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This letter transmits California’s approved Work Verification Plan (WVP) and provides
counties with a summary of the federal reporting requirements contained in the plan.
California’s WVP was approved on September 25, 2007 and became effective October
1, 2007. The approved WVP was distributed via email to TANF stakeholders, which
include the County Welfare Directors Association (CWDA) and various county
representatives. The approved WVP has also been shared with counties at various
meetings, such as the CWDA CalWORKSs Policy Committee, the County Advisory
Team, and the 2007 CalWORKSs Partnership Summit. The approved WVP was also
made available online through the California Department of Social Services (CDSS)
website at: http://www.dss.cahwnet.gov/cdssweb/entres/pdf/CWVerificationPlan.pdf.
CDSS has been working continuously with stakeholders to develop the general
guidance and specific areas of clarification presented in this ACL.

Background

The Deficit Reduction Act of 2005 required the U.S. Department of Health and Human
Services Administration for Children and Families (ACF) to issue regulations by June
30, 2006, to include a definition of federally-countable activities and establish
documentation and verification requirements for activities that a state may count toward
the TANF program work participation rate (WPR) requirements.

The Interim Final Rule was issued on June 29, 2006, and required states to submit a
WVP that addressed each state’s definitions of federally-countable work activities,
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procedures for verification of participation hours, definition of a work-eligible individual,
and a description of internal controls to ensure compliance with the procedures
established in the WVP.

The State will be held accountable for complying with the WVP through federal audits.
A penalty for failing to comply with the WVP begins at one percent of a state’s TANF
Block Grant for the first year of noncompliance with the approved WVP and increases
by one percent for each subsequent year of noncompliance up to five percent (up to
$187 million annually).

CDSS began collaborating with stakeholders in July 2006 to develop the WVP. CDSS
has received feedback from stakeholders and a series of guidance documents from
ACF, as well as participated in conference calls with national representatives and other
states.

The TANF Final Rule was published on February 5, 2008 and will become effective
October 1, 2008. States are required to update the WVP when changes in the program
occur. California’s currently approved WVP (attached) will be amended by the state to
integrate changes in the TANF Final Rule. At this time, it is anticipated any modification
to the Work Verification Plan will be minor. Revisions to the WVP as a result of the
TANF Final Rule will not be in effect until October 1, 2008. Although changes are
anticipated, counties must comply with the currently approved WVP until a new plan has
been approved and the TANF Final Rule goes into effect.

General Guidance

The WVP provides definitions of federally-countable work activities, procedures for
documentation and verification of work activities, and defines a “work-eligible individual,”
which is a new term used to describe anyone who is required to be counted in the
denominator for calculating the states’ WPR. Additionally, the WVP details the internal
controls that the state and counties will use to ensure compliance with the plan.

The WVP does not alter the California Work Opportunity and Responsibility to Kids
(CalWORKSs) program. As required by CalWORKSs rules, activities in a participant’s
welfare-to-work plan must be based on the participant’'s assessment and be tailored to
assist the participant in attaining self-sufficiency, regardless of whether or not the
activities are federally countable. We strongly encourage counties to work with their
local partners to establish procedures for obtaining information necessary for federal
data reporting purposes and to maximize countable hours in the WPR.

The following paragraphs provide highlights from the WVP and clarification on common
guestions that have been asked about the WVP. However, counties should read the
entire WVP in detail to ensure the key points highlighted below are taken in the
appropriate context for each federal activity.
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Federal Activities

Some activities meet the definition of more than one federal work activity. Counties
should count participation where it is most advantageous (core, time-limited, etc.). For
example, if a portion of Substance Abuse treatment meets the common-sense definition
of another work activity, such as community service or work experience, the hours
associated with that activity will count as Community Service or Work Experience; and
the actual treatment hours (e.g., counseling) will count as Job Search and Job
Readiness Assistance. In this example, the hours counted as Community Service or
Work Experience do not count toward the federal four- to six-week time limit on Job
Readiness. (See WVP, page 9.)

Likewise, if participants are in barrier removal activities in which they are paid, then
those hours may count under subsidized employment or another paid activity as long as
the participation meets the common-sense definition of a paid activity.

CalWORKSs Activities

Some CalWORKSs activities may not meet the definition of a federal work activity but can
be considered a form of another federally-defined activity. For example, Adult Basic
Education that is required as a prerequisite for employment is federally-countable as
Education Directly Related to Employment (See WVP, page 15). Additional examples
are Self-Employment and Work Study which are counted as Unsubsidized Employment
and Subsidized Employment, respectively. (See WVP, pages 2-4.)

Further, although Vocational Education is often provided in high school, participation of
minor parent heads-of-household attending high school, even if in a vocational
education track, should be counted as Satisfactory Attendance at Secondary School
(not Vocational Education). The 12-month limit on Vocational Education does not apply
to Satisfactory Attendance at Secondary School.

Please review the definitions of activities and the reporting requirements in the WVP for
further clarification on how to maximize countable participation by connecting activities.

Documentation and Verification

For all activities, participation hours must be monitored and verified on a monthly basis.
(See WVP, pages 1, 10, 12-13, 15, 16-18, and 24.) The exception to monthly
monitoring and verifying is the flexibility to project employment hours. (See WVP,
pages 4, 5, and 8.)

If a participant reports verifiable employment (paid activities) information through the
guarterly reporting (QR 7) process that meets the federal hourly requirements of 20, 30,
or 35 hours/week, the current documented and verified actual hours of employment will
be projected at that time for up to three months. If a participant begins employment
during the QR7 data month, the county will determine the number of countable weekly
hours of participation for the month by dividing the total actual monthly hours by 4.33
and then this number of hours per week is then projected as participation for up to three
months. Please note that hours can be projected only when the participant is meeting
the federal participation requirements. The projected hours must be recalculated if a
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change in the participation hours or employment status is reported to the county,
regardless of when the change is reported.

