby is born and also to assure that they are referred to employment by the
time their baby reaches 12 weeks of age. The Employment Supervisor is also responsible for
signing off on all employability determinations and employment code assignments.

In addition to these processes that are in place, Lewis County will perform a random sample of
10% (5) cases per quarter for paid work activities. Both the Temporary Assistance and
employment case files will be reviewed. Hours of employment will be verified through receipt
of pay stubs, employer verification forms, and direct phone contact with the employer and
documented in case notes. The review will ensure the hours of employment on the ABEL
budget are consistent with the hours reported on WTWCMS and documentation is in the file to
support hours reported on WTWCMS and that the scheduled hours on WTWCMS is consistent
with the documentation. ' :

Tewis County will perform a random sample of 5 cases per quarter for participation in uapaid
work activities. The employment case files will be reviewed. Actual hours of atiendance will
be documented by attendance sheets showing actual hours of attendance, any excused absences
during the month, and unexcused absences during the month and holiday time. The review will
ensure the actual hours of attendance reported on the monthly attendance sheets has been

o Amendment  Effective Date Page # 23




07-LCM-13 Afttachment A

correctly reported on WTWCMS, excused absences and holiday time are documented in the case
file and correctly reported on WTWCMS in accordance with federal limitations, and that
documentation of actual hours of attendance is accurate and matches the hours of participation
reported on WIWCMS by districts Lewis County does not currently have program providers
who are responsible for collection of documentation or entry of data into WITWCMS.

Lewis County will review 100% of casés in which a member is reported as employability code
38-needed in the home fulltime to care for a disabled household member. The Temporary
Assistance cage file will be reviewed to ensure there is presence of medical documentation to
support the exemption and that the documentation has a timeframe for the exemption and that the
individual is the appropriate caretaker.

Lewis County will review 100% of cases in which a member is reported as an employhbilit)f
code 31 -- caretaker of a child under the age of 12 months. The Temporary Assistance case file
will be reviewed to ensure there is a birth certificate present to verify the child under the age of
one. ' :

Lewis County will assess and verify that participation in the work activities reported for work
eligible individuals meets the Federal definition for the activity.

As requested, Lewis County will prepare a summary report following each review period, and

forward such report to Kathy Nagy (@ Kathleen.Nagy(@otda.state.ny.us.

Please describe the process the district will use to review provider collected documentation and
data entry of the above listed elements (include a description of how a case sample for review
will be selected, sample size and frequency of reviews):

Our expectations for completion of our attendance and progress forms are explained fully to our
worksite supervisors and activity providers. Our new forms require signatures of the client and
the supervisor/instructor to verify the hours and information provided, Site visits are made ona
regular basis and staff is always available to answer the questions of the supervisoss, instructors
and clients in regards to their participation.

Section 3.8 Requirements for Exempt Temporary Assistance Participants (Reference 18 NYCRR
3852 (e)

An exempt individual who has the potential to be restored to self-sufficiency through
rehabilitation may be required to accept medical care to assist the individual in recovering from a
mental or physical impairment, accept referral to and enrollment in a program of vocational
rehabilitation, training, and/or other essential rehabilitation, and provide requested evidence that
he/she is participating in the assigned program.
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a. Following is the district’s procedure for determining if a disabled individual has the potential
to be restored to self-sufficiency. This determination is different from the determination of
the individual’s disability exemption as covered in Section 6 of this plan. Included here is
who (e.g. physician, employment worker, Temporary Assistance worker, local review team,
etc.) makes or assists in this determination that an individual can restore or improve
employability through treatment or other rehabilitative activities. Also included is the source
and type of information used to make the determination (e.g. information from individual’s
physician, district contracted provider, specialist gvaluation obtained as result of district
referral, etc.): ,

A review of all information obtained from the client’s assessment, doctor’s notes, LDSS
4526, counselor’s and therapist’s notes, disability review, diagnostic test results, etc. is done to
rmzke the determination of whether or not a disabled individual has the potential to be restored to
self-sufficiency. This review is done by TA eligibility staff, however, the final determination is
signed off on by thé Principal Examiner in the unit. If the information we have is questionable
or incomplete we would refer the individual to our contracted provider (IMA) and factor in their
determinations, as well.

b. Following is the district’s procedure for developing a treatment plan and for referring the
participant to appropriate treatment, efc.:

A determination of the type of treatment the client will be involved in will be with input from
and at the recommendation of the individual, the individual’s doctor(s) and counseloz(s). When
possible, our plan will be developed in coordination with other treatment plans that are in place
for the client through other service providers.

c. Following is the district’s procedure for tracking the participant’s compliance with the
treatment plan. Include if monthly attendance at rehabilitation is received, etc.:

Locally developed forms are used to first verify their current treatment plans and secondly to
verify attendance, compliance and progress in treatment. The providers are asked to complete
these monthly, more often as necessary.

