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H10-021 – Procedure
March 9, 2010
	TO: 
	Area Agency on Aging (AAA) Directors 

	FROM:
	Bill Moss, Director, Home and Community Services Division

Kathy Marshall, Director, Management Services Division

	SUBJECT: 
	Title V Senior Community Service Employment Program (SCSEP) Distribution of Additional Funds

	Purpose:
	To notify Area Agencies on Aging (AAAs) and Title V Subgrantees of the distribution of additional funds.

	Background:
	On December 16, 2009, President Obama signed the Department of Labor Appropriations Act (Pub. L. 111-117) that provides additional SCSEP funding.  These funds will enhance SCSEP by expanding the number of participants assigned to community service work. The wages paid to these low-income seniors will provide a direct stimulus to local economies. The intent of these additional funds is to immediately serve unemployed, low-income seniors in these difficult economic times, especially those who cannot be served by regular funding or when the American Recovery and Reinvestment Act (ARRA) funds expire.  MB H10-012 outlined how subgrantees could apply for these additional funds.

	What’s new, changed, or

Clarified

 
	The total 2009 Appropriations Act funds awarded to Washington State is $649,210.  The grant award period is 1/29/2010 to 6/30/2011 (17 months).  These are supplemental, regular grant funds (not ARRA) and participants will be enrolled in the regular SCSEP program. These funds can be used to transition SCSEP participants enrolled under ARRA to the regular grant.
Equitable distribution does not apply to these funds and not every subgrantee requested or received additional funding.  Attached is the distribution of the additional funds to subgrantees. Distribution of funds was based on slots requested, demonstrated need, financial management and satisfactory performance.

	ACTION:
	SCSEP subgrantees who receive additional funds must:

1. Recruit and enroll new participants according to SCSEP eligibility rules or transfer participants from ARRA-funded placement.
2. Manage the customer flow of the SCSEP program so that Appropriations Act funds are expended by June 30, 2011.
3. Continue to manage the regular SCSEP program, including achieving continuous quality improvement that results in meeting required performance outcomes. 
4. As ARRA funds are depleted, transfer ARRA participants to the regular SCSEP program by completing the attached transfer form and emailing/faxing it to Debbie Bennett. 
5. Apply all regular SCSEP rules and regulations to these additional funds.

Accountability and transparency for appropriate use of Appropriations Act funds will be ensured through the following Title V subgrantee activities:
· Participants funded with Appropriations Act funds are considered enrolled in the regular SCSEP program for performance purposes. SCSEP participants will be tracked in the online data collection system, SCSEP Performance and QPR Results System (SPARQ), using the regular process.  There will not be separate QPRs for this grant.
· At the end of the 17-month grant period, participants funded through the Appropriations Act continue to be in the regular SCSEP program as long as the subgrantee has capacity.
· Protecting against maintenance of effort violations.
· Tracking Appropriations Act funds separately from program year SCSEP grant funds and submitting all billings monthly and in a timely manner using the attached, revised BARS billing form. 
SCSEP subgrantees are currently managing multiple SCSEP funding sources that will need to be tracked separately and billed on separate BARS billing forms.  They must be spent by the following dates:

· ARRA SCSEP funds must be spent by June 30, 2010.  

· It is anticipated that there will be no carryover of Regular SFY10 (PY2009) SCSEP funds into SFY11 (PY2010); they must be spent by June 30, 2010.

· Appropriations Act funds must be spent by June 30, 2011.
 Requirements for match related to Title V SCSEP Appropriations Act 2011 expenditures are the same as for regular SCSEP expenditures.  You must report all non-federal resources provided for the SCSEP program.

	Related 
REFERENCES:
	Title V Subgrantees are expected to adhere to the current statutory and regulatory requirements for SCSEP as contained in each of the following:  

· 2006 Older Americans Act (OAA) Amendments, Public Law 109-365, 42 United States Code 3056 et. seq.
· SCSEP Performance Accountability Interim Rule, 20 CFR Part 641, Subparts A and G, 72 Federal Register 35832 (June, 29, 2007)
· SCSEP Final Rule 20 CFR Part 641, April 9, 2004
· Priority of Service for Covered Persons: Final Rule 20 CFR Part 1010, 73 FR 78132 (December 19, 2008)


	ATTACHMENT(S):   
	A. WA State Appropriations Act-SCSEP Funding & Position Distribution:

[image: image1.emf]Title V SCSEP  Recipient Allocation.xls


B. Appropriations Act-SCSEP Billing Instructions:

[image: image2.emf]Title V Additional  funding Billing Instructions.doc


C. Appropriations Act -SCSEP BARS Billing Form:

[image: image3.emf]BARS Form Title V  SCSEP Appropr Act Funding 2011.xls


D. ARRA to Regular Transfer Template:

[image: image4.emf]Transfer from ARRA  template ADSA.doc


E. PY2009 ADSA SCSEP Desk Manual:

[image: image5.emf]Att XI PY2009  Washington State SCSEP Desk Manual.doc




	CONTACT(S):
	Debbie Bennett, SCSEP Program Manager

(360) 725-2557
Deborah.bennett@dshs.wa.gov  

Anna Glaas, Grants Unit Supervisor
(360) 725-2374

Anna.glaas@dshs.wa.gov 
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Attachment B



Washington State Title V SCSEP Appropriations Act Funding 2011

Billing Instructions


A separate billing form must be used to bill for Title V SCSEP Appropriations Act expenditures (see Attachment C).   This billing form is also available on-line at http://adsaweb/aaa/BF/Billing.  A maximum of 13.8% can be spent on admin; a minimum of 75% must be spent on wages and benefits (EWFB).  Please note that these lids differ from the regular grant lids.

Wages and benefits of non-ARRA SCSEP participants can be charged to either the regular grant or the Title V SCSEP Appropriations Act grant, or can be split between the two grants.  Wages and benefits of ARRA SCSEP participants can be charged only to the ARRA grant.  

Allowable administrative and other costs can be charged to the regular grant, the Title V SCSEP Appropriations Act grant, or the ARRA grant.  If you choose to split out expenditures, you must ensure you do not bill for more than 100% of the total, allowable expense.  For example, if you have $1,000 of allowable rent expenses, and charge $600 to your regular grant, you cannot charge more than $400 to your Title V SCSEP Appropriations Act 2011 grant or your ARRA grant.