To count participation in paid work activities, counties must obtain and maintain written
documentation, such as a pay stub, in the case file. ACF will accept a phone call to the
employer verifying a participant’s hours of work only if the verification is not available
from the recipient, and the substance of such a call (who verified hours and what the
hours were) is documented in the case file. ACF will also accept information from a
third party source, such as the Work Number, as long as the information from the third-
party source is verified through contact with the employer or other responsible party
who has knowledge of the employment hours. (See WVP, pages 3,5, and 7.)

To count participation in unpaid work activities, required documentation consists of a
time sheet or the equivalent of a time sheet, which can be maintained by the participant,
and signed by the supervisor, provider, or person verifying hours of participation. The
elements of the timesheet/form do not need to exceed these minimum requirements:

Name of participant

Hours of participation

Name of supervisor

Service provider

Name and telephone number of person verifying hours

Signature of the person verifying hours, such as a worksite sponsor, service
provider, or other responsible party

VVVVVYY

For all activities, if the information necessary to document and verify hours is not made
available, the county must contact the recipient and/or the service provider, as
appropriate, to obtain such information. (See WVP, pages 6, 7, 10, 12, 13, 15, 16, 17
and 18.) Counties should not seek additional documentation beyond what is required at
this time.

Electronic Documentation and Verification

An electronic timesheet is a record of attendance that is created and maintained in a
computer database. Verified electronic attendance records are acceptable forms of
documentation of participation in TANF work activities. The records must be maintained
in the case file and must include the participant's name; the name of the employer, work
site supervisor or other service provider; the number of hours; and the name and phone
number of the person verifying the hours. The use of swipe cards to monitor
attendance may be incorporated into an electronic timesheet system. A paper print-out
that can be generated from a verified electronic record of attendance that meets the
criteria identified above is also acceptable.

High School Attendees

When a teen parent head-of-household is attending high school, any documentation
that a county can obtain from a high school or what the high school accepts as proof of
attendance is sufficient for documenting participation. Participation hours are usually
verified using report cards, attendance records, and similar documentation made
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available by the service provider and/or participant and maintained in the case file.
Documentation includes the participant’'s name; the name of the employer, work site
supervisor or other service provider; the number of hours; and the name and phone
number of the person verifying the hours. Case managers who have reason to believe
that a participant is not attending school can require that specific verification be
provided more often, as necessary. (See WVP, page 17.)

Distance Learning

Participation in distance or “online” learning and study sessions may only be counted as
part of certain allowable activities. The participation must be monitored by the service
provider, documented in the case file, and verified. Documentation for distance learning
and study hours is the same as for hours participating on-site. Documentation must
include the participant’s name; the name of the employer, work site supervisor or other
service provider; the number of hours; and the name and phone number of the person
verifying the hours. (See WVP, pages 9, 13, 15, 16, and 17.)

Study Time

Counties can count actual hours of structured and monitored study time toward the
WPR if those hours are documented and verified. The countable study time is the
actual hours and is not related to whether or not, or to what degree, a course
recommends a specified number of study time hours. Study time must be documented
and verified in the same manner as other unpaid activities. Therefore, actual hours of
participation must be verified using information that is documented in the case file or by
contacting the service provider or recipient. The requirements are general in nature so
that many methods for collecting the information would meet the federal requirements.
(See WVP, pages 13, 15, 16, and 17.)

Daily Supervision

Federal rule requires that work activities be supervised no less than daily. However,
this provision is not a literal interpretation in California’s approved WVP. (See WVP,
pages 3, 5, 6, 8, 10, 12, 14, 15, 16, 18, and 19.) For example, the daily supervision
requirement for educational activities is the supervision determined appropriate and
provided by the training or service provider at the same level as other students or
trainees.

Excused Absences

Excused absence hours are not countable for participants in paid activities unless the
participant is paid for the excused absence hours. For participants in unpaid work
activities, a limited number of excused absences may be counted toward actual hours of
participation. Excused absences are only countable if participation had been scheduled
for the day of the excused absence. The allowable excused absences include ten state
holidays and ten additional excused absence days per year. Of the additional ten days
of excused absences, a maximum two excused absences may be counted per month.
One day of excused absence begins when any time is taken as an excused absence,
regardless if it is one hour or eight hours. Further, one excused absence cannot exceed
one day. For example, if a participant is scheduled to participate in an educational
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activity which has a week-long break within one month, only two of those days may be
counted as an excused absence provided that the participant has not had any excused
absences elsewhere within that month. (See WVP, page 19.)

Local Partnerships

Meeting the requirements of the WVP necessitates local partnerships more than ever.
Strong partnerships are beneficial to counties, providers, and participants and can lead
to simplification of data collection and maximization of countable participation.
Specifically counties are encouraged to contract with providers and require verification
as part of the agreement to provide services to CalWORKS recipients. Verification
procedures within agreements should be designed so that participants are not
overburdened and counties are able to maximize countable participation.

Counties are reminded that they have a duty to protect the confidentiality of the
participant and should not encourage verification requirements that would divulge
private information. For example, counties should work with educational providers to
determine how to best document and verify participation, eliminate the involvement of
unnecessary parties and avoid stigmatizing the participant. One option is to use onsite
coordinators to track attendance of CalWORKSs patrticipants and verify participation
hours. Another option is to utilize electronic swipe card systems. For campuses that do
not currently have onsite coordinators or electronic swipe card systems in place,
counties may pursue one of those strategies.

Ongoing Efforts

The state has submitted several comment letters to ACF and federal legislators asking
for restoration of some of the flexibility in administering the TANF program. Additionally,
the recently released TANF Final Rule will result in revisions to the WVP. CDSS will
continue to work with our federal partners on the effort to increase flexibility and with
stakeholders to amend the WVP as required.