Section 3.9 Strategies/Proecudures for Increasing Program Attendance

Describe district policies and/or procedures in place to reduce the amount of time participants
fail to participate in work activities, including absences that are with good cause.

While a client is still an applicant, one of their first assignments is to locate reliable
transportation and child cate, including a backup plan for both. CCR&R staff are here to assist
client’s with child care. A list of volunteer drivers is provided to clients at this time, as well. -All
non-exempt applicants are referred to job readiness activities during the application phase. At
JRT they are provided with an in-depth orientation which includes our attendance policy, a
limited list of allowable excuses for absence, requirement to document absences, requirement to
make up time, classes, etc. This again is stressed throughout the assessment and employment
planning phase. Clients are then placed in activities that they have already agreed to. We are
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also trying to develop more meaningful activity placements, in specific quality work experience
placements where they will be learning about occupations of interest to them, learning skills that
will improve their chances in the job market and/or where there could be an opporfunity that the
work experience could result in an actual job placement. '

Section 3.10 Strategies/l’rocedures for Engaging Sanctioned Temporary Assistance Participants

[ 1 District has no specific strategies to engage sanctioned participants.

[x ] District attempts to engage sanctioned participants as soon as they are sanctioned using
the following strategies: :

We have an Intensive Case Management process in place for our TANF and SN-FP
population. Clients are contacted at the point they are being referred for sanction, periodically
during their sanction period and specifically at the time their sanction is ending and they are able
to end their sanction. Contacts are made in the office and most often by home visit. The case
manager explains the impact of the sanction on the household and on their ability to become self~
sufficient, conducts an in-depth assessment to identify potential barriers the household may have
to program participation, explains what is needed to prevent or end the sanction and assists the
client in getting back into compliance, explains what will be required of the household once their
sanction period has elapsed and they have not demonstrated compliance, monitors any activities
that the sanctioned individual is curtently involved in, and also assists them in identifying and
obtaining resources that will reduce or eliminate their need for Temporary Assistance.
Individuals whose sanctioned period has ended and they have not demonstrated compliance are
required to Teport to the Agency on a regular basis to explain how the housebold is meeting their
needs with reduced TA and Food Stamps. At these meetings, again, it will be explained what
they need to do to comply, the benefits of compliance and the consequences of not complying.

[ x] District aftempts to engage sanctioned participants when the durational period of the
sanction is completed using the following strategies:

Ten days prior to the end of 2 TANF individual’s sanction the client is mailed a letter
explaining what they need to do to be in compliance. The letter also explains what our process is
if they choose not to comply. (Note: this letter is also sent to clients that are sanctioned until
compliance after 90 days have lapsed and they have still not complied) If the individual does not
reply to the letter within 10 working days, the case is referred to our Investigations Unit. Our
investigator will call the client in within 10 days. At this meeting it is again explained to them
what they need to do to be in compliance and if they so choose they will be allowed to meet with
employment staff that day to staxt taking the steps necessary to end their sanction. If the client
doesn’t show for the meeting the entire case is closed. If they don’t comply they will be referred
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to our Intensive Case Manager. They will then be seen by both the case manager and
investigative staff until such time as the individual complies or their case closes.

[ x] District attempts to engage sanctioned participants during different times in thé sanction
period using the following strategies:

See above.

Section 3.11 Diversion Strategies

[ x] District has no specific diversion strategies.

[ 1 District’s diversion strategies are described below:

Section 4 Support Services (Reference 18 NYCRR 385.4)

Section 4.1 For Temporary Assistance Applicants and Recipients in Work Activities

4. The social services district will provide childcare in accordance with the childeare section
of the district’s Child and Family County Services Plan. The district will also provide to
participants the following expenses which the district deems necessary for the individual

" to participate in orientation, assessment, employment planning, work activities and

activities to restore self-sufficiency:

Clothing necessary for participation in assigned work activities (Not to exceed $1100 per
activity assignment) Paying for clothing will be only if not available at no cost through
our local thrift shops.