Requirements for match related to Title V SCSEP Appropriations Act 2011 expenditures are the same as for regular SCSEP expenditures.    You must report all non-federal resources provided for the SCSEP program.
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Title V

		BARS Support Form

		AAA Name:																Contract #:

		Funding Source: Title V SCSEP Approp Act Funding JANUARY 2010-JUNE 2011																Reporting Period:

		BA Sub		Budget						CURRENT MONTH EXPENDITURES						EXPENDITURES TO DATE						Match%

		555		Account						GRANT		MATCH		TOTAL		GRANT		MATCH		TOTAL				Contract		Contract

		Sub El		Title																				Budget		Balance

		11		AAA Planning / Admin.						0.00		0.00		0.00		0.00		0.00		0.00		0.00%		0.00		0.00

		12		Interfund Payments for Services						0.00		0.00		0.00		0.00		0.00		0.00		0.00%		0.00		0.00

				Total Administration (Max. 13.8% of Expenditures)						0.00		0.00		0.00		0.00		0.00		0.00		0.00%		0.00		0.00

		83		Senior Employment

		.1		Program / EWFB (Min. 75.0% of Expenditures)						0.00		0.00		0.00		0.00		0.00		0.00		0.00%		0.00		0.00

		.2		Program / Other						0.00		0.00		0.00		0.00		0.00		0.00		0.00%		0.00		0.00

				Total Services						0.00		0.00		0.00		0.00		0.00		0.00		0.00%		0.00		0.00

				Total All Elements						0.00		0.00		0.00		0.00		0.00		0.00		0.00%		0.00		0.00

														Admin/Total All Elements=		0.00%

												EWFB/Total All Elements=				0.00%

												Non-Expendable Property Acquired

												Was there any property purchased during this

												budget period having an acquisition unit cost of

		Match				This Month		YTD				$5,000 or more?								Reimbursement Data

		SCSA				0.00		0.00				Yes                    No								Grant Expenditures to Date						0.00

		Other Cash				0.00		0.00												Grant Expenditures Previously Billed						0.00

		In-Kind				0.00		0.00				Approval is required before purchase.								Total Grant Request						0.00

		Total Match**				0.00		0.00

		**Total Match Must Equal "Match" Columns Above								Vendor's Certificate:  I hereby certify under penalty of perjury that the items and totals listed

										herein are proper charges for materials, merchandise or services furnished to the State of

										Washington and that all goods furnished and/or services rendered have been provided

										without discrimination on the grounds of race, creed, color, national origin, sex or age.

		Approved by:_____________________________________________										Date:_______________________				Prepared by:_____________________________________								Date:_______________________






_1329552789.doc
Template for E-mail Requests to

Transfer Participants from Recovery Act to Regular SCSEP Grants


I am requesting approval to transfer ​​​​​_______ (number of participants) from our Recovery Act grant #AD_____________________ to our regular PY 2009 grant #AD______________________. 


Names of transferring participants and the effective date:


(Example:  John Doe, 5/30/2010)


I certify that:

 


1.  The participants are being transferred to meet the June 30, 2010, date for ending the Recovery Act grant.

2.  The requested transfers will not have a negative effect on Equitable Distribution.

3.  Regardless of these transfers, the grantee will spend all of its Recovery Act funds.  Upon request, the grantee will provide information establishing that the Recovery Act funds will be expended by June 30, 2010.

Authorized Signature: ________________________________________________

Instructions:  Please fill in the blanks, sign, scan the document into a .pdf, .jpg, or other electronic format, and return by email to:


Debbie Bennett at Deborah.bennett@dshs.wa.gov or FAX to 360-438-8633


_1329217483.xls
allocation

		ALLOCATION OF SCSEP  APPROPRIATION ACT FUNDING JANUARY 2010-JUNE 2011

				Modified		Program		Wages &		Other Participant

				slots		Admin		Benefits		Costs		Total

						13.8% max.		75.0% min.

		Olympic		6		$   13,605		$   75,165		$   9,817		$   98,587

		King		9		$   20,409		$   112,748		$   14,723		$   147,880

		Southeast		0		$   - 0		$   - 0		$   - 0		$   - 0

		Yakama Nation		0		$   - 0		$   - 0		$   - 0		$   - 0

		Aging & Long Term Care of Eastern WA		5		$   11,337		$   62,637		$   8,181		$   82,155

		Colville Nation		0		$   - 0		$   - 0		$   - 0		$   - 0

		Kitsap County Division of Aging & Long Term Care		5		$   11,337		$   62,637		$   8,181		$   82,155

		Northwest Workforce Development Council		5		$   11,337		$   62,637		$   8,181		$   82,155

		Employment Security Dept Everett		0		$   - 0		$   - 0		$   - 0		$   - 0

		Edmonds Community College Workforce Development		4		$   9,070		$   50,110		$   6,545		$   65,725

		Employment Security Dept. Olympia		0		$   - 0		$   - 0		$   - 0		$   - 0

		Partners In Careers		1		$   2,267		$   12,527		$   1,636		$   16,430

		Skill Source		4		$   9,070		$   50,110		$   6,545		$   65,725

		Total		39		$   88,432		$   488,571		$   63,809		$   640,812
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Section 1—Overview of Title V


Title V of Older Americans Act (42 U.S.C 3056; Public Law 106-501) authorizes the Senior Community Service Employment Program (or SCSEP). Although the program is part of the Older Americans Act, it is not administered by the Administration on Aging, which typically controls OAA programs. The Department of Labor administers SCSEP. The Department of Labor has issued regulations to guide the Title V program. (20 C.F.R. Part 641)

Washington State is a Grantee under the act from the Department of Labor (DOL).


1.1
SCSEP has three basic purposes


To foster and promote useful part-time opportunities in community service activities for unemployed, low-income persons who are age 55 and over and who have poor employment prospects;


· To foster individual economic self-sufficiency; and


· To increase the number of older persons who may enjoy the benefits of unsubsidized employment in both public and private sectors.

National organizations receive 78% of the Title V SCSEP appropriation. The states receive the other 22% of the appropriation. All states receive an “equitable” share of the Title V funds. The State of Washington receives an allocation from the Department of Labor and then sub-contracts with Area Agencies on Aging and other governmental and nonprofit entities. The Department of Social and Health Services, Aging and Disability Services Administration is the state grantee for Washington’s SCSEP program.

