Florida Back to Work - Subsidized Employment Project
Participant Reporting Instructions

Funding source: Temporary Assistance for Needy Families (TANF)
Date range funds may be used for this program: October 9, 2009 — September 30, 2010

The FBtW program started October 9, 2010 with the publication of the Emergency Rule by the
AWI.

Section 1 - eligibili uirements:

This program serves TANF purpose number two by providing non-assistance’, employment
services and post employment services to needy families in an effort to end dependency on
government benefits.

Population 1: Temporary Cash Assistance (TCA) recipients are automatically TANF eligible.
Program staff do not have to complete the TANF eligibility form, AWI — SEP 0005(c) because
the Department of Children and Families (DCF) has determined the individual eligible for TANF
funded TCA. Program staff should print the applicable Florida On-line Recipient Integrated
Data Access (FLORIDA) screens. These screens include the AGPI, AIID and IQCH screens.
These screens document the members of the family and the TCA recipient. Staff must ensure
that the individual applying to participate in the Florida Back to Work (FBtW) program is
included as a family member on the AIID screen.

Population 2: Temporary Cash Assistance (TCA) applicants who wish to participate in the
FBtW as a diversion to cash assistance must:

Have filed an application for TCA with the DCF;

Be a United States citizen or qualified non-citizen as defined in ss. 414.095(3) F.S.;

Be a legal resident in the State of Florida;

Be a pregnant woman or a parent / caretaker relative of an unmarried dependent child
under age 18 or full-time student who is under 19. The dependent “child” must reside in
the home; and

e Have an income at or below 200% of the Federal Poverty Level (FPL).

Documentation to support this information can be secured through the FLORIDA system.

e Screens to document that an application for TCA has been made may include the AWAA
and CLRC screens. Also, the applicant may verify that an application has been submitted
by printing information from his or her Automated Community Connection to Economic
Self Sufficiency (ACCESS) account.

145 CFR 260.31
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Because the individuals are applying for TCA and have not been determined eligible for
TANF cash assistance, the Regional Workforce Board (RWB) must verify that the TCA
applicant is eligible for TANF services. TCA applicants to be served under the FBtW
program must be determined TANF eligible using the signed AWI — SEP 0005(c).
TANF eligibility must be determined prior to offering any support services and subsidies
via TANF funds through the FBtW program.

o The individual must be a United States citizen or qualified non-citizen, which can
be identified using AWI WTP 0005(c).

Proof of citizenship includes documentation outlined in the appendix
attached to these reporting instructions.

If the individual reports being a non-citizen, staff can use the AICZ screen
to ensure that (s)he is “qualified”. What categories of “non-citizen” are
qualified to receive TANF funded services? The following Immigration
and Nationality Service (INS) categories are listed below. Documentation
to support a status not documented in the FLORIDA system is included in
the appendix.

o The individual must be a legal resident of the State of Florida, which may be
documented on FLORIDA’s AICI screen or using documentation outlined in the
appendix.

o The individual must be a part of a “family”.

The members associated with the family are listed on FLORIDA’s AIID
screen. If the individual is reporting that there are children in the home
but the FLORIDA system does not reflect this information, other
documentation may be used. Examples of acceptable documentation are
outlined in the appendix to these instructions.

If the individual does not have children in the home, but has reported that
she is pregnant, the staff can use the AIIM screen to determine if the
customer has reported that she is pregnant. Otherwise, the individual can
provide information from a physician/physician’s assistant/nurse
practitioner/other approved professional party based on local operating
procedure.

o Income may be verified using the FLORIDA screens.

Earned income is recorded on the AFEI screen.

Self-employment information is recorded on the AFSE screen.

Unearned income, including social security benefits, can be verified using
the AFMI screen.

Population 3: All other individuals (not a recipient of TCA or an applicant of TCA who meets
TANF eligibility) must be determined eligible for TANF funded services under this category of
participation. Individuals must:

Be a United States citizen or qualified non-citizen as defined in ss. 414.095(3) F.S.;
Be a legal resident of the State of Florida; and
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e Be a pregnant woman, a parent or caretaker relative of an unmarried dependent child
under age 18, or a full-time student who is under 19 who resides in the home; and
e Have an income at or below 200% of the Federal Poverty Level (FPL).

Because the individual has not been determined eligible for TANF cash assistance, the RWB
must verify that the FBtW candidate is eligible for TANF services. If the candidate has
information recorded in the DCF’s FLORIDA system, that information must be recent and
relevant.