CDSS, with the help of stakeholders, has been developing a Best Practices Website for
counties and providers to share effective practices, promising practices and lessons
learned. One of the purposes of this site is to streamline county and service provider
efforts statewide, including implementation of the WVP. The projected date for launch
of this website is early 2008. Once launched, the website will be accessible through the
CDSS website at: http://www.dss.cahwnet.gov/cdssweb/Default.htm

Additionally, CDSS is updating ACL 07-05 to incorporate the WVP provisions into the
instructions for the county work participation rate data reporting system (E2 Lite) and
will release an All County Information Notice (ACIN) containing answers to other
guestions that arise regarding the WVP.

CDSS will also reconvene the stakeholder workgroup to discuss and develop
regulations that are appropriate now that the WVP has been approved. In addition,
CDSS is currently reviewing forms that have been used by counties to track
participation and will develop a recommended form for counties and providers to use to
meet the federal data reporting requirements for unpaid activities.
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As a final reminder, the documentation and verification of activities to be counted in the
work participation rate calculation are not meant to alter the application of the
CalWORKs rules. Counties must continue to offer CalWORKSs recipients an array of
options that will help them become self-sufficient.

This ACL summarizes key points within the WVP, and addresses questions that the
CDSS has already received from counties and providers on specific items within the
plan. If you have any questions regarding this letter or the WVP, please contact your
county’s Employment Bureau Analyst at (916) 654-2137. For any federal work
participation data reporting questions, please contact your county consultant in CDSS’s
Federal Data Reporting and Analysis Bureau at (916) 651-6250.

Sincerely,

Original Document
Signed By

CHARR LEE METSKER
Deputy Director
Welfare to Work Division

Attachment
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State of California’s
TANF Program Work Verification Plan

I. GENERAL DESCRIPTION

The California Work Opportunity and Responsibility to Kids (CalWORKSs) program is
California’s federal Temporary Assistance for Needy Families (TANF) program. CalWORKs
provides temporary cash assistance to meet basic needs of families. It also provides
education, employment and training programs to assist the family’s move toward self-
sufficiency. State law provides for a cumulative 60-month lifetime limit on cash aid for adults.
For children of adults who exhaust the five-year time limit, aid is equal to the children’s portion
of the grant. California has 58 county welfare departments that administer the CalWORKs
program under supervision of the California Department of Social Services (CDSS).

In order to become eligible for CalWORKSs, applicants must meet income and property tests
and children must be deprived of parental support and care due to the incapacity, death,
absence, or unemployment of one or more parents. The State uses a Quarterly
Reporting/Prospective Budgeting (QR/PB) process to determine initial and ongoing eligibility for
cash assistance. With QR/PB, all recipients are required to submit a Quarterly Eligibility/Status
Report (QR 7) once per quarter. Evidence must be submitted with the QR 7 form to verify the
reported information. Recipient eligibility and benefits for the quarter are based on information
provided on the form, and are determined using prospective budgeting rules. In addition,
recipients’ eligibility for cash aid is re-determined annually.

The welfare case history consists of all documents and forms relating to eligibility
determinations for public assistance including documents necessary to support the granting or
denying of aid, case narratives, personal documents, budget forms, referrals to and from other
agencies, and correspondence to and from the recipient. In addition, the welfare case file
contains welfare-to-work (WTW) records such as the WTW plan and copies of notices of action
sent to the participant.

Parents and caretaker adults are required to participate in WTW activities as a condition of
continued receipt of aid. To comply with program requirements, an adult in a one-parent
assistance unit (AU) must participate, on a monthly basis, an average of 32 hours per week;
adults in a two-parent AU must participate, on a monthly basis, an average of 35 hours per
week (with one parent participating at least 20 hours). Adults are also required to participate a
minimum of 20 hours per week in core work activities, with the balance of their 32- or 35-hour
per week participation requirement spent in other non-core activities that will aid in obtaining
employment. Participation hours are monitored and verified by county staff on a monthly basis.
Individuals who do not comply with WTW program requirements are subject to a financial
sanction equal to the adult’s portion of the grant amount, in addition to the adult’s removal from
the AU.

For program eligibility determinations, California runs a system of automation that is used to
help administer the CalWORKSs program. In particular, the Statewide Automated Welfare
System (SAWS) ensures statewide uniformity in program administration by supporting intake,
eligibility determination and benefit calculation, annual re-determination of eligibility, benefit
issuance, case management, fair hearings, quality control, fraud and reporting. The SAWS is
implemented via four consortia systems:

e Los Angeles Eligibility, Automated Determination, Evaluation and Reporting (LEADER),
which is comprised of only Los Angeles County and represents approximately 39 percent
of the public assistance caseload;

California Department of Social Services Federal Data Reporting and Analysis Bureau
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e CalWORKs Information Network (CalWIN), which is comprised of 18 counties and
represents approximately 35 percent of the public assistance caseload.

¢ Interim Statewide Automated Welfare System (ISAWS), which is comprised of 35 counties
and represents approximately 13 percent of the public assistance caseload; and

e Consortium IV (C-1V), which is comprised of four counties and represents approximately
13 percent of the public assistance caseload.

California selects a representative sample of TANF families each month and coordinates a
comprehensive review of sampled family cases. Content of TANF reviews focuses on
collection and verification of federally specified information about the family and level of work
activities. Capturing and reporting of information is supported with a version of the Case
Review Application (Q5i) by State and county staff. The application assists the State in
moving case reviews to and from State and county staff, structuring the review process, and
managing flow of federally required monthly reporting responsibilities. The State collects
completed case reviews and compiles data in the federally required report format for
transmission to the Administration for Children and Families (ACF) on a quarterly basis.

Il. COUNTABLE WORK ACTIVITIES

This section describes definitions, determination of countable hours, verification of actual
hours, and methods of daily supervision for each countable work activity.

Unsubsidized employment

1. Describe the services or programs the State includes under the activity. (Services
and programs must conform to the Federal definition of the activity.)