Licenses and work related fees necessary for participation in employment activities. This
will include fingerprinting and testing necessary for certain employment opportunities

Job related safety equipment

Tools and work equipment necessary to participate in assigned work activities (not to
exceed $250.00, one time only) ‘

Up to a maximum of $1,500.00 or the retail value of their automobile, whichever 1s less,
for reasonable costs of necessary repairs to a participant owned vehicle, Payment for the
cost of licensing, Tegistering and insuring client owned vehicles, so as to allow clients to
participate in employment activities. The Department will only pay the initial down
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payment for insurance, and only once. Fees involved in obtaining a driver’s
permit/driver’s license for first time drivers, to allow them to participate in employment
activities, can also be paid.

Moving expenses to a populaied area in the County that would atlow a client to
participate in employment activities.

Any other service determined to be necessary for the applicant/recipient to participate in
employment activities.

b. The district will use the following approach to assist those participants who need
transportation to and from a work activity site (including any applicable mileage
reimbursement rate and the method used by the district to arrive at that relmbursement
rate):

It is Lewis County’s policy to place recipients at the closest possible worksite in relation
to their home. Lewis County provides supportive services for transportation (license
fees, registration and insurance costs, vehicle repairs) The County also assist recipients
with moving expenses to a populated area in the County to allow them to participate.
Lewis County will reimburse applicants/recipients, who are assigned to work activities,
for private transportation to and from such activities at 25 cents per mile. To promote car
pooling to and from activities, as many clients do not own vehicles and there is no public
transportation, Lewis County will pay a driver an additional 10 cents per mile for each
additional client that they transport to employment activities, not including an individual
who is part of their own Temporary Assistance household, not to exceed the federal IRS
rate for mileage reimbursement. Due to the unavailability or reliable private
transportation, Lewis County will refer clients to volunteer drivers and at times to a local
taxi and will pay the transportation providers directly, at their going rate.

Our local CAP agency operates the Wheels for Work Program, which helps TANF clients
with vehicle repairs and in obtaining a loan to purchase a vehicle. These TANF clients
must be employed at least 30 hours per week and need the transportation to retain such
employment. TANF recipients are a priority, while they also serve the TANF 200%
population.

¢. The district will use the following approach for those individuals who reside in an area
where public transportation is not available. In those instances where the district would
require a participant to walk to a work activity assignment, please identify the maximum
distance the client would be expected to walk, along with a rationale for the maximum
distance:

Lewis County does not reimburse individuals who travel less than 2 miles, one-way, to

and from a work activity. This is the distance that we have determined is “within
walking distance”. Disability and child care issues could lead to exceptions to this rule,
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d. The district will provide the following services to assist individuals at risk of needing
public assistance to improve their opportunities for employment or to maintain their
employment:

All of the same supportive services listed above are available to individuals at risk of
needing public assistance to accept or maintain their employment.

e. Following is a description of how the district accommodates the needs of non-English
speaking participants in accessing employment activities and services (or see below):

[x] This is not generally applicable in our area (never or rarely bave occasion to serve
such individuals).

Section 4.2 Transitional Supportive Services
The district will provide the following supports and strategies to Support,job retention:

All those supportive services listed above in section 4.1 (a), as well as Transitional Child Care,
Transitional Medicaid and Food Stamps.

The district will provide the following supportive services, for up to 90 days after case closing, to
individuals whose Temporary Assistance cases have closed due to employment.

All those supportive services listed in section 4.1 (a).

Section 4.3 Extended Supportive Services

As long as funding is available (through FFFS, etc.), the district will provide the following
supportive services for individuals who are eligible under the TANF Services 200% of poverty

eligibility guidelines. :

Under our Community Solutions for Transportation Program, TANF eligible households
with income up to 200% of poverty are reimbursed for their mileage to and from employment, at
the tate of 15 cents per mile and a maximum of $200 2 month.

Section 4.4 Supportive Services for Food Stamp Employment & Training (FSET) Participants:
(Reference 18 NYCRR 385.4(b))
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The district provides necessary childcare in accordance with the childcare section of the Child
and Family County Services Plan,

a. Following is the district’s policy for providing transportation services for FSET participants:
Lewis County reimburses Food Stamp Employment & Training participants for mileage
to and from their work activities at 25 cents per mile if using their own vehicle. For those
that do not have their own transportation we will provide them with a list of volunteer drivers
and reimburse the volunteer driver or local taxi at their going rate,

b. The district will provide the following supportive services in addition to transportation:

The same supportive services as listed above in 4.1 (a)

Section 5 — Temporary Assistance Conciliation and Dispute Resolution Procedures; Food
Stamp “Good Cause” Determination Procedures - (Reference 18 NYCRR 385.11 and 385.12)

Section 5.1 Congiliation

The district’s conciliation process is in accordance with 18 NYCRR 385 ll(a)
Conciliations are conducted (check all that apply.):

[x ] in person

[ ] byphone

{ ] by mail, etc.