1.2
Which national SCSEP programs are in Washington?

There are currently three national organizations that provide SCSEP in Washington State.  See the Equitable Distribution Report for more details on geographically based service areas.

 AARP

Jim Seith, National Director
601 E Street, NW
Washington, DC 20049
Ph: 202/434-2030
Fax: 202/434-6446
E-mail: jseith@aarp.org

Web site: www.AARP.org 

Steve Cook, Area 2 Manager


States of Washington, California, Nevada and Colorado


6 South Second Street, Suite 1109


Yakima, WA 98901


(509) 853-3410


(509) 853-3411 (FAX)


scsmcook@aol.com

Nora Norminton, SCSEP Project Director


King, Snohomish, Whatcom, Skagit and Island Counties
655 South Orcas Street, Suite 207
Seattle WA 98108
Ph: 206/624-6698 ( & TTY)
Fax: 206/624-6699 
E-mail: nnorminton@aarp.org  


Steve Reiter, SCSEP Project Director 


Adams, Chelan, Douglas, Grant, Pend Oreille, Stevens, Ferry, Okanogan, Benton, Franklin, Walla Walla, Columbia, Garfield, Asotin, Lincoln, Spokane, and Whitman Counties 

1801 West Broadway Suite #110
Spokane WA 99201-1874
Ph: 509/325-7712/7483
Fax: 509/325-772
E-mail: scsreiter@aol.com 

Goodwill Industries International, Inc.

Eric Olson, Director 


Workforce Development 
15810 Indianiola Drive 
Rockville, MD  20855 
Ph: (240) 333-5282 
Fax: (301) 530-1516 
E-mail:  eric.olson@goodwill.org
Website:  www.goodwill.org

Richard Corak, Director of Vocational Svs.

Tacoma Goodwill Industries

714 South 27th Street


Tacoma, WA 98409
Ph: 253/284-3318
Fax: 253/627-1248
E-mail: rcorak@tacomagoodwill.org 
Website: www.tacomagoodwill.org 

Tina Grieve, Program Manager

Tacoma Goodwill SCSEP Program


Longview Goodwill


720 14th Ave.

Longview, WA 98632


Ph: (360) 425-6929 


Email: tgrieve@tacomagoodwill.org 

Steve McNulty


Clark, Cowlitz, Grays Harbor, Lewis,   Mason, Pacific, & Skamania Counties

Ph: (360) 425-6929


E-mail: smcnulty@tacomagoodwill.org 

Esther Hicks, Tacoma WorkSource

Jefferson, Kitsap, Pierce, and Thurston Counties

Ph: 253/583-8811

E-mail: EHicks@esd.wa.gov   


Kelly Fox, Eastern Program Coordinator


Yakima, Klickitat, and Kittitas Counties


Ph: 509/425-6061


Email: kfox@yakimagoodwill.org 


Tacoma SCSEP Program:


253/593-7356 or 1-800-606-9849


National Asian Pacific Center on Aging (NAPCA)

Christine Takada, National Director

1511 Third Avenue #914
Seattle, WA 98101-1626
Ph: (206) 624-1221 
Fax: (206) 624-1023
E-mail: christine@napca.org 

Website: www.napca.org 


Donavan Lam, WA State Project Director


1511 Third Avenue #914


Seattle, WA 98101-1626
Ph: (206) 624-1221 
Fax: (206) 624-1023
E-mail: donavan@napca.org  


Website: www.napca.org 

1.3
How Does the State Provide SCSEP Program Services?

The Aging & Disability Administration (ADSA), part of the State of Washington Department of Social and Health Services (DSHS) contracts with area agencies on aging, local state employment offices, workforce investment boards, community colleges, and local private nonprofit entities to provide SCSEP services in Washington State 

The contract language with these contractors specifies the number of participant positions each is required to provide in each county they serve. The Equitable Distribution Report, created in collaboration with National Grantees and due to the Department of Labor each fall, provides guidance for determining how many total slots are distributed to each county.

The language in the regulations for the SCSEP program refers to sub-grantees. Services Providers under contract with sub-grantees are technically sub-sub-grantees; however, for the sake of brevity, they are included in the term “sub-grantees” in this manual.

1.4
Contact Information at the State Level is: 

Debbie Bennett/SCSEP Program Manager 
Department of Social and Health Services (DSHS)
Aging & Disability Services Administration (ADSA)
State Unit on Aging 
640 Woodland Sq. Loop Lacey 
P.O. Box 45600 Olympia WA 98504-5600 
360/725-2557 
1-800-422-3263 
FAX 360.438-8633 
TDD 360/493-2637 
deborah.bennett@dshs.wa.gov 

Anna Glaas, Grants Fiscal Manager

DSHS/ADSA


Management Services Division (MSD)

Ph: 360/725-2374


glassag@dshs.wa.gov

April Boze-Hassett, Contracts Specialist


DSHS/ADSA/MSD

Ph: 360/725-2387


bozeal@dshs.wa.gov 


Section 2—Coordination and MOUs with WIA 

2.1
Coordination with WIA

The SCSEP is a required partner under the Workforce Investment Act (WIA) and as such, it is a part of the One Stop Delivery System. SCSEP grantees are required to follow all applicable rules under WIA (20 CFR 652) and must provide all WIA core services. Core services include determination of eligibility; outreach, intake, and orientation; initial assessment of skills, aptitudes, abilities, and supportive service needs; job search and placement; career counseling, where appropriate; assistance in establishing eligibility for other social service programs and unemployment; and data or record keeping related to employment statistics and performance measures (20 CFR 662.240).

An assessment or Individual Employment Plan (IEP) completed by the SCSEP satisfies the condition for an assessment, service strategy or IEP completed at the One Stop and vice-versa.

2.2
Memoranda of Understanding (MOUs)

The memorandum of understanding is an agreement developed and executed between the Local Board and the One Stop partners relating to the operation of the one stop delivery system in the local area.

The MOU must cover the services to be provided through the One Stop delivery system; the funding of the services and operating costs of the system; the methods for referring individuals between One Stop operators and partners; and the duration and procedures for amending the MOU. It must also contain a statement that Title V resources may only be used to provide Title V services to Title V eligible individuals. The MOU should also discuss the reciprocal arrangements and the contents of the SCSEP IEP and WIA IEP.