Information related to eligibility determination for this category of candidate has been provided.
FBtW candidates must be determined TANF eligible using the signed AWI — SEP 0005(c) prior
to enrollment in the program or the receipt of any TANF funded FBtW services or subsidies.

o The individual must be a United States citizen or qualified non-citizen, which can
be identified using AWI WTP 0005(c).
= Proof of citizenship includes documentation outlined in the appendix
attached to these reporting instructions.
= If the individual reports being a non-citizen, the staff can use the AICZ
screen to ensure that (s)he is “qualified”.

o The individual must be a legal resident of the State of Florida, which may be
documented on FLORIDA’s AICI screen or using documentation outlined in the
appendix.

o The individual must be a part of a “family”.
» The members associated with the family are listed on FLORIDA’s AIID
screen. If the individual is reporting that there are children in the home

How do we use the information from the FLORIDA system? The screens are updated by the DCF if the customer applies or
recertifies to receive a public assistance benefit. If the case is closed in the FLORIDA system, meaning the customer is not receiving any
public assistance benefit, the regional staff should not use the AIID screen to define and document the composition of the “family”.
Additionally, the regional staff should not use the FLORIDA screens to document income. Because the case is closed, regional staff
should collect proof of the family composition and income. However, the FLORIDA system can be used to document that the individual
is a United States citizen or qualified non-citizen even if the FLORIDA screen is closed.

If the income information does not document the income of the family for the month in question (30 days prior to the eligibility

determination date), the regional staff must secure other documentation to document family income.. For example,

1. The region is reviewing the eligibility of a candidate on March 4, 2010.

2. The FLORIDA system documents that the parent being considered for the FBtW program is working ten hours per week,
but the AFEI (work screen) has not been updated since December 2009.

3. Staff knows that employment income may exist. Staff documents the existence of a job by printing the AFEI screen. Staff
asks the candidate to bring in his/her most recent pay stub.

4.  The customer reports that (s)he has not worked since February 1, 2010. The staff gives the participant a Verification of
Employment Form, and asks the candidate to have the employer complete the “loss of income” section of the form.

5. The regional staff enters the candidate’s social security number and employer information into the Work Number. The
Work Number is an alternative method of finding income and work information.

Remember: The region must use data from the previous 30 days to determine the customer’s TANF eligibility. This is particularly true
with the family composition (who lives in the home and is included in the “family”), state of residence and family income if the other
eligibility requirement (citizenship or qualified non-citizen status) is reported in FLORIDA.
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but the FLORIDA system does not reflect this information, other
documentation may be used. Examples of acceptable documentation are
outlined in the appendix to these instructions.

= |f the individual does not have children in the home, but has reported that
she is pregnant, the staff can use the AIIM screen to determine if the
customer has reported that she is pregnant. Otherwise, the individual can
provide information from a physician/physician’s assistant/nurse
practitioner/other approved professional party based on local operating
procedure.

o Income may be verified using the FLORIDA screens.
= Earned income is recorded on the AFEI screen.
= Self-employment information is recorded on the AFSE screen.
= Unearned income, including social security benefits, can be verified using
the AFMI screen.

Most forms of available income must be considered when determining eligibility. What are
some forms of income that must be considered?
e Earned income or income from a job
o Work-study income is not included in the calculation of the customer’s eligibility
e Unearned income
o Alimony received
Child support
Money given from family members
Social Security benefits directly paid to the participant®
Foster care payments/Adoption payments

O O O O

Question: If the FLORIDA screens are used to verify eligibility, should the screens be printed and placed in
the participant case file?

Answer: Yes. Data stored in the FLORIDA system can change over time. If the data entered in the FLORIDA
system is used to verify TANF eligibility, the program staff must retain a screen print in the participant case
file.

o Unemployment Compensation
What are some forms of income that should not be considered for eligibility determination?

e Minor-child’s income
e Stipends from the Workforce Investment Act (WIA) program

245 CFR 233.20
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e Child support payments being paid. For example, if the parent is also paying child
support, the amount paid to the non-custodial family is not “available” income. (This
income would be “disregarded”)

o Work-study payments.

Section 2: other documentation requirements

All program participants must sign an agreement stating they will not apply for and receive
TANF funded cash assistance within six months of receiving FBtW funded services without a
designated emergency. If the candidate

e Is found eligible for the FBtW program;

e |s offered FBtW services;

e Applies for and receives TCA; and

e Does not have a designated emergency.