[ ] other as described below:

Lewis County has a contractual agreement with the Resolution Center of Jefferson and
Lewis Counties, Inc. to serve as mediators for failures to comply with employment requirements
and dispute resolutions. Mediations are held every two weeks or more often, as needed. At the
time the client responds to their conciliation notice and provides any requested documentation,
they speak with their employment worker. Their employment worker explains their
determination of whether or not it is acceptable good cause and whether or not they would be
referring them for sanction. They also explain that if they don’t agree with this they have the
right to mediation and explain the process. If the client opts for mediation they are scheduled for
the next mediation and sent a letter confirming such appointment. The Employment and
Training Coordinator represents the Agency at mediation. The goal of the mediation if to come
to an agreement of what should happen in their case, sanction or good cause. The Resolution
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Center follows up with a letter to the client and Agency summarizing what was discussed and
what the agreement was, if one was reached.

The good cause/willfulness determination is made by:
[ x] client’s employment worker

{ x ] ‘asupervisor '

[ | separate entity (please desctibe below)

[ ] other {please describe below)

See above

Section 5.2 Sanction

The district’s procedure for determining compliance for those individuals who wish to end their
employment sanction (18NYCRR 385.11(b), 385.12) is:

A sanctioned individual is sent a notice that explains when their sanction is due to end, at least
ten days prior to the end of sanction date. (use of an AFA code on their authorization triggers
this). If a client is in the office, their sanction period is ending or ended, and they are indicating
their desire fo get back into compliance, they will be seen by an employment specialist that same
day. The specialist will explain what the client needs to do to be in compliance, based on the
reason for the sanction, update their employment plan and assign them to the appropriate
activity(ies), as soon as possible. If a client calls, they are told to come in as soon as possible.
Our policy is to wait until the client has complied before we recommend that their sanction be
lifted. This will mean that they have participated completely for one week of the activity(ies).
(i.e. JRT is 3 days per week so after 3 classes they would be considered to be back in
compliance, if they are scheduled to work 25 hours per week on a work experience, after
completing a full week of 25 hours their sanction would be lifted, etc.)

Section 5.3 Dispute Resolution

The district’s procedure for individuals who wish to dispute their work activity assignments,
including individuals who dispute the district’s response to their request for health-related -
accommodations is conducted in accordance with 18 NYCRR 385.11(b). :

The grievance is mediated by:

[ x] an agreement with an independent entity ' ,

[ ] supervisory staff who are trained in mediation and who have no direct responsibility for the
individual’s case _ ,

[ ] designated supervisory staff who have no direct responsibility for the individual’s case but
who are not trained in mediation : :

Section 5.4 Food Stamps Good Cause Determination
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The district’s procedure for determining if good cause exists for applicants and recipients who
fail to comply with Food Stamp Program employment requirements is in accordance with
18NYCRR 385.12(c) and is conducted:

{ x] conciliation is offered in the same manner as described in Section 5.1 of this plan;

[ ] by the Employment worker using available information, including that provided by the
participant if any, to determine if there was a good cause reason.

[ ] Other {described below)

Section 6}-.- Disability Determinations (Reference 18 NYCRR 385.2(d))

The district’s process for determining an individual’s disabilities and/or work limitations is in
accordance with 18 NYCRR 385.2(d). Check all that apply: '

{ 1 District participates in the OTDA managed contract for independent medical evaluations.

[ ] District contracts directly with a physician to provide independent medical evaluations.

[ ] District accepts physician’s statement provided by participant. '

[ x ] District accepts physician’s statement provided by participant but refers for an independent
evaluation when deemed necessary

[ ] Other process, described below.

The local process for reviewing the medical documentation to determine if the individual is
exenipt, nonexempt, or work-limited is as follows. -

[x] District directs the contracted physician or individnal’s physician to determine status.

[ 1 District review team reviews and determines status (described below)

[ 1 Specialized disability/medical staff or unit reviews and determines status (described
below).

[x ] Other, described below:

The Principal Examiner is responsible for reviewing and interpreting all medical
documentation. It is her decision to accept what is received or to request the individual be
referred to Industrial Medicine Associates for an independent evaluation. While the Temporary
Assistance staff make the initial determination of employability the Principal Examiner signs off
on all codes at opening and undercare.
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TA Applicant Employment Pre-Assessment

Name:., : Daié:
Address: Soc.Sec#:
: Age:
Phone #: Marital Status:
Education T
Have you graduated from High School? __ Yes ___No
if not, what grade have you completed?
Are you interested in working toward your GED? _ ___ Yes _ No
Have you attended college? __Yes ___No
Do you have a degree? __No

If so, what type of degree?