Although SCSEP participants are not automatically eligible for intensive and training services under Title I of WIA, local boards may deem SCSEP participants, either individually or as a group, as satisfying the requirements for receiving adult intensive services under Title I of WIA.

A sample MOU for a can be found in the Appendices.

Section 3—Services Provided by SCSEP 

Sub-grantees are responsible for providing the following services to Title V participants (20 CFR 641.535)


· Orientation to the SCSEP, including information on project goals and objectives, community service assignments, training, supportive services, physical exams, participant rights and responsibilities, and permitted and prohibited political activities;


· Assessing work history, skills and interests, talents, physical abilities, needs for supportive services, occupational preferences, training needs, potential for performing community service assignment, potential for transition to unsubsidized employment at least two times during each twelve month periods; 


· Develop the Individual Employment Plan (IEP) using the information gathered during the assessment;


· Placing the individual in community service activities in the community in which they reside or a nearby community;


· Providing or arranging for necessary training specific to community service assignment;


· Assisting participants in arranging for other training identified in IEP;


· Assisting participants in arranging for needed supportive services;


· Providing participants with wages and fringe benefits for the time spent in community service employment activity;


· Verifying participant income  and program eligibility at least once every 12 months;

· Ensuring participants have safe and healthy working conditions at community service assignments; 


· Assisting participants in obtaining unsubsidized employment


· Providing appropriate referrals to, and coordination with One Stop Career Centers;


· Proving counseling on participant’s progress in meeting the goals and objectives identified in the IEP; and


· Following up with participants placed into unsubsidized employment over the first year to ensure and support employment retention.


·  Supportive services include, but are not limited to payment of reasonable costs for training (including computer and Internet access for distance learning); interpreter/translations costs; transportation; health care and medical services; special job related or personal counseling; incidentals such as work shoes, badges, uniforms, etc; child and adult day care; temporary shelter, and follow up services. All supportive services must be paid as other enrollee costs. When determining what supportive services to purchase with Title V dollars, sub-grantees should consider the impact such payment may have on their budget, especially the impact on the requirement that 75% of the Title V budget must be spent on Enrollee Wages and Fringe Benefits.  The highest priority for use of these funds is computer training.


Section 4—Priorities & Preferences

4.1
Priorities for Enrollment 

Eligibility is based on income, age and place of residence. Priority is to be afforded to individuals meeting the following “most-in-need” criteria:

1. Is 65 years of age or older; OR

2. Any of the following:

(a) Have a disability;

(b) Have limited English proficiency or low literacy skills

(c) Reside in a rural area


(d) Are veterans or spouses of veterans as defined in 20 CFR 641.520(a)(20:


(e) Have low employment prospects;


(f) Have failed to find employment after utilizing services provided through the One-Stop Delivery System; or


(g) Are homeless or are at risk for homelessness.  See OAA sec. 518(b)(1)-(2)


The “most-in-need” performance measure has been revised with the 2006 amendments to the OAA.   “Most-in-need,” or “the number of participating individuals described in subsection (a)(3)(B)(ii) or (b)(2) of Section 518,” is now defined by counting the total number of the above characteristics for all participants and dividing by the number of participants served.  Because of the revision, Washington State has a baseline performance goal of 1.4.  The web-based data collection system for SCSEP, or SPARQ, has been updated to capture these criteria, as have the Charter Oak Participant forms.

In addition, all ADSA-funded subcontractors must provide all services to minority and limited-English proficient (LEP) older adults in at least the same proportion as the population of minority and LEP older individuals in their service areas.  

Section 5—Screening and Eligibility

5.1
Screening

All contacts from individuals inquiring about the Title V program should be handled in a professional and appropriate manner. Basic client information can be obtained over the phone in order to determine potential SCSEP eligibility. Some key questions to ask over the phone are age, approximate income, family size, and residency. The screener should provide the caller/applicant with a brief explanation of the Title V program. 

All persons inquiring about the program have the right to apply for the program and should not be denied an opportunity to make an application for SCSEP. A copy of the sub-grantee’s grievance procedure should be given to all persons requesting an application for SCSEP.

If the individual appears to be ineligible for Title V the opportunity to apply for the program should  be offered and a formal determination of eligibility made. Inquiries that result in the individual not completing an application do not need to be entered in the Title V Database System, however, all completed and signed applications must be entered into the system.

5.2
Eligibility

Eligibility for the Title V Senior Community Service Employment program is based on several factors:

· Age 


· Residency

· Need for Job Readiness Training


· Financial Eligibility

· Employment Status

5.2A
Age Requirement

In accordance with regulations, anyone who is 55 years old meets the age requirements for the SCSEP.

5.2B
Residency


To be eligible to participate in the state funded SCSEP, applicants must be a resident of Washington and reside in the county in which the slot is allocated.

5.2C
Need for Job Readiness Training


Applicants who are work ready are not eligible for the SCSEP program. Applicants who are job ready will not be served by SCSEP and should be referred to the One Stop office in their local area for assistance.

Participants who have poor employment histories or have poor employment prospects would be eligible for participation in the SCSEP if they meet the age, employment status, and financial eligibility requirements.  Poor employment prospects means the likelihood that an individual will not obtain employment without the assistance of the SCSEP or any other workforce development program. Persons with poor employment prospects include, but are not limited to those without

· Substantial employment history;


· Basic skills; or English language proficiency or both; 

· Displaced homemakers;


· School dropouts; 


· Persons with disabilities, including disabled veterans; 

· Homeless individuals;


· Individuals residing in socially and economically isolated rural or urban areas where employment opportunities are limited.

5.2D
Financial Eligibility Requirement (Income) (See OWB 04-05, 4/12/04)

Persons age 55 and over who are members of a family with an income of not more than 125% of the income levels prepared by the Department of Labor (based on Federal Poverty Levels) are financially eligible for the SCSEP.

The income levels change each year when the Federal Poverty Levels change and DOL will issue a Training and Employment Guidance Letter (TEGL) to announce the new income levels. TEGLs can be found online at the DOL/ETA SCSEP Web Site. 

Family means a group of two or more people related by birth, marriage, or adoption and residing together; all such people (included related subfamily members) are considered as members of one family household.  