For federal data reporting purposes, unsubsidized employment is full-or part-time
employment in the public or private sector that is not subsidized by TANF or any other
public program. Unsubsidized employment includes self-employment as well as recipients
whose employers claim a tax credit for hiring economically disadvantaged workers.
Apprenticeship programs that allow participants to earn money while they practice the
trade under the supervision of a journeyperson by day and attend classes are also
considered unsubsidized employment. For an apprenticeship to be considered in this
category, only the hours that are paid by the employer are counted as unsubsidized
employment. The determination of whether employment is subsidized, or not, depends on
whether the employer, rather than the recipient, receives a subsidy.

2. Describe how the State determines the number of countable hours of participation
for the activity. If the State uses different methods for different services or programs
within the activity, the State should describe each.

Weekly hours of participation are determined by dividing the monthly hours by 4.33 (the
average number of weeks per month). If the information necessary to determine
countable hours is not in the case file, the county welfare department will make contact
with the recipient, employer, and/or service provider, as appropriate.
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3. Describe how the State verifies the actual hours of participation for the activity. Include the
procedures for obtaining and maintaining documentation of hours of participation.

Generally, actual hours of participation for this activity are verified during the eligibility
process using information gathered during the QR 7 process, which is signed by the head
of household under penalty of perjury, and/or other records in the case file. Recipient
eligibility and benefits for the quarter are based on information provided on the form.
Evidence must be submitted with the QR 7 form to verify the reported information.
Participants are responsible for making available to the county welfare department all
documents in their possession or available to them that are needed to verify reported
income as well as the date of receipt. Evidence of income includes pay stubs or other
employer-produced documents that support the individual’'s employment. If the
information necessary to verify actual hours is not in the case file, the county welfare
department seeks verification from the Work Number or directly from the employer.

If the verification is not available from the recipient, the county provides the recipient
assistance in obtaining the information by placing a phone call to the employer or sending
a letter to verify the participant’s work hours then documents the communication including
the participant’s name; the name of the employer, work site supervisor or other service
provider; the number of hours; and the name and phone number of the person verifying
the hours. Documentation of hours of participation is maintained in the case file.

Third-party sources of employment information, such as the National Directory of New
Hires (NDNH), and the Income Eligibility and Verification System (IEVS) matches may be
accessed when additional employment information is necessary. Prior to counting these
hours, the information from third-party sources will be verified through collateral contact.
The Work Number is a resource that can be used by counties to verify employment.
Counties are permitted to use the information obtained from this source in the same
manner as they would use information provided by the employer. Therefore, no further
verification is necessary when using The Work Number.

4. Describe the methods of daily supervision for each unpaid work activity.
Not Applicable

ba. For self-employment, describe how the State counts and verifies the hours of
participation. A State may not count more hours toward the participation rate for a
self-employed individual than the individual’s self-employment income (gross income
less business expenses) divided by the Federal minimum wage or must describe an
alternative methodology that is approved.

Self-employment hours are verified primarily using information reported by the participant
on the QR 7, which is signed under penalty of perjury, and/or other documents provided
by the recipient and maintained in the case file. Recipient eligibility and benefits for the
quarter are based on information provided on the form. In general, evidence must be
submitted with the QR 7 form to verify the reported information provided by the recipient
and documented in the case file. Reports of income and expenses are used to determine
the recipient’s TANF eligibility and grant amount. Net self-employment income is
determined by offsetting monthly business expenses, evidenced by receipts submitted by
the participant, against monthly gross income from self-employment. Based on current
CalWORKs eligibility rules, the recipient may choose either actual costs of producing self-
employment income or a standard deduction of 40 percent of gross earned income, which

California Department of Social Services Federal Data Reporting and Analysis Bureau

3



will be reported as business expenses for federal data reporting purposes. For self-
employed individuals, the maximum number of countable hours is determined by dividing
the net self-employment income by the Federal minimum wage.

5b. If the State intends to project forward hours of participation based on current, documented,
actual hours, explain how it will make this projection.

Beginning October 1, 2006, hours of participation in unsubsidized employment will be
projected based on current, documented and verified actual hours. Generally, this
information will be obtained using pay stubs and/or information reported through the QR 7
process and/or other data sources, such as employer reports and time and attendance
records. Recipient eligibility and benefits for the quarter are based on information
provided on the QR 7 form. Evidence must be submitted with the QR 7 form to verify the
reported information. If an individual reports employment information on a QR 7 form that
meets the federal hourly requirements of 20, 30, or 35 hours, those hours of employment
will be projected as participation for three months, consistent with the eligibility
determination for that same period of time. Weekly hours of participation are determined
by dividing the total monthly hours by 4.33 (the average number of weeks per month). If
an individual reports a change in work hours mid-quarter, the average weekly projected
hours will be recalculated for purposes of participation.

Subsidized private sector employment and subsidized public sector employment
(Note: Subsidized private and public sector employment are combined into one category in
the Work Verification Plan. However, hours of participation in these activities are reported
separately on the TANF Data Reports that are submitted to ACF.)

1. Describe the services or programs the State includes under the activity. (Services
and programs must conform to the Federal definition of the activity.)

For federal data reporting purposes, subsidized private sector employment and subsidized
public sector employment means employment in the private and public sectors,
respectively, for which the employer receives a subsidy from TANF or other public funds to
offset some or all of the wages and costs of employing a recipient. Subsidized work may
include (1) work supplementation where TANF funds that would otherwise be paid as
assistance are paid to the employer or to a third-party contractor, like a temporary staffing
agency, which serves as the employer of record and is paid a fee to cover salary,
expenses and success in placing employees; (2) supported work for individuals with
disabilities in an integrated setting, (3) work study activities or (4) paid barrier removal and
educational activities. Subsidized employment is distinguished from work experience in
that the participant in subsidized employment is paid wages and receives the same
benefits as an employee with no subsidy who performs similar work.