___Yes

‘Work Experlence

Please list your last 3 jdbs. You may include volunteer work.

Employer Name + Address:

Dates of Emp!oyment.

Job Duties: .

Reason(s) for leaving:

Employer Name + Address:

Dates of Employment: f"

Job Duties:

Reason(s) for leaving:

Employer Name + Address:

Dates of Employment:

Job Duties:

Reason(s) for leaving:

What type of work do you prefer?

Have you been frained in any occupahon?
if yes, please describe: -

—Yes

No

#274
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Family Comgosiﬁgn

Please list all members of your current household

Name | Age Relationship to you
Childcare

Do you have a need for childcare? Yes —_No

Do you cusrently have someone to provide care?. —Yes ___No .

Name of provider:

Iif not, do youneed help finding a childcare provider? _ - Yes __ No

Medical |

Do you have any current medical problems which would restrict you from achvely seeking or
obtatning employment? lf 0, please describe and name the Doctor you are being- treated by..

I[an§goriaﬁon
Do you have a current driver's hcense‘? —Yes - _ -No
Do you have a vehicle? T Yes No

If not, what do you use for transportation?

What other Agencies are you currently working with, if any? (i.e. Mental Health, Probahon
VESID, Alcohol Treatment Center, efc..)

FOR OFFICE USE ONLY:
Bxpedited FS? FS Amount
Anticlpated TA Case type




. COUNTY OF LEWIS

Department of Social Services
Employability and Skills Assessment

Name Date
Address Case #

: CIN#
HomeMessage Phone Soc. Sec. #

1AreyouaUS szen‘? ' flYes []Ne o IfnoAhenReg#

2. Marital Status - [ }Single [ JMamied [ ]Widowed { }Separated {]Divorced [ }Other
3. Date of Birth - Age [ 1Female : -f JMale
4. School Distiict you live in: : '
5. Ethnic Group: [ ] White [ ]Bidck [ ] Native American

[ 1 Hispanic [ 1 Other { 1 Aslan Pacific

1. Did you graduate from High Schoat 7 [}Yes -~ [1Ne
School Name: o

2. If you did not graduate, what was the highest grade you completed? ) L

3. Do you have a GED? ' [ IYes [ 1No
if yes, when did you receive i#? : )

4. if you do not have a GED, are you interested in enrolling in classes? 1 ]‘Yes o [ Mo
Have you ever been enrolled in any special educahon programs? { }Yes - | INo
if yes, pleasa describe ‘ _

5. Did you experience any learning difficulties in school? [}Yes [ INo

If yes, describe any help you may have received from school staff, such as tutoring, remedial math or reading,
counseling, speech therapy, etc,:

8. Is English your second fanguage? - [1lYes - [T1No
What other lariguage do you speak? -

7. Have you attended any other schools? [1Yes - T1No
(i.e. BOCES, College, Tractor Trailer Driving, Real Estate, etc.)

If yes, answeér the following i no, go to Seciion C
Narme and location of schook: ' '
Course of Study:
Dates of Attendance:
If currently enrolled, when did you enroll & when do you plan to complets? "
If not currently enrolled, did you complete the program? [lYes [1No
fno,why? - - , _
Wiil you refum? ' ' “{IYes. © " I1No
i yes, when? ' :

Did you recelve: [ 1Diploma [ 1Degree [ }Certificate [ JCther
Do you currently have, or have you had, a student loan? ' [ ]Yes [INe
If yes what is the current status of the loan?
I ] Current { ] Indefautt [ 1Paid Off [ 1idon'tknow { ] Other
8. Did you sttend any other schools? ' [ 1Yes ~ [}No

1. Do you have now, or have yau ever had a driver's license? ) [ 1Yes { INo
i yes, is license ' [ ] Active [ ] Expired [ ]Suspended [ ]Revoked {]Other
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2 What do you use for fransportation? { 1 Own vehicle { 1Vehicle in household
{1 Borrow vehicle [ 1GetRides
[ 1 BusfTaxi [ ] Cther

3. If you have a physical impairment that requires special transportation, please explain

1. Ave you a vetera . - {1Yes [jNo -
if yes, what Branch? ' if no, go to Section E '
2. Did you have an Honorable Discharge? " [ }Yes [ jNo