Persons who are considered “disabled” may be treated as a family of one for financial eligibility requirements. “Disability” is defined in Older Americans Act as amended in 2006 as “a disability attributable to mental or physical impairment, or a combination of impairments, that results in substantial functional limitations in one or more of the following areas of major life activity 

· Self Care;


· Receptive and Expressive Language;


· Learning;


· Mobility;


· Self Direction;


· Capacity for Independent Living;


· Economic Self Sufficiency;


· Cognitive functioning; and


· Emotional adjustment.

Disability should be documented, not just based on client statement alone. To get documentation, you may check with the Social Security office, local Medicaid office, Vocational Rehabilitation, or have the client provide a statement from a physician. To help you with this documentation, you may want to review the Memorandum dated July 22, 2003, located in the Appendices under the topic of DOL Technical Assistance Guides. A government determination of disability is best. The Social Security Administration will provide one for recipients of SSDI. In the absence of a formal determination, the participant could bring a certification from a doctor. However, the certification would have to address the definition of disability provided in the regulation and the Handbook. Mere conclusionary statements are not sufficient.

5.2E
What Types of Income are Included and Excluded for Participant Eligibility Determinations?

Income from all family members in a household is considered in determining financial eligibility for the SCSEP. Refer to TEGL 12-06 for definitions and details. Applicants must be asked to supply written documentation of income sources when conducting income eligibility and re-certification procedures. In remote locations where documentation may not be easily duplicated, sub-grantees must document discussions with applicants and enrolled participants relating to verifications of income eligibility. Attestation forms may be considered for reports of zero income.  Documentation in remote locations must include 

· The name of the individual conducting the interview/review;


· The name of the project & its location;


· The date the documentation was provided;


· The type of documentation provided; 


· Specific information from the documentation provided, such as amount shown, dates, etc.

Recertification for SCSEP income eligibility must be done at least one time in a 12 month period. It is strongly encouraged to perform annual assessments each February or March to align with the publication of the Federal Income Guidelines.

5.2F
Includable Income: 


With certain exceptions, the CPS official definition of “income” will govern the determination of SCSEP applicant eligibility.  The CPS income sources that apply are as follows:

· Earnings

· Benefits received under Title II of the Social Security Act (of which seventy=five percent will be counted as includable income)

· Survivor Benefits


· Pension or Retirement Income


· Interest income

· Dividends

· Rents, royalties, and estates and trusts

· Educational Assistance


· Alimony

· Financial Assistance from Outside the Family Household


· Other income.

5.2G
Excluded Income

· Social Security Disability Insurance


· Unemployment Compensation


· Twenty-five percent of a benefit received under Title II of the Social Security Act


· Payment made to or on behalf of veterans or former members of the Armed Forces under laws administered by the Secretary of Veterans Affairs.


· Supplemental Security Income


· Public assistance


· Income from other employment and training programs


· Disability benefits


· All forms of child support


· Workers’ compensation


· The first $2,000 of certain per capita fund distributions that are made to Indians pursuant to the Indian Claims Act, P.L. 93-134 and P.L. 97-458.


· SCSEP wages for self and spouse (if spouse is also a SCSEP participant)


· Any other income exception required by applicable Federal law—e.g., stipends from programs funded by the Senior Corps of the Corporation of National and Community Service.

NOTE: Income from ALL household members must be counted.

See TEGL 12-06 and attachments for complete information on this topic:

TEGL 12-06 (Accessible Version)

TEGL 12-06 Att.1 CPS Income Definitions and Explanations

TEGL 12-06 Att.2 Procedures for Computing Annual Family Income to Determine Income Eligibility for SCSEP

A sample Income Eligibility Calculator is available on the following page.


Senior Community Service Employment Program


Financial Eligibility Determination Form


(Sample based on DOL/ETA TEGL 12-06)


Participant Name:
______________________________
Date: ___________

Type of Determination:


( Original
( Re-enrollment
( Re-certification


Household Income Calculation: 


The 2006 SCSEP amendments specify that low-income status is to be computed by calculating the includable income received by the individual during the 12-month period ending on the date of the SCSEP application or by counting the annualized income for the 6-month period ending on that date, whichever is in the best interest of the applicant.

		Income Source

		Total Amount

		Excludable Amount or 


Percent

		Total 


Includable Amount

		Source 


Documentation



		     Includable Income:



		Earnings

		

		0%

		

		



		Social Security (T-II)

		

		25%

		

		



		Survivor Benefits

		

		0%

		

		



		Pension or Retirement Income

		

		0%

		

		



		Interest income

		

		0%

		

		



		Dividends

		

		0%

		

		



		Rents and Royalties

		

		0%

		

		



		Estates and/or Trusts

		

		0%

		

		



		Educational Assistance

		

		0%

		

		



		Alimony

		

		0%

		

		



		Financial Assistance from Outside the Household

		

		0%

		

		



		Other Income

		

		0%

		

		



		     Excludable Income:



		Social Security Disability

		

		100%

		

		



		Unemployment Compensation

		

		100%

		

		



		Veterans Payments

		

		100%

		

		



		SSI

		

		100%

		

		



		Public Assistance

		

		100%

		

		



		Income from other Employment/Training Programs

		

		100%

		

		



		Workers Compensation

		

		100%

		

		



		Certain Indian Claims Act Distributions 

		

		Anything above $2000 per capita

		

		



		SCSEP Wages

		

		100%

		

		



		Any other Income Exception Required by Federal Law

		

		100%

		

		



		TOTALS

		

		

		

		





_____________________________________






_____________

SCSEP Participant Signature














Date

_____________________________________






____________

SCSEP Coordinator Signature













Date


Section 6—Recruitment, Selection, and Enrollment

6.1
Recruitment and Selection

Sub-grantees must develop methods of recruitment and selection that assure the following:

Maximum number of eligible individuals have an opportunity to participate in the program. To the extent feasible, sub-grantees must seek to enroll individuals who are eligible minorities, limited English speakers, Indians, or who have the greatest economic needs in proportion to their numbers in the area. Sub-grantees must list all community service opportunities with the One Stop.

Sub-grantees are not required to gear recruitment efforts to try to meet the priorities of selection for the program (Section 4.1 of this document), however, recruitment efforts should be targeted to those special considerations/preferences described in 4.2.

6.2
Enrollment

Initial eligibility is determined at the time individuals apply to participate in the SCSEP. A copy of the sub-grantee’s grievance procedure should be given at the time of application. Thereafter, each SCSEP enrollee will be recertified for eligibility and continued enrollment at least once each program year. 