2. Describe how the State determines the number of countable hours of participation
for the activity. If the State uses different methods for different services or programs
within the activity, the State should describe each.

Weekly hours of participation are determined by adding the total number of participation
hours for the month and then dividing the total monthly hours by 4.33 (the average number
of weeks per month). If the information necessary to determine countable hours is not in
the case file, the county welfare department will make contact with the recipient, employer,
and/or service provider, as appropriate.
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3. Describe how the State verifies the actual hours of participation for the activity.
Include the procedures for obtaining and maintaining documentation of hours of
participation.

Generally, actual hours of participation for this activity are verified during the eligibility
process using information reported as part of the QR 7 process, which is signed by the
head of household under penalty of perjury, and/or other records in the case file.
Recipient eligibility and benefits for the quarter are based on information provided on the
form. In general, evidence must be submitted with the QR 7 form to verify the reported
information. Participants are responsible for making available to the county welfare
department all documents in their possession or available to them that are needed to
verify reported income as well as the date of receipt. Evidence of income includes pay
stubs, or other employer-produced documents that support the individual’s employment. If
the information necessary to verify actual hours is not in the case file, the county welfare
department seeks verification from the Work Number or directly from the employer.

If the verification is not available from the recipient, the county provides the recipient
assistance in obtaining the information by placing a phone call to the employer or sending
a letter to verify the participant’s work hours then documents the communication including
the participant’s name; the name of the employer, work site supervisor or other service
provider; the number of hours; and the name and phone number of the person verifying
the hours. Documentation of hours of participation is maintained in the case file.

Third-party sources of employment information, such as the NDNH and the IEVS may be
accessed when additional employment information is necessary for verification. Prior to
counting these hours, the information from third-party sources will be verified through
collateral contact. The Work Number is a resource that can be used by counties to verify
employment. Counties are permitted to use the information obtained from this source in
the same manner as they would use information provided by the employer. Therefore, no
further verification is necessary when using The Work Number.

4. Describe the methods of daily supervision for each unpaid work activity.

If hours of participation in training or other job-required, job-sponsored unpaid activities
are reported in this category, daily supervision is the supervision determined appropriate
and provided by the employer, training or service provider at the same level as other
employees of the organization.

5. If the State intends to project forward hours of participation based on current, documented,
actual hours, explain how it will make this projection.

Beginning October 1, 2006, hours of participation will be projected based on current,
documented and verified actual hours. Generally, this information will be obtained using
pay stubs and/or information reported through the QR 7 process and/or other data sources
such as employer reports, and time and attendance records. Weekly hours of
participation are determined by dividing the total monthly hours by 4.33 (the average
number of weeks per month). If an individual reports information on a QR 7 that meet the
federal hourly requirements of 20, 30 or 35 hours, those hours will be projected for a
minimum of three months, consistent with the eligibility determination for that same period
of time. If an individual reports a change in work hours mid-quarter, the average weekly
projected hours will be recalculated for purposes of participation.
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Work experience

1. Describe the services or programs the State includes under the activity. (Services and
programs must conform to the Federal definition of the activity.)

Work experience is training in the public or private sector that helps provide basic job
skills, enhances existing job skills in a position related to the participant’s experience, or
provides a needed community service that shall lead to unsubsidized employment. Hours
shall be limited as follows:

o When the assistance unit includes food stamp recipients, the individual shall
participate for no more than the number of hours each month, determined
collectively for the assistance unit, equal to the CalWORKSs grant plus the food stamp
allotment divided by the State or federal minimum wage, whichever is higher; or

o When the assistance unit does not include food stamp recipients, the individual shall
participate for not more than the number of hours each month, determined
collectively for the assistance unit, equal to the CalWORKSs grant divided by the state
or federal minimum wage, whichever is higher.

2. Describe how the State determines the number of countable hours of participation for the
activity. If the State uses different methods for different services or programs within the
activity, the State should describe each.

Weekly hours of participation are determined by adding the total number of hours for the
month in this activity and then dividing the total monthly hours by 4.33 (the average
number of weeks per month).

3. Describe how the State verifies the actual hours of participation for the activity. Include
the procedures for obtaining and maintaining documentation of hours of participation.

The number of actual hours of participation for this activity may be documented and
verified using information gathered during the QR 7 process, which is signed by the head
of household under penalty of perjury, and/or other records in the case file, such as time
and attendance records from the service provider or recipient, and/or welfare-to-work
records. If documentation is not gathered during the QR7 process and the documentation
necessary to verify actual hours is not in the case file, the county welfare department will
seek documentation from the service provider. The documentation is maintained in the
case file and includes the participant’s name; hours of participation; the name of the
supervisor, service provider or employer; and the name and telephone number of the
person verifying the hours.

4. Describe the methods of daily supervision for each unpaid work activity.
If hours of participation in unpaid training are reported in this category, daily supervision is

the supervision determined appropriate and provided by the employer, training or service
provider at the same level as other trainees in the organization.
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On-the-job training

1. Describe the services or programs the State includes under the activity. (Services and
programs must conform to the Federal definition of the activity.)

For federal data reporting purposes, on-the-job training is training in the public or private
sector that is given to a paid employee while he or she is engaged in productive work.
On-the-job training provides knowledge and skills that are essential to the full and
adequate performance of the job. The employer is subsidized to offset training costs.

Supported work may be counted as on-the-job training if it includes significant training in
the skills and knowledge essential to job performance. On-the-job training may also
include orientation and classroom instruction required by the recipient’s employer and/or
case manager. In some instances, training (e.g., tax preparation) or continuing education
(e.g., nursing) is a necessary and regular element of employment. On-the-job training
may include participation in these types of activities when the individual is reimbursed for
the training costs. When the individual is not reimbursed for training costs, the
participation counts as job skills training directly related to employment, education directly
related to employment, vocational educational training, or job search job readiness
assistance, as appropriate.