If yes, Date Recei\{ed
3. Other Discharge? Pleass explain _

4. Was Discharge a result of Miltary Reduction in Forée? [ 1Yes [ INo
5. Speclal training received:

L

52 S

1. Do you have speciat needs for training or employment? [JYes =~ ~[INo
if yes, which of the following: I } Wheelchair { ] Hearing Aid
[ 1 Cane/Walker ' [ {Eyeglasses
{ ] Attendant [ }Other
: [ 1intetpreter :
2. Do you have any medical problems? If no, go to Section F [JYes  [INo
If yes, please describe: - '
3. Does this medicatl problem limit your ability to work? : , I lYes [ 1No
f yes, explain how: - c ,
4. Do you have a dostor's statement on file with the Department of Social Senvices? [1Yes [ 1No

if you ansered NO and fee] that you are not able to work, please bring a doctor's statement fo your review.

1. Do you have a problem with: if no, go to Section G .. Alcohol? {1Yes [ INe
' Drugs? T1Yes - [ Ne
2. Have you ever received treatment, or are you currently receiving freatment? [ 1Yes I 1No
If yes, when and where? ‘
3. Did you complete treatment? ) [1Yes I'1No
If yes, when and where?
1¥ no, why not? .

tiD s

1. Do you have any pending court dates? []Yes { INo
If yes, when? - ' :

2. Are you on probation? ' []Yes [ INo
If yes, Name of Probation Officer: ’ : ‘
Length of Probation: - S ‘

3. Have you ever been convicted of a crime? if no, go to Secfion H []Yes [ 1No

4._ lfyes,wasita: { I¥elony [ ]Misdemeanor [ 1Bath -

5. When and what was the convictien(s) for? _

6. Ifyou have a record, does it limit where you can work? A - [lYes  []No
if yes, please explain: ' ‘




1. Doyou need care for an il dlsabled or elderly adult in your household? [ ]Yes [ INo
if yes, please explain:

. Are there children in the household? [1Yes [ INo
3. is there an adultin the household, other than yourself, who can
watch the children while you are working of going to school?. [ ]Yes [ INo
If yes, who?
. Hyou don't have child care avallable, do you need help finding care? [ }Yes [ INo
. What is your preferred method of child care? [ 1Day Care Center [ ] Family Member

[ ] FriendMNeighbor [ | GroupfFamily Day Care
[ 1 School Aged Child Care Program

. Have you experienced problems in the past with chiid care? [ IYes [ INc
i yes, pleass explain
7. Do any ofthe children have a special need that influences your choice of child care? [ ] Yes [ 1No

- Hyes, Name of child

[ 1Leaming/Development Needs [ ] Physical Needs
Child is receiving treatment from .
8. Do you need help finding medical/educational care for child? [ ]Yes {1No

Name : Age " Date of Birth Hours Care Is Needed

1. *Recent work record {starting with most recent employer): [ ]1Have Never orked

A Employed Rate Reason for
Employer Name and Address | From  To of Pay Job Title and Duties Leaving
2. Are you recelving unemployment benefits? [1Yes [iNo
If no, are benefits exhausted? ' [}Yes [ INo
Other reason for not receiving? _
3. Do you have any skills other than those listed above? []Yes [ I1No

If yes, what are they?
4. How did you learn the skilis you have?

5. Have you ever received training from government program (other than military)? {1Yes { INo
if yes, when and what was the fraining for and who provided it?

6. Ars you working with VESID? {1Yes I ]Neo
if yes, name of counselor: .

7. Are you currently looking for work? []Yes [ INo
if yes, [ 1Full-Time - { ] Part-Time '

B. What kind of work would you prefer?

9. Have you done any volunteer work that might have given you askill? I1Yes [ INo
If yes, please explain: - : : .

10..C_ar_1y_ou type? ' [1Yes [ INo

If yes, fiow many words per minute?




11. Can you operate any machines or heavy equipment?
If yes, please explain:

[ Yes [INo

12. Are you registered with the Depariment of Labor Job Service?
13. Do you have a cument Resume?
~ Ifno, do you need ore?
14. Fhave skills of work history in the following occupations:
[ ]ArdistDratter(l) [ 1 Farm Worker(4)
[ 1Engineering{1) [ ] Crop Picker(4)
[ }Accounting(1) [ ] Florist(4)
{ ] Advertising/Public Relations(1). [ 1Groundskeeper(4)
[ 1Medical Technology(1) [ ] Animal Carstaker{4)
[ IManager(1) . [ ] Commericat Fishing{4)

[ 1Pilot(1) _ [ 1 Logger(4)

[ ]Secretary/Office Worker(2) [ 1 Cemetary Worker(4)
[ 1Bockkeeper(2) { 1 Plater(5)