Enrollment does not take place until the applicant has been assigned to a community service agency for participation in community service assignment.

Re-certification will be performed annually, within 30 days of the anniversary date of enrollment or at any time during that year if the sub-grantee’s staff has reason to believe the eligibility status of an enrollee has changed. The recertification will be documented by updating an application intake form and marking it in the appropriate box as a recertification or completing the income worksheet on the SCSEP database. Eligibility (age, income, residence) will be verified annually during recertification. 

Participants will be required to provide written proof of income eligibility as verification of income. Income eligibility will be based on instructions contained in Older Worker Bulletin 04-05. Participant statements regarding income will not be permitted without outside documentation. Records will be maintained in each enrollee's file. Recertification will be completed prior to encouraging an enrollee to schedule an annual physical examination which is paid for by the program. A copy of the annual physical examination will be requested, but not required, from each enrollee. Evidence of the annual physical examination (not a copy of the report) or the waiver signed by the participant will also be maintained in each enrollee's file or in the SCSEP database.

Enrollees who are consequently determined to be ineligible for continued enrollment during recertification will be given 30 days written notice (with attached grievance procedures) that their enrollment will be terminated. The letter will explain in writing to the enrollee the reasons for the determination and will offer such assistance as is available short of continued enrollment. This assistance may include, but is not limited to, referral to potential unsubsidized jobs, if available, referral to a more appropriate employment program, referral to the local office of the Employment Service, referral to the One-Stop delivery system, referral to other social service organizations to address any potential unmet needs, or referral to any other local agency which may be capable of assisting the individual. The participant will then terminate from SCSEP within 30 days of the participant’s notification.

Eligibility records, including eligibility and assessment documents, will be retained in enrollee files and in the SCSEP database.  Subgrantees will ensure that the personal information of all potential, current, and exited participants will kept confidential. 


Section 7—Ineligible Participants

Applications taken on ineligible persons should be entered in the Title V database system. Data should reflect the reasons that the applicant was determined ineligible in order to support the need for more funding for the Title V program. Documenting the demand for Title V services and those applicants who are deemed ineligible can help DOL justify more funding for the program.

When a determination of enrollment ineligibility is made the applicant is given a written notice containing the reason for the unfavorable enrollment determination. The individual should be referred to other potential sources of assistance, such as the One Stop system. The notice should include a copy of the grievance procedures.


Section 8—Waiting list

All applicants, determined eligible Title V but who are not assigned to a host agency must be placed on the waiting list and be entered in the Title V Data Collection System (SPARQ). The status of the case should be listed as “put on the waiting list.” The waiting list should continuously be prioritized in terms of those applicants who meet the priority for service and preferences for service described in Section 4 of this desk manual.

Eligibility factors should be re-evaluated at the time a slot becomes available for persons who have been assigned to a waiting list following the initial eligibility determination to determine whether circumstances have changed that could affect eligibility (i.e., household size, employment, new financial factors, etc.). For a person who has been on the waiting list for 30 days or more, the worker should ask the client whether there has been any change in circumstances between the time the original paperwork was completed and the current date of participation in the program. If the client indicates any changes, those should be recorded and a new application signed.

Section 9—Durational Limits

9.1
Durational Limits

The Older American Act (OAA) as amended in 2006 sets durational limits for individual SCSEP participants as well as on average for grantees.  The 2006 OAA Amendments require that grantees must meet an average participation cap for eligible individuals (in the aggregate) of 27 months starting on July 1, 2007, subject to extension for extenuating circumstances.  In addition, starting on July 1, 2007, eligible individuals may not participate in the program in excess of a maximum duration of 48 months in the aggregate (whether or not consecutive)  except in certain instances when an exception is granted by the U.S. Department of Labor.    

Subgrantees will comply with durational limits for participants, both (1) in the aggregate of no more than a twenty-seven month average for participants; and (2) individually over a lifetime of no more than forty-eight months per participant, unless a participant receives an exception to this requirement.  

Exceptions to the 48-month participation limit for certain individual participants can only be obtained if the participant meets one or more of the following criteria that are verified with appropriate documentation, and have been appropriately entered into the online data collection system:

1. Have a severe disability; 

2. Are frail or are age 75 or older; 


3. Meet the eligibility requirements related to age for, but do not receive, benefits under title II of the Social Security Act; 


4. Live in an area with persistent unemployment and have severely limited employment prospects; or have limited English proficiency or low literacy skills. 

The Department will authorize an increased period of participation up to an additional 12 months for any participant who meets one or more of these criteria. Each participant is eligible for one extension.


Section 10—Enrollee Wage and Fringe Benefits

10.1
Enrollee Wages

Wages cannot be paid to a SCSEP participant until they are assigned to a community service placement. The assignment date is the first date that SCSEP wages can be paid. (Note: The actual employment training reporting date at the host agency/community service assignment may be a future date, however, the assignment date is the key to when wages can be paid.)

Participants must be paid state minimum wage or prevailing wage for time spent in orientation, IEP-related training, and work in the community service assignments. Do not have anyone work off the clock. 

Enrollees will work an average of 16 hours per week. Typically, enrollees/participants will not exceed the 1300‑hour annual guidelines for paid wages/training. The minimum wage is $7.93 in 2007. Wages must be paid at minimum wage or at the prevailing wage for that position. 

Participants may be paid wages while in training, however, sub-grantees should be careful to balance the limited SCSEP budget allocation and should consider the impact of paid training on other performance measures such as the number of hours of community service.

SCSEP participants may be paid wages while receiving intensive and training services under Title I of WIA, provided the individual is functioning in a community service assignment concurrently with training. .

Seventy-five Percent (75%) of the Title V budget must be spent on Enrollee Wages and Fringe Benefits, unless a waiver to adjust this is approved by DOL.   

10.2
Fringe Benefits

Sub-grantees must provide fringe benefits uniformly to all participants. All enrollees will be provided social security, worker's compensation coverage (L&I), and will be offered physical examinations. Other fringe benefits include Federal Holiday Pay and Necessary Sick Leave.  

Federal Holidays: If a host agency is closed for a federal holiday and a participant is normally scheduled to work on that day, then the participant is eligible to receive pay under the SCSEP grant for the hours scheduled to work on that day.