2. Describe how the State determines the number of countable hours of participation for the
activity. If the State uses different methods for different services or programs within the
activity, the State should describe each.

Weekly hours of participation are determined by adding the total number of hours for the
month in this activity and then dividing the total monthly hours by 4.33 (the average
number of weeks per month). If the information necessary to determine countable hours
is not in the case file, the county welfare department will make contact with the recipient,
employer, and/or service provider, as appropriate.

3. Describe how the State verifies the actual hours of participation for the activity. Include
the procedures for obtaining and maintaining documentation of hours of participation.

Generally, actual hours of participation for this activity are verified during the eligibility
process using information reported as part of the QR 7 process, which is signed by the
head of household under penalty of perjury, and/or other records in the case file.
Recipient eligibility and benefits for the quarter are based on information provided on the
form. In general, evidence must be submitted with the QR 7 form to verify the reported
information. Participants are responsible for making available to the county welfare
department all documents in their possession or available to them that are needed to
verify reported income as well as the date of receipt. Evidence of income includes pay
stubs, or other employer-produced documents that support the individual’s employment. If
the information necessary to verify actual hours is not in the case file, the county welfare
department seeks verification from the Work Number of directly from the employer.

If the verification is not available from the recipient, the county provides the recipient
assistance in obtaining the information by placing a phone call to the employer or sending
a letter to verify the participant’s work hours then documents the communication including
the participant’s name; the name of the employer, work site supervisor or other service
provider; the number of hours; and the name and phone number of the person verifying
the hours. Documentation of hours of participation is maintained in the case file.
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4. Describe the methods of daily supervision for each unpaid work activity.

Daily supervision is the supervision determined appropriate and provided by the training or
service provider at the same level as other trainees or employees of the organization.

ba. Describe the nature of training provided by employers that distinguishes this from
subsidized employment.

Unlike subsidized employment, the subsidy provided to the employer offsets the cost of
training provided to the participant. In contrast, subsidized employment is an activity in
which the recipient is paid in the form of either wages or the cash aid grant for work and
training time.

5b. If the State intends to project forward hours of participation based on current,
documented, actual hours, explain how it will make this projection.

Beginning October 1, 2006, hours of participation will be projected based on current,
documented and verified actual hours. Generally, this information will be obtained using
pay stubs and/or information reported through the QR 7 process and/or other data
sources, such as employer reports and time and attendance records. Recipient eligibility
and benefits for the quarter are based on information provided on the QR 7 form. In
general, evidence must be submitted with the QR 7 form to verify the reported information.
If an individual reports employment information on a QR 7 form that meets the federal
hourly requirements of 20, 30, or 35 hours, those hours of employment will be projected as
participation for three months, consistent with the eligibility determination for that same
period of time. Weekly hours of participation are determined by dividing the total monthly
hours by 4.33 (the average number of weeks per month). If an individual reports a change
in work hours mid-quarter, the average weekly projected hours will be recalculated for
purposes of participation.

Job search and job readiness assistance

1. Describe the services or programs the State includes under the activity. (Services and
programs must conform to the Federal definition of the activity.)

Job search is an activity in which the participant’s principal activity is to seek employment.
Job search includes looking for suitable job openings, making contact with potential
employers, applying for vacancies, and interviewing for jobs. Job readiness assistance is
an activity that provides a recipient with training to learn basic job seeking and interviewing
skills, to understand employer expectations, and to learn skills designed to enhance an
individual’s capacity to move toward self-sufficiency. Job readiness assistance also
comprises the following activities:

a. Preparing an individual to obtain or retain employment, such as preparing a resume or
job application, interviewing skills, instruction in work place expectations, life skills
training; and

b. Substance abuse treatment, mental health treatment, or rehabilitation activities for
those who are otherwise employable.

Treatment or rehabilitation services can include residential treatment, group or
individual therapy, support group, or participation in Alcoholics Anonymous, and
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Narcotics Anonymous. While the Family Violence Option has been adopted for
domestic abuse victims, on a case-by-case basis, if the individuals are capable of
employment, they have the opportunity to address barriers to employment.

Treatment and services for domestic abuse victims include the following activities
when needed to seek or prepare for employment: individual counseling of the
participant and children; group counseling; substance abuse services; medical and
public health services; mental health services; independent living skills; financial
planning and life skills training.

The criteria professionals use for assigning these services is that they must be
necessary to prepare an individual to obtain or maintain employment or participate in
welfare-to-work activities and must be verified and documented in the WTW plan
and/or case file. If a portion of the treatment or rehabilitation activities meets a
common-sense definition of another work activity, such as community service or work
experience, then the hours associated with the “work™ will count under that activity and
the actual treatment hours will count in job search and job readiness assistance.

c. Drug testing for a specific job classification and taking tests to qualify for specialized
certificates. These activities will be assigned to the extent they are determined
necessary for the participant to obtain or prepare for employment or participate in other
welfare-to-work activities.

d. Hours reported under this activity may include time spent online in distance learning
activities. Online tasks could include, searching for job vacancies, submitting résumés
and completing applications.

Hours spent in these activities will be verified and documented in the WTW plan. Job
interviews may be obtained from participating in this activity. Reasonable transportation
time between job interviews, but not to the first interview or from the last one of the day,
will count toward job search and job readiness hours. A county may require additional
verification of activities, which may include such documents as job contact logs that
provide sufficient information to verify the job search activity, mileage logs, or other
documentation included in the case file.

2. Describe how the State determines the number of countable hours of participation for the
activity. If the State uses different methods for different services or programs within the
activity, the State should describe each.

Weekly hours of participation are determined by adding the total number of participation
hours for the month in this activity and then dividing the total monthly hours by 4.33 (the
average number of weeks per month). If the information necessary to determine
countable hours is not in the case file, the county welfare department will make contact
with the recipient and/or service provider, as appropriate.