[ 1 Cashier(2) [ } Finisher(5)

[ 1Store Clerk(2)

[ J Telephone Operator(2)
[ ] Gate/Ticket Agent(2)

{ ]Commission Sales(2)

[ § Molder(5)

[ 1 Caster(3)

[ } Furnace Tender(3)
[ 1 Serap Handler(S)

[ 18ales Clerk(2) [ 1Mixer(5)

[ ]Bank Teller(2) { 1 Assembler(6)

[ ] Computer Operator(2) [ 1Machinisi(g)

[ 1Custodian(3) [ 1 Tool & Die Maker(5)

[ | Walter/lWaitress(3)
{ ] Bartender(3)

[ 1 Grinder Operator(6)
[ ] Polisher(6)

[ 1Cook(3) { } Press Operator(6)
[ 1Child Care/Teacher's Alde(3) [ 1 Bench Waorker(€)

[ 1LPN/Nurse Aide(3) [ 1 Auto Mechanic(6)
[ YHousekeeper(3) [ Jinspector(6)

[ ] Amusement Park Attendant(3) [ 1 Jewsler(r)
15. 1 have limited work skilis and would like fo receive training in:
[ 1Autobody Repair [ ]Vehicle Maint & Repair
[ 1Heavy Equipment Oper/Maint [ ] Building Maintenance
[ Welding ~ [ 1 Elizctrical Wiring
- [ 1 GarpentryMasonry { }Elecironics -
{ ] Plumbing/Meating/Air Condition [ 1 Computer Operation
1 | Architectural Drafting/CADD [ 1 Criminal Justice
[ ] Office Technology [ ] Child Day Care Warker

[ 1Yes [ 1No
[ ]Yes [ 1No
[]Yes [ 1No

[ 1Engraver/Etcher(7)

{ 1 Pattemmaker(7)

[ 1 Modael Maker{?)

[ 1 Ejectronics Repalr(7)

[ 1Sewing Machine Operator(7)
[ ] Shoe Repair{?)

[ ] Talor{7}

[ 1 Gabinetmaker(7)

 { 1Riveter(8)
" [ 1 Boilermaker(8)

{ ] Electrician(8)

[ ] Welder(8)

[ 1 Heavy Equipment Oper.(8}
[ }Mason/Bricklayer(8)

[ 1 Carpenter(8)

{ ] Construction Werker(8)

[ ] Building Maintenance(8)

[ 1Plumbing/Heating(8)

[ ] Truck Driver(8)

[ ] Garbage Collector(S)

{ ] Laborer(9)

[ ] Raiiroad Worker(8)

[ 1 Taxi Driver(s)

{ ] Photographer(9)

[ 1GOther.

f ] Human Services
[ .1 Nurse Aide

[ 1Culinary Arts

[ JLPN

[ ] Truck Driver

[ 1 Accounting

[ 10ther

i X .
I cortify that the preceding information is frue and correct to the best of my knowledge.

i

Signature

.

Did someocne help you to complete this form? [lYes [}No




SELF SUFFICIENCY PLAN

GOALS: Long Term:

Short Term:

Other Agencies and Partners involved:

Supportive Services Needed:

Steps to become Self - Sufficient:




Post Employment Plan (to help ensure success on the job)

Date:

Employment & Training Specialist Customer

Note: This.plan can be modified at any time with mutual consent of all parties involved.




oo Qoo

O OO od

TA Interviewing Flow

Before Client Comes .into interview:

Locate Birth Certificates and Social Security Cards for each apphcant

Check over clearance for active programs. '

Check screen 17 for Time limits and ABAWD information. Rev1ew record for sanctions or
program violations and punch out months nsed in brochure.

If emergency, look for shelter repayment agreements.

Review application and questionnaire for possible mehg1b1hty Excess income excess
resources, if they own their home, previous non-compliance issues, and filing unit
considerations such as: under 21, all appropriate household members are applymg, etc.

‘When Client enters the interview:

- Keep the Documentation Lacking Sheet (2642) next to you and record lacking
information throughout the interview

Ask Client what brings them in to apply for this program.

Be sure to ask the client what programs they are applying for and that they are checked
correctly on the front of the application and the second page.