Necessary Sick Leave is defined as paid leave, under the SCSEP grant, for any SCSEP participant who has a serious health condition or an emergency condition.  Examples of serious health conditions include, but are not limited to: non-elective day surgery, physician requested necessary sick leave following hospitalization, or contagious viral or bacterial infection evidenced by fever.  Examples of emergency conditions include, but are not limited to: incapacity due to an acute medical episode, emergency surgery, and hospitalization. 


Necessary sick leave will also apply in circumstances defined under Washington’s Family Care Act (RCW 49.12) for a participant to care for: (a) A child of the participant with a health condition that requires treatment or supervision; or (b) a spouse, parent, parent-in-law, or grandparent of the employee who has a serious health condition or an emergency condition.


The subgrantee (or sub-subgrantee) in coordination with the host agency will make the determination of whether or not the sick leave is deemed necessary.  The maximum amount of necessary sick leave allowed per month will be eight hours per month and cannot be accumulated from month to month.


Title V funds cannot be used to contribute to retirement benefits for participants. 

Unemployment compensation cannot be offered using Title V funds.  Generally, in Washington this means for the Community Service placements there would be no tax payable. OJE may require payment of unemployment taxes. The test for exemption is in the Appendices. 

Each enrollee will be offered and encouraged to get a physical examination within 60 days of initial enrollment in SCSEP. Examinations will be conducted by volunteer doctors, city or county health doctors, clinics (if available), or by private doctors when no donated services can be obtained. Participants, who have recently obtained a medical examination or annual physical exam of their own accord, will meet the intent of this requirement.

The annual physical examination is intended to be an overall physical examination to assess overall health and functioning. It is not intended to address specific medical ailments not covered by existing participant health coverage or for use to purchase medical equipment requested by the participant.

The annual physical examination will be offered and encouraged immediately after the enrollee is determined eligible for continued enrollment. Enrollees will be asked for a copy of the results and, if provided, will be maintained in a separate, secure file, adhering to all confidentiality requirements, at the sub-grantee’s office. The physical examination is offered as a fringe benefit to enrollees, and is not used in any way as screening criteria for eligibility for the SCSEP program. 

If an enrollee refuses to schedule a physical examination, they must sign a waiver, to this effect.  The signed waiver will be maintained in their enrollee file.

10.3
Other Enrollee Costs

Other Enrollee Costs include costs for services such as training, transportation, and other benefits to clients that are considered other than wages and fringe and administrative costs.

Section 11 Orientation and Assessment

11.1
Orientation of Participants

Prior to enrollment, sub-grantees may offer a brief, explanatory orientation that discusses eligibility for the SCSEP. This orientation is more of a marketing tool than a real orientation. Once this is complete, persons who are interested in applying to the program can meet individually with employment specialists for eligibility determination. Participants are not paid for this brief orientation.

Once eligibility has been determined, the sub-grantee may offer a more in-depth orientation that includes some very detailed information about the program. Participants can only be paid for time spent in this orientation if they have been assigned to community service and are considered enrolled in the program.

After enrollment, each enrollee will receive a formal orientation to the SCSEP program. Conducted by sub-grantee staff, this orientation will include purposes of the program and shall meet all other requirements of the SCSEP regulations. Enrollees will receive informational handouts related to subjects presented in the orientation, and a checklist documenting items discussed will be signed by each participant and placed in their file. The material covered will include: 

· The program goal to place participants in unsubsidized employment; 


· Information on terminations (general terminations);


· Information on IEP related terminations; 


· The requirement for assessment and IEP development at least once every six months;


· A description of and statement about the physical examination offered as a fringe benefit of SCSEP and the waiver of the exam;


· A description of employee work habits and behaviors expected for participation in the program (i.e., use of time cards, permission to participate in paid training, reporting for work, etc.);


· A signed statement that the applicant/participant understands the policy that persons who are unwilling or unable to fully participate in services and requirements of the program will be terminated from the program;


· General information about training and transition plans for enrollees;


· Permitted and prohibited political activities under the Hatch Act; 

· Any available training opportunities and supportive services;


· A description of the guidelines governing the amount of hours paid in SCSEP wages in each program year (1300 hour recommendation) and of the guidelines for training hours (500 hour);


· The expectation that participants will perform work search while in the program;


· Responsibilities, rights and duties of enrollees;


· The requirement to obtain information from participants when an unsubsidized placement is obtained and the need to follow the participant for 13 months following placement into unsubsidized placement;


· A statement pertaining to Civil Rights. 


· A copy of any employee handbook;


· Responsibilities of the host agencies;


· A copy of the agency’s grievance procedure will be given to the participant at orientation. (A copy of the grievance procedure should be given at application as well in case the enrollee disagrees with the eligibility determination). The sub-grantee will also include information about any program limitations or responsibilities that are specific to the agency;

11.2
Orientation of Host Agencies and Work Sites


The sub-grantee will orient new Host Agencies and new work sites, and whenever there is a change of administrative or supervisory staff at a work site. The work site orientation will include all items covered during the enrollee orientation as well as the expectations for the work site in terms of supervision, unsubsidized placement and fiscal responsibility, if appropriate. The Host Agency orientation will emphasize the responsibility of the work site to either hire the participant or actively assist the participant to find other unsubsidized employment. 

11.3
 Assessment

Upon enrollment, the enrollee will be asked to complete an initial assessment form that asks for work history, skills, job preferences, etc. The counselor case manager then will discuss with the enrollee  skills, work history, job preference, interests, aptitudes, any perceived training and supportive service needs, program purposes, potential for transition to unsubsidized employment and program expectations. The assessment process in many agencies includes formal testing through cooperation with a WIA service provider or a local community college. If an assessment has been recently completed under Title I of WIA, the information gathered under the WIA assessment will be used to develop the Individual Employment Plan (IEP).

At least twice a year, assessments will be updated and the topics discussed earlier will be addressed. Progress towards employment goals will be discussed and any changes or modifications that result from the assessment will be incorporated in the Individual Employment Plan (IEP.) Host agency placement will be re-evaluated to assess for appropriateness and effectiveness of the placement in relation to the IEP. Training needs will be re-assessed and new IEP goals that address new barriers may be established as a result of this assessment. Based on the information gathered during the initial assessment, staff and the enrollee will jointly develop an Individual Employment Plan (IEP) considering training assignments, training and supportive services needed and unsubsidized employment goal, if appropriate. The assessment and plan will be documented in the enrollee's file at the sub-grantee’s office.