The FBtW participant will have to repay the TANF FBtW funded services. The families TCA
will be reduced by the amount of TANF funded FBtW services received over an eight-month
period.

Staff must explain that the FBtW program is designed to help the family avoid cash assistance by
connecting the candidate with a job. Because (s)he is working, the need for on-going cash
assistance is eliminated. Staff must explain that (s)he will be required to repay the amount of
TANF funded FBtW services provided during program participation if (s)he reapplies for cash
assistance within six months of receiving TANF funded FBtW services unless (s)he has a
qualified emergency. The candidate must agree to the information found in the agreement and
sign the AWI —SEP 0011 prior to receiving FBtW services. The signed agreement, AWI —SEP
0011 must be retained in the participant case file.

Section 3: data entry requirements

The job opening, job referral and placement with the FBtW employer must be entered in the
Employment Florida Marketplace (EFM) system. Enrollment and engagement in FBtW
participant using TANF funds must be entered in the One-Stop Service Tracking (OSST) system.
Data will be compiled and retrieved from both data entry systems.

A. Dataentry in EFM

e Ensure that each job opening being considered for an FBtW candidate is entered as a
job order prior to referring an FBtW program participant to the employer.
o Choose “Florida Back to Work — 2010 from the Special Category dropdown.
o This category assists program staff, managers and the AWI with identifying
the job orders associated with the FBtW program.
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e When the FBtW candidate is referred to the employer as a job candidate, ensure that
the referral is entered in the EFM system as well.
o Choose “Yes” from the “Job is Subsidized by the American Recovery &
Reinvestment Act (Stimulus Package)?” dropdown.
e Select EFM service code “640 — Florida Back to Work Enrollment” to classify
participants who are eligible for or enrolled in FBtW.
o This service code will allow regions to easily identify participants who are
either deemed eligible for or actively enrolled in the program. The service
code will also allow regions to easily track referrals and local performance.

B. Dataentry in OSST

Question: What are TANF

OSST is the official system for reporting TANF program benchmarks”?

engagement. If an individual is fg';zwggcggng:?aggzeafg
.. . . . . i

e Found ellglble to participate in the FBtW program; the OSST system. If the
e Enrolled in the FBtW program; and flag has the FBtW
e Served using TANF funds, engagement must be entered in provider, the case will be
the OSST system. picked up during the
compilation of FBtW
performance reports. The
1. TANF Benchmarks FBCW  program  has
specific benchmarks that
If the job seeker is enrolled in the FBtW program and served represent enroliment and
with TANF funds, the candidate’s data must be entered into the outcomes. These

« benchmarks must be
OSST system. Program staff must enter an “enrollment entered  in the OSST

benchmark” under the OSST Service Plar! on the Ski_II system based on the
Development screen. Staff must also enter specific outcomes in details provided below.
the OSST system outcome benchmarks. Each type are
identified and explained below.

Each service, activity and training entered in the OSST system must be associated
with a provider. The provider represents the entity paying for the item. Benchmarks
are entered under the same OSST screen sections as services, trainings and activities.
TANF benchmarks are entered with a provider that identifies the item with the FBtW
program. When entering the benchmarks described below on FBtW candidates (in
OSST), program staff must enter the following provider on the TANF benchmark:

Name: Subsidized Emp Proj — TANF 09-10
FEID Number: 775776

Description of enrollment benchmarks: If the candidate is found eligible for the
FBtW program, is enrolled in the FBtW program and is served with TANF funds via
the FBtW program, an enrollment benchmark must be entered under the Service Plan
section of the Skill Development screen with an Actual Start Date. The benchmarks
are detailed below. The benchmark must remain open (the presence of an Actual
Start Date but the absence of an Actual End Date under the Service Plan section of
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the Skill Development screen) the entire time the FBtW candidate is being engaged
through the FBtW program. This includes the receipt of wages subsidized by TANF
FBtW funds.

