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Participation and Activities
Guidelines
Overview
A parent or caretaker receiving assistance must engage in work activities when the State has determined that the individual is ready to engage in work.

[CFR 261.10(a)(1)]

The Job Opportunity and Basic Skills program provides education, training and employment services to cash assistance recipients. An initial assessment is conducted of the skills, prior work experience and employability of each caretaker recipient who is at least age 18 or who has not completed high school (or equivalent) and is not attending secondary school. A case plan is developed, in consultation with the individual on the basis of the assessment. 

Participation

Federal regulations define who must participate in activities, how many hours an individual must participate, who is exempt from participation and disqualification and who is excluded (removed) from the participation count. In addition, Oregon statute identifies additional individuals exempt from participation. Unless specified, the following is based on federal participation requirements:  
Who Must Participate? All work-eligible individuals must participate in case plan activities. A work eligible individual is defined as:

· An adult receiving TANF cash assistance, or
· A minor parent head-of-household receiving TANF cash assistance
Note - excludes minor parents who are receiving TANF as a dependent child on their parent’s case 
Who is Exempt from Participation? The following individuals are exempt from federal participation requirements:
· one caretaker (age 20 or over) per family caring for a child under 12 months (maximum 12 month exemption) 
Oregon also exempts the following individuals from participation requirements:  
· one caretaker (under age 20) per family caring for a child under 4 months
· parent in 9th month of pregnancy 
· parent experiencing medical complications due to pregnancy
· individual 60 years of age or older
· individual whose participation is likely to cause undue hardship or is contrary to the best interest of the child or needy caretaker relative 
· Vista volunteer 

Who is Excluded from Participation? The following individuals are excluded from federal participation requirements:

· SSI and/or SSDI recipients
· Non-citizens who are not authorized to work in the United States

· A parent providing care for a family member with a disability living in the home (medical documentation of needed care is required)

· Non-needy caretaker relatives

Participation Rate - Caseload - The caseload participation rates are as follows:

· 50% of households with one work eligible individual must meet minimum federal participation requirements
· 90% of households with two work eligible individuals must meet minimum federal participation requirements
Participation Rate - Work-Eligible Individuals - The number of hours a work-eligible individual must participate each week is determined by:

· age of the work eligible individual, and
· number of work eligible individuals in the household, and
· age of youngest child (HH’s w/one work eligible individual), and
· work eligible individuals receiving subsidized child care (HH’s w/two work eligible individuals)
Single Parent Households - A work eligible individual must participate a minimum of:
· 20 hours per week = 20/Core (youngest child under age 6)
· 30 hours per week = 20/Core + 10/Core or Non-Core Activities (youngest child age 6 or older)

Two-Parent Households - Both work eligible individuals must participate a combined minimum of:
· 35 hours per week = 30/Core + 5/Core or Non-Core (without subsidized child care), or
· 55 hours per week = 50/Core + 5/Core or Non-Core (with subsidized child care), or
· 30 hours per week = 30/Core (if one individual is exempt due to caring for a family member with a disability)
Except - two parent households w/a work eligible individual who has a disability (e.g. deprivation based on incapacity) are not considered two-parent families for federal participation purposes. Participation requirements for two-parent households with an adult with a disability are based on Single Parent Households above.
Note - in households with two work eligible individuals, there is no requirement/mandate that both individuals participate vs. one of the individuals participating. When one or both adults participates the  minimum number of hours needed, both adults will be ”deemed” to have met participation.  
Teen Parents (age 19 and younger) - A teen parent must participate a minimum of:
· 1 hour or more per week = HS/Satisfactory attendance at a secondary school or the equivalent, or
· 20 hours per week = AB/Education directly related to employment
Note - participation requirements for a two-parent household with one parent under age 20 and the other parent age 20 or over is the same as the Two-Parent Household participation rate above.
Medical Documentation - Documentation from a qualified medical professional is needed for a work eligible individual who:

· has a disability (two-parent households), and

· is needed to care for an individual with a disability who lives in the home
Activities