3. Describe how the State verifies the actual hours of participation for the activity. Include
the procedures for obtaining and maintaining documentation of hours of participation.

The number of hours of participation for this activity is documented and verified using
records maintained in the case file, such as time and attendance records from the service
provider or recipient, and/or other welfare-to-work records. If information necessary to
verify actual hours is not in the case file, the county welfare department will seek
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documentation from the service provider. The documentation is maintained in the case
file and includes the participant’'s name; the name of the employer, work site supervisor or
other service provider; the number of hours; and the name and phone number of the
person verifying the hours and is made available at least monthly by the service provider,
supervisor, and/or participant.

4. Describe the methods of daily supervision for each unpaid work activity.

Daily supervision is the supervision determined appropriate and provided by the training or
service provider at the same level as other job search and job readiness assistance
participants. If the work-eligible individual is assigned to self-directed job search, the
individual will communicate and/or discuss his or her participation on a daily basis with a
service provider or case manager to ensure that he or she receives support and direction
in the activity. Documentation of this communication, whether by e-mail, telephone or in
person, will be maintained in the case file.

5a. If the State intends to count substance abuse treatment, mental health treatment and
rehabilitation activities, describe the criteria to determine whether recipients are “otherwise
employable” and establish the necessity of treatment or therapy. Describe the certification
requirements for qualified medical or mental health professionals used in this process.

California intends to count substance abuse treatment, mental health treatment and
rehabilitation services for those who are otherwise employable. If there is a concern that a
mental disability exists that will impair the ability of a recipient to obtain employment, he or
she is referred to the county mental health department for an evaluation. The county
mental health department or its contractor evaluates the recipient and makes a
determination of any treatment needs.

The evaluation includes the extent to which the individual is capable of employment at the
time and under what working and treatment conditions the individual is capable of
employment. The evaluation also includes any prior diagnoses, assessments, or
evaluations that the recipient provides. The county welfare department develops the
individual WTW plans for participants with mental or emotional disorders based on this
evaluation.

If there is a concern that a substance abuse problem exists that will impair the ability of a
recipient to obtain or retain employment, he or she is referred to the county alcohol and
drug program for an evaluation and determination of any treatment necessary for the
participant’s transition from welfare to work. If the county welfare department determines
that the county alcohol and drug program or its contractor and/or service provider is
unable to provide the needed services, the county welfare department may contract
directly with a non-profit State-licensed narcotic treatment program, residential facility, or
certified non-residential substance abuse program to obtain substance abuse services for
participants. If a participant is determined to have a substance abuse problem, the
participant’'s WTW plan is based on the results of the evaluation. The WTW plan may
include appropriate treatment requirements, including assignment to a substance abuse
program.

Learning disability evaluations must be performed by qualified learning disability
professionals who use recognized and validated learning disabilities evaluation tools to
identify learning disabilities and to determine the appropriate accommodations for
individuals with learning disabilities. If the learning disabilities evaluation establishes that
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the participant has a learning disability that interferes with obtaining or retaining
employment or participating in program activities, the county welfare department will
develop or modify the welfare-to-work plan to reflect appropriate activities and necessary
reasonable accommodations. This will be done based on the results of the learning
disabilities evaluation and discussions with the participant.

5b. Describe how the State ensures that no more than six total weeks (four consecutive
weeks) of job search and job readiness assistance are reported in a fiscal year (or a total
of twelve weeks in States that meet the definition of a “needy State” for the Contingency
Fund).

For purposes of the six-week limit, no more than four consecutive weeks per federal fiscal
year, will be counted. A week consists of seven consecutive days. Beginning October 1,
2006, a week starts on Monday and ends on Sunday. Participation by each individual is
evaluated and a determination is made about whether the hours of participation in job
search and job readiness are necessary for the case to meet the federal work
requirements.

For the purposes of completing the TANF data reports, the State currently ensures the
time limit is not exceeded by individual analysis of each case file by data collection staff.
Beginning October 1, 2006, if participation in other federally-allowable activities meets or
exceeds the requirement, then the hours of participation in job search and job readiness
assistance will not be counted toward the six-/12-week limit. Beginning October 1, 2007,
the State will verify that the county welfare departments have tracking systems in place
that monitor participation consistent with federal requirements.

Community service programs

1. Describe the services or programs the State includes under the activity. (Services and
programs must conform to the Federal definition of the activity.)

Community service is training that is temporary and transitional, is performed in the public
or private nonprofit sector, and provides basic job skills that may lead to employment while
meeting a community need. Other activities may be included within the community
service programs. In these situations, short-term training or equivalent activities will be
included if they are of limited duration (usually no longer than six months) and are
necessary for participation in the community service activity.

2. Describe how the State determines the number of countable hours of participation for
the activity. If the State uses different methods for different services or programs within
the activity, the State should describe each.

Weekly hours of participation are determined by adding the total number of participation
hours for the month in the activity and then dividing the total monthly hours by 4.33 (the
average number of weeks per month). If the information necessary to determine
countable hours is not in the case file, the county welfare department will make contact
with the recipient and/or service provider, as appropriate.
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3. Describe how the State verifies the actual hours of participation for the activity. Include
the procedures for obtaining and maintaining documentation of hours of participation.

Actual hours of participation are documented and verified using time sheets, attendance
records, and similar documentation made available and signed by the service provider and
maintained in the case file. If the documentation is not signed by the service provider,
actual hours of participation are verified by contacting the service provider.

Documentation includes the participant’'s name; the name of the employer, work site
supervisor or other service provider; the number of hours; and the name and phone
number of the person verifying the hours. Documentation of participation is provided on a
monthly basis, which is maintained in the case file.

4. Describe the methods of daily supervision for each unpaid work activity.

Daily supervision is the supervision determined appropriate and provided by the training or
service provider at the same level as other community service participants.

ba. Describe how the types of community service positions that create an employer/employee
relationship and are subject to the FLSA minimum wage requirements will be determined.