Details on the enrollment benchmarks:

o |f the FBtW participant was found eligible as a TCA recipient, program staff
must enter a TANF Benchmark — 6 under the Service Plan section of the Skill
Development screen. The Actual Start Date of Benchmark-6 must reflect the
date of enrollment in the FBtW program. The AWI will use TANF
Benchmark — 6 with an FBtW provider to track the number of TCA recipients
enrolled in the program.

o If the FBtW participant was found eligible as a TCA applicant, program staff
must enter a TANF Benchmark — 7 under the Service Plan section of the Skill
Development screen. The Actual Start Date of Benchmark-7 must reflect the
date of enrollment in the FBtW program. The AWI will use TANF
Benchmark — 7 with an FBtW provider to track the number of TCA applicants
enrolled in the program.

e |f the FBtW participant was not found eligible as a TCA recipient or a TCA
applicant but found TANF eligible and enrolled in the FBtW as a candidate
meeting other TANF eligibility requirements, program staff must enter a
TANF Benchmark — 8 under the Service Plan section of the Skill
Development screen. The Actual Start Date of Benchmark-8 should reflect
the date of enrollment in the SEP. The AWI will use TANF Benchmark — 8
with an FBtW provider to track the number of job seekers found eligible to
participate in the FBtW program as meeting TANF eligibility requirements
(not as a TCA recipient or TCA applicant).

Each individual being served with TANF funds under this program must be reviewed
for TANF eligibility prior to receiving TANF funded services. To demonstrate that
the candidate was reviewed and found TANF eligible, the applicable enrollment
benchmark must be entered in the OSST system with an Actual Start Date.

Description of outcome benchmarks: Staff must enter information associated with
the achievements of each FBtW candidate provided a subsidy with an FBtW
employer. Outcome benchmarks offer program staff the opportunity to report on the
achievements associated with program participation. The achievements are connected
directly to the individual and must be reported in the OSST system. Many of the
achievements are recorded as TANF benchmarks under the Service Plan section of
the Skill Development screen.  Other achievements include employment, which is
described in a later section.

Details on the outcome benchmarks:
o If the participant secures a permanent unsubsidized employment position with

the FBtW employer, program staff must enter a TANF Benchmark-1 in the
OSST system by selecting Add under the Service Plan section of the Skill
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Development screen. Program staff must enter the FBtW provider when
entering this TANF benchmark.

o If the participant secures a permanent unsubsidized position with an employer
other than the FBtW employer given the subsidy, program staff must enter a
TANF Benchmark-2 by selecting Add under Service Plan section of the Skill
Development screen. Program staff must enter the FBtW provider when
entering this TANF benchmark.

2. Employment

The job subsidized with FBtW funds must be entered in the OSST system. Employment,
including subsidized employment, is entered under the Job History/Tracking section of
the Skill Development screen. There are two employment types available for the FBtW
job entries in the OSST system: (1) Subsidized Public — ARRA Contingency, which
should be used for all public and not-for-profit employers participating in the FBtW
program. (2) Subsidized Private — ARRA Contingency, which should be used for any
private employer participating in the FBtW program.

e The Job Tracking Start Date represents the date the participant started
working as a condition of participating in the FBtW program. The Hire Date
should reflect the date the participant was actually hired by the employer.

o If the participant stops working with the employer, program staff must end the
job in the OSST system.

o All updates must be entered in the data entry system. Information related to
the respective job may be entered as a Job Follow-Up on the Skill
Development screen. If the participant secures a new job, including a new
position with the same employer, a new job record must be entered in the
OSST system

3. Support services

Program participants found eligible for engagement in the FBtW program may be
offered non-assistance, which is defined in 45 CFR 260.31 as

e Work subsidies;
Short-term, non-recurring benefits designed to meet a specific crisis. These
are services that are not designed to meet on-going needs and will not extend
beyond four-months; and/or

e Support services provided to employed families.

Support services are entered under the Service Plan section of the Skill Development
screen. If the support services are paid for with TANF funds as a short-term non-
recurring benefit for the purpose of helping the customer get to work, the support
service must have the FBtW provider. The amount of SEP funds expended to help
the program participant get a job and keep a job must be entered on the Cost elements
associated with each respective support service. There is a Cost hyperlink associated
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with each support service, activity and training on the Skill Development screen. This
will help staff determine the amount of funds spent on support services in case the
participant reapplies for cash and does not have a designated emergency.

Question: Are there any other non-assistanceservices offered through this program other
than the work subsidies?

The individual is found eligide for engagement through the FBtW programbut (s)he needs
uniforms to start working with the employer. Because this support service is designed to
meet an emergency need (the participant cannot start working without support services), the
support will only be offered through a onetime payment or voucher for uniforms.

e The amount of TANF fads spent on the FBtW shorterm non-recurring benefit must
be reported in OSST under thé€ost feature associated with the service.
Program staff should secure a receipt associated with all sherrm non-recurring
benefits designed to help the program paicipant go to work with the FBtW employer.
The receipts associated with the worksupport must be retained in the participant case
file.
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