An activity, as specified in the case plan, is intended to reduce barriers, promote family stability and increase the likelihood of self-sufficiency, employment, job retention, wage enhancement, and financial independence. 
Federal regulations define the various activities countable toward participation, which are categorized as Core or Non-Core. DHS has identified additional family stability/wellness activities; however, these are Non-Countable toward meeting federal participation requirements. In addition, some activities are:

· limited in the length of time they are countable toward federal participation

· limited, based on the Fair Labor Standards Act (FLSA), in the number of hours each week a client may participate

JOBS Program Activities - The JOBS Program activities are:

	CORE
	NON-CORE
	Non-Countable

	Unsubsidized Employment
WO - Working

MI - Micro-enterprise
Subsidized Employment

PL - JOBS Plus

WS - Work Supplementation
On-the-Job Training

JT - On-the-Job Training
Work Experience

WE - Work Experience

SW - Sheltered/Supported Work
Job Search and Job Readiness

JO - Job Search

LS - Life Skills

DA/DT - Drug & Alcohol Assessment/Treatment

MH/MT - Mental Health Assessment/Treatment

RA - Rehabilitation

Vocational Educational Training

VT - Vocational Training

PS - Parents as Scholars

Community Service Programs

CP - Community Service Programs

CF - Providing Child Care for Community Service Program participants
	Job Skills Training Directly Related to Employment
JS - Job Skills Training

ES - English Language Learners

HS - High School or GED

AB - Education directly related to employment
	Family Stability / Wellness
CH - Child Health & Development

CI - Crisis Intervention

DV - Domestic Violence Intervention
FA - Family Stability

FC - Family Support & Connections

ME - Medical Issues

PE - Program Entry

RE - Re-Engagement

BR / RT - Retention Services

SC - Services to Child Welfare Families

SS - Social Security Application Process

SL - Stabilize Living Situation


Core and Non-Core Activity Participation Count Limits - Some Core and Non-Core activities have limits on the number of weeks or months of participation that are countable toward federal participation requirements. These are:

· Vocational Educational Training (PS, VT)

- 12 months lifetime (one or in combination)

· Job Search and Job Readiness (LS, JO, DT, MT, RA)

- 240 hours (within 12 month period) - single parent w/child under age 6

- 360 hours (within 12 month period) - all others 

FLSA - The Fair Labor Standards Act (FLSA) requires that individuals participating in unpaid employment activities, in effect, cannot “work off” their TANF and SNAP benefits at an hourly rate that is less than the state minimum wage. Activities subject to FLSA are:

· WE - Work Experience

· SW - Sheltered/Supported Work

· CP - Community Service Programs 

If an individual is participating in one of the activities above, they cannot be required to participate more hours than the number as determined by adding their TANF cash assistance and SNAP benefits and dividing by Oregon’s minimum wage. 

Example - Three person household, 1 adult and 2 children. The youngest child is age 8. Household receives $506 in TANF and $500 in SNAP benefits. 

$506 + $500 = $1006 / $8.50 = 118 hours month (rounded) / 4.33 weeks in a month = 27.3 hours per week maximum
The maximum number of hours this individual is required to participate in a WE, SW or CP activity is 27 per week.

An individual who participates in WE, SW or CP for the maximum number of hours per month that is required, is “deemed” to have met federal participation requirements, up to 30 hours per week, even if the hours are less than federal participation requirements. Hours of participation include actual hours of attendance, and applicable holidays and excused absences.

 Example - Three person household, 1 adult and 2 children. The youngest child is age 8. Household receives $506 in TANF and $500 in SNAP benefits. Based on the age of the youngest child, this individual must participate 30 hours per week to meet federal participation requirements.
FLSA - $506 + $500 = $1006 / $8.50 = 118 hours (rounded) / 4.33 = 27.3 maximum hours per week in WE, SW or CP.