Complete ALL blanks on the application. (Pay attention that ALY questions are answered)
Be sure the application was signed and dated by all adult household members

Complete Domestic Violence Paperwork. If “yes” is checked on form 4583, call DV liaison
(Deanna, Jenny or Pennie G). Also handout form #257 and palm card. Give a brief
overview of employment, Drug & Alcohol and support regulations before calling DV 11alson

Support Interview (Turn to Absent Parent page of application)
o Complete and discuss Explanation of Support Form (#157) ExPImn that support isto
be turned over as of the date of this application)
o Complste Good Cause Form (#4279) '
o Complete Section one of Support Referrals (#2860) on all absent parents and sign and
date bottom of referral. Have Support worker ¢ome in and complete section two and

sign form also. (The support worker will complete the referral even if the client claims
- good caunse.)
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O Empioment Issues (Turn to Income page of apphcatxon)

0
O

e

v" Be sure to get a pregoancy statement if client is pregnant,

Verification of last four weeks of income should be gathered or statement “none”
The Drug and Alcohol screening sheet (#4571) completed and referral made, when.
necessary.

Job Quit forms (#18) are to be completed, when necessa:ry

If non-exempt for employment:

O

Be sure Employment Assessment Forms are completed (#27 4TA #224FS) onall

- employable individuals.

4 C 0 ©

Job Readiness Training and TABE Letter
Orientation Checklist a '

Job Search Handbook and appointment with Department of Labor -
Be sure to forward all necessary papers to Employment Specialist -

If Work Limited:

o]

Give a 10 day letter to the client with appointment.
o Complete 4005
o Complete consent forms ©
o Job Readiness Training and TABE Letter
o Orientation Checklist.
o Job Search Handbook and appointment with Department of Labor

If exempt for employment:

O

Give a 10 day letter to the client with appointment.
o Give client TABE Test Letter

o Have client complete Disability Review

o Complete consent forms

o Complete 4005

[1 Consent Form

0 Resources (Turn to resource page of apphcatmn)

O
0

-0
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Verify all resources checked “yes” to on the application.
Document on the application why they do not need to verify them if you do not

request verification.

Document on the application whether motor vehicles are paid for and whether
they are on the road or not.
Check that the resource sheet (#79) is complete.




LY Shelter (Turn to Expenses page of application)

v Address Mortgages or Liens (after 90 days of assistance), if appropriate. .

o Verify ALL expenses such as Jandlord statements (including residency), fuel dealer,
electric supplier and phone expense. **Note on the application fuel type, fuel dealer,
cleotric dealer and if there is a phone expense and whose responsibility these bills are.

¥" Be sure to verify how expenses are split (if necessary).

Have client complete and sign restriction form (#4580).

[T Explain and have client sign Feds Pre-eligibility Review form(#197). If client’s case meets
certain criteria that are established by the State or local DSS, then an investigation is

conducted regarding their circumstances before the case can be opened. C00perat10n with an
agency investigator is an eligibility requirement.

0 Discuss Time Limit Tracking information. (Began 12/96) Give brochure with time used
punched out and explain 60 month limit (FA) 24 month limit (SNA) Have they ever.
received assistance in another state? ( ) Yes ( )No

[0 Explain Childcare Program (#4647), LITS Program and any other prbgréin ﬁbat may be
beneficial for the client to get themselves on their feet. (Housing, Heap, Weatherization,
Transitional FS and Transitional Medmald, etc.)

LI Have client sign Consent for Release of information form (#76), responsibility to report
changes form (#205,3151 (F S) and #185 (All) and voter reglstratlon form

O Complete Exped1ted Screenmg Sheet (#393 8) FRONT and BACE, when apphcabl

I Explain eligibility dates. Clients can receive FS from the date DSS receives application. FA
~ They may receive TA. from the date DSS receives the last piece of information needed to
open the case. Usually at least 2 weeks before we will open the case. SNA ~45 day wait.

C1 If client is SN, go over forms DSS4529 and DSS4530 with the client and have the client sign
both. DS8S4530 needs to be notarized.
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3 Explain benefit pickop and complete appropnate CaIdme# paperwork (#89, #4217, #114, #4

and brochure)
: CASH
Qlw—nummlg : oo Auvailability Dates:
(F irst ¥z of month) (Sccond 1% of month)

Oorl i ‘16

2 2 17

3 3 18

4 4 19

5 5 20

6 6 21

7 7 22

8 8 23

9 9 24

[) Explain finger imaging to client. For TA individuals 18 years old and over, and heads of

households under 18 must be finger imaged. If anyone faﬂs to finger image, the whole
household will be demed

a Complete the ﬂow sheet #98) and exp]am who they w1]1 see and what for.

v" Be sure that what would be necessary for the opening is listed on the doc sheet in the
case that they are unable to complete whatever is listed.

[0 Have the client sign the documentation lacking sheet (#2642) after reviewing it for

completeness. Let them know we will assist them when possible if they have trouble gettmg
documentation. -
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