In California, community service positions are subject to the FLSA minimum wage
requirements. As a result, the number of hours of participation in community service
programs is determined by adding the monthly CalWORKSs grant and food stamp amounts
and then dividing by the federal or state minimum wage, whichever is higher. In addition,
the State provides workers’ compensation coverage to recipients in community service
programs and work experience activities.

bb. If the State permits self-initiated community service positions, describe how it determines
that the position provides a direct community service and improves the recipient’s
employability.

Participation in self-initiated community service programs is permitted as long as the
activity is temporary and transitional, is performed in the public or private nonprofit sector,
provides basic job skills that may lead to employment while meeting a community need,
and is approved by the county welfare department. The county welfare department will
only approve self-initiated community service programs that are appropriate for the
participant based on the assessment of the following:

e The participant's work history and an inventory of his or her employment skills,
knowledge, and abilities.

e The participant's educational history and present educational competency level.

e An evaluation of the chances for employment given the current skills of the
participant and the local labor market conditions.
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Vocational educational training

1. Describe the services or programs the State includes under the activity. (Services and
programs must conform to the Federal definition of the activity.)

For federal data reporting purposes, vocational educational training is organized
educational programs that are directly related to the preparation of individuals for
employment in current or emerging occupations that require training other than a
baccalaureate or advanced degree. Vocational education must be provided by vocational-
technical schools, postsecondary institutions and proprietary schools.

Vocational educational training placements are documented on a list developed by each
California county. The list, which is revised annually, includes programs that lead to jobs
in the local labor market and is used by the county welfare department to approve
vocational educational training and/or to assign activities as a result of assessment. For
programs not on the county’s list, the county welfare department determines if the
program is directly related to job preparation.

In some instances, the vocational educational training will be completed as part of
distance learning. Participation will count toward vocational educational training hours
only when the time spent can be monitored by the service provider and reported to the
county welfare department. Only structured and monitored study sessions which can be
verified and documented in the case file will be counted.

2. Describe how the State determines the number of countable hours of participation for the
activity. If the State uses different methods for different services or programs within the
activity, the State should describe each.

Weekly hours of participation are determined by adding the total number of participation
hours for the month in the activity and then dividing the total monthly hours by 4.33 (the
average number of weeks per month). If the information necessary to determine
countable hours is not in the case file, the county welfare department will make contact
with the recipient and/or service provider, as appropriate.

3. Describe how the State verifies the actual hours of participation for the activity. Include the
procedures for obtaining and maintaining documentation of hours of participation.

The actual hours of participation for this activity may be documented and verified using
information gathered during the QR 7 process, and/or other records in the case file, such
as laboratory time and classroom time sheets, attendance records, and similar
documentation made available by the service provider and/or participant and maintained
in the case file. Documentation is reported to the county welfare department on a monthly
basis. If documentation is not gathered during the QR 7 process and information
necessary to verify actual hours is not in the case file, the county welfare department will
seek documentation from the service provider. Documentation is maintained in the case
file and includes the participant’s name; the name of the employer, work site supervisor or
other service provider; the number of hours; and the name and phone number of the
person verifying the hours.
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4. Describe the methods of daily supervision for each unpaid work activity.

Daily supervision is the supervision determined appropriate and provided by the training or
service provider at the same level as other students and trainees.

ba. Describe how the State ensures participation in vocational educational training does
not count beyond the statutory limitations limiting participation to 12 months lifetime
per individual.

For purposes of completing the TANF data reports, the State currently ensures the time
limit is not exceeded by individual analysis of each case file by data collection staff. The
State ensures that no more than 12 months of vocational educational training are counted
per lifetime by evaluating the participation of each individual and determining whether the
hours in the activity are necessary for the case to meet the federal work requirements.
Participation in vocational educational training beyond 12 months will count as job skills
training directly related to employment or education directly related to employment only
after the core hourly requirement has been met.

Beginning October 1, 2006, if participation in other federally-allowable activities meets or
exceeds the requirement, then the hours of participation in vocational educational training
will not be counted toward the 12-month limit. Beginning October 1, 2007, the State will
verify that the county welfare departments have tracking systems in place that monitor
participation consistent with federal requirements.

5b. Explain how the State will ensure that basic and remedial education and English as
a Second Language (ESL), if such activities are counted, are of limited duration and
a necessary or regular part of the vocational education training.

Basic and remedial education and English as a Second Language will be counted as part
of vocational educational training activity on a case-by-case basis when the participant’s
educational history and present educational competency level assessment shows a need
for such activities to be included in the vocational education program for the participant to
be successful. For example, Vocational English as a Second Language (VESL) is a short-
term (usually three to six months) embedded activity that allows non-native English
speakers to learn the language that is specific to and necessary for successful
performance in a particular vocation. The service provider and/or the recipient’s case
manager will determine whether the activities are necessary for successful participation.

Job skills training directly related to employment

1. Describe the services or programs the State includes under the activity. (Services and
programs must conform to the Federal definition of the activity.)

For federal data reporting purposes, job skills training directly related to employment is
training or education for job skills required by an employer to provide an individual with the
ability to obtain employment or to advance or adapt to the changing demands of the
workplace. The activity may include either customized or general training to prepare an
individual for employment, including literacy and language instruction and other remedial
education. Job skills training directly related to employment may include four-year
bachelor degree programs at any State-certified college or university. Activities may
include vocational educational training that has been extended beyond 12 months.
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In some instances, the job skills training will be completed as part of distance learning.
Participation will count toward job skills training directly related to employment only when
the time spent in the distance learning component can be monitored by the service
provider and reported to the county welfare department and documented in the case file.
Only structured and monitored study sessions that can be documented and verified will be
counted.

2. Describe how the State determines the number of countable hours of participation for the
activity. If the State uses different methods for different services or programs within the
activity, the State should describe each.

Weekly hours of participation are determined by adding the total number of participat