If the individual participates the full 27 hours per week in an unpaid work activity, they will be “deemed up” to 30 hours per week.
Households with one work-eligible individual who is participating in WE, SW or CP may, but does not need to, participate in other activities. In households with two work-eligible individuals, an additional 5 hours of Core or Non-Core activities is required.
Example - Three person household, 2 adults and 1 child. Household receives $506 in TANF and $500 in SNAP benefits. If this household does not receive subsidized child care, one or both adults must participate a combined minimum of 35 hours (30 Core + 5 Core/Non-Core) to meet federal participation requirements.
FLSA - $506 + $500 = $1006 / $8.50 = 118 hours (rounded) / 4.33 = 27.3 maximum hours per week in WE, SW or CP.

If the individual participates the full 27 hours per week in an unpaid work activity, they will be “deemed up” to 30 hours per week. However, an additional 5 hours of participation in Core or Non-Core activities is need for the adults to meet federal participation requirements.
The FLSA calculation to determine the maximum number of participation hours expected in WE, SW or CP is done by the DHS case worker. The FLSA calculator can be accessed via the TANF Staff Tools website at: http://www.dhs.state.or.us/caf/ss/tanf/docs/flsa-calculator.xls
The “deeming” process is done by DHS Central Office. 
Daily Supervision of Participants - All Core and Non-Core activities, except paid work activities (JT, MI, PL, and WS), must be supervised on an on-going basis no less frequently than once each day in which the individual is scheduled to participate. Although supervision may not involve direct daily face-to-face contact, daily supervision does include the daily assignment of tasks or duties and oversight of the client's participation.

Attendance

Documentation - Attendance documentation must support each individual’s participation in case plan activities. In addition, attendance documentation must:

· include participants name

· include actual hours of participation

Note - for paid work activities (JT, MI, PL, WS) actual hours of participation includes hours for which the individual was paid, including paid holidays and sick leave 

· contain the following:

· name of employer, work site, school or service provider
· name and phone number of person verifying attendance
· certification the client received daily supervision

· be recorded no less than on a weekly basis
· be kept in the client case file or other central location
Documentation - Specific Requirements - In addition to the general attendance documentation requirements above, specific activity attendance and documentation requirements include: 

Employment - (unsubsidized, subsidized, OJT) - acceptable attendance documentation includes: pay stubs; employer reports; or, time and attendance records substantiating hours of participation.
Homework - 1 hour of unsupervised homework “attendance” can be given for each hour of school time. Additional supervised homework attendance, not to exceed the study expectations of the program, can be given if the documentation meets the requirements above.
Limitations - Attendance cannot be given for:

· school breaks (Christmas, Spring, or Summer)
· travel time to and from home or activities
Except: attendance may be counted for travel between actual work search employer contacts
· time waiting for an activity to begin or time between activities
Holidays and Excused Absences - Attendance may be given for holidays and/or excused absences for unpaid work activities only.  

· Excused absences may be counted as attendance not to exceed 16 hours per month or 80 hours in the past 12 months.  

· Holidays may be counted as attendance when the individual was actually scheduled to participate on the day the holiday is observed. The maximum number of holidays allowed in a calendar year is 10. The recognized holidays are:

New Year's Day


Martin Luther King's Birthday


President's Day


Memorial Day


Independence Day

Labor Day


Veterans' Day


Thanksgiving Day


Christmas Eve

Christmas Day
Forms - Provider attendance forms may be used for most activities, except:

Job Search (IJ, JO) -

DHS 475 Job Search Verification - must be used for actual work search 

Education (AB, ES, HS, JS, PS, VT) -

DHS 7861 Education and Training Report - must be used for individual students. For educational activities where two or more clients are attending, other school attendance records may be used.

DHS 7862 Supervised Homework Attendance Report - must be used for any additional homework attendance - Note - total homework hours cannot exceed the study expectations of the educational program.

Auto-Attendance - Attendance in most activities requires weekly data entry. However, attendance in the WO, FA, or SS activity is auto-updated. 

In the WO-Working, FA-Family Stability or SS-Social Security Application Process activity, once the applicable attendance documentation is received, and an activity “actual start date” and the first two weeks of attendance entered, TRACS will automatically update the attendance for six months.

When DHS receives information that the client’s actual hours have changed, or no later than the end of any six month period, actual attendance hours must be re-verified.[image: image1.png]
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