The enrollee and counselor will review the enrollee's progress in meeting the goals established in the IEP, appropriateness of the current assignment and progress toward unsubsidized employment. The assessment will be documented in the enrollee's file. If the enrollee is capable of unsubsidized employment and not progressing toward that goal at the work site, a new work site will be explored or additional training will be considered.

Assessments should include assessing work history, skills and interests, talents, physical abilities, needs for supportive services, occupational preferences, training needs, potential for performing community service assignment, potential for transition to unsubsidized employment at least two times during each twelve month periods.

Section 12—Individual Employment Plan

The assessment and Individual employment plan (IEP) are the primary tools for matching enrollees with community service work-based training assignments.    The IEP is developed with assistance and guidance from SCSEP program staff in order that participants understand its purpose, are aware of all options available to them; and develop realistic goals, objectives, and timelines.  A thorough assessment is crucial to ensuring a successful IEP. Following the assessment SCSEP staff may also employ, but are not limited to, the following strategies to assist in initial and updated IEP development: 


· In-depth conversation to tease out interests, desires, challenges, concerns, experiences, etc.


· Testing to determine training and/or ADA needs (i.e. computer, arithmetic, reading, and writing skills, etc.).


· Self-assessment tools to establish interest/skill areas.


· Career option research using online tools: e.g. Washington State’s Workforce Explorer Career Center website, http://www.workforceexplorer.com/cgi/career/?PAGEID=3;   


· One-on-one assistance in actual creation of the IEP

The IEP will clearly show the participant’s employment goal(s); contain a step-by-step plan, with timelines for completing each step.  It will also address barriers to employment; training to be taken; skills to be learned during the community service assignment; resources for addressing job readiness; need for and delivery of supportive services; required employment counseling in preparation for obtaining unsubsidized employment; and a plan for transitioning participants to unsubsidized employment or other assistance before the maximum enrollment period has expired. 

IEPs will be reviewed and updated at least twice each year to reflect any changes in the participant’s goals, skills, and abilities or more frequently depending on an enrollee’s situation.


When appropriate, any WIA employment plan may be used in place of the IEP for SCSEP enrollees who are co-enrolled.

Additional information about IEP development is available in the appendices. 

Section 13—Community Service Assignment & Participant Staff

Participants will be assigned to community service placement following the eligibility determination for the SCSEP program. Once eligibility and community service assignment has been complete, the participant will be considered enrolled in the SCSEP program and more in-depth services can be provided to address the participant’s employment needs. Participants will be matched with community service assignments based on their existing skills, training needs, compatibility with the host agency mission, IEP, and employment goal.

Following the initial unpaid assessment and initial unpaid IEP development, a community service placement will be developed for each participant. Only after assignment to community service can the participant be paid for time spent in more detailed assessment and IEP development. Sub-grantees are allowed to structure the exact procedures on when to do the IEP and assessment depending on what their budget can support (For instance, the sub-grantee may wish to have the assessment and IEP development done before assignment to community service, which means these would be unpaid activities in order to reserve more budget funds for more in-depth SCSEP activities such as training and community service. Conversely, the sub-grantee may feel that their budget supports a paid assessment and IEP development for participants and may elect to provide these activities only after assignment to community service to allow the participant to be paid for these activities.)

Sub-grantees will solicit and establish appropriate host agency placements within each local community. Community service activities vary from community to community; however, in most cases priority activities include health care, non-profit or public nursing facilities, weatherization, child and senior nutrition programs, social service agencies, libraries, legal aid, recreation, education or other intergenerational opportunities, etc. 

New community service jobs will be created as necessary to meet the training needs and employment goal of each enrollee as determined during the initial in-depth interview and assessment process. Many new enrollees can be placed into existing work sites that will provide them the opportunity to upgrade existing skills, as well as develop new skills. 


Each sub-grantee is encouraged to use at least one of the slots for coordination and administration of the SCSEP program.

Host agencies will be local government agencies and 501(c)(3) nonprofit organizations. Selection priority will be given to agencies which serve the low‑income and elderly population, agencies which provide beneficial training opportunities to enrollees, and those agencies which have demonstrated a potential to transition enrollees into unsubsidized employment positions. Private nonprofit organizations will be asked to provide proof that the organization is exempt from taxation under the provisions of section 501(c)(3) of the Internal Revenue Code. Agreements identifying the responsibilities of Host Agencies will be signed prior to placing enrollees and job descriptions will be developed for each assignment

Enrollees will work an average of 16 hours per week and should not exceed 1300‑hours annually. The enrollee wage will be either the minimum wage. In certain circumstances, the prevailing wage must be paid even if it is higher than the minimum wage, however, this situation is usually an uncommon occurrence. 

The amount of time spent in performing community service is now a performance measure in the SCSEP: “Hours of Community Service” is defined as the total number of hours of community service provided by SCSEP participants divided by the number of hours of community service funded by the grant, after adjusting for differences in minimum wage among the states and areas. The Washington State PY2007 performance goal for this is 76.8%.  


Paid training hours are excluded from this measure.  Therefore, it is imperative that subgrantees enter both the total number of paid hours and of those hours, the number of hours spent in training.   The sub-grantee must devise a mechanism for tracking the number of hours each participant spends performing work activities at the community service assignment. These hours should be tracked separately from the number of hours of paid training performed by the participant. Most sub-grantees will use a participant time sheet for tracking this information.

All enrollees will be provided social security and worker's compensation coverage. Other fringe benefits (except physical examinations) are discouraged. However, some enrollees may receive vacation, sick leave, holidays or other benefits as are consistent with the personnel policies of their employing or sponsoring agency. 

Work site supervision is required by each work site agreement. Periodic monitoring visits by the sub-grantee’s staff and by the State sponsor staff assure that adequate supervision is provided to all enrollees.

Section— 14 Training Options (OWB 04-04)

14.1
General Training

General Training will be provided to eligible SCSEP participants who have been assigned to community service assignment prior to receiving training. General training is training designed to enhance or refresh a participant’s basic skills. It includes training activities such as skills training, classroom training, lectures, seminars, and individual instruction. This training must be consistent with the participant’s IEP and must be reasonable and at no cost or low cost to the program. Types of general training offered include, but are not limited to, computer skills training, resume writing, work readiness training, and job search. The IEP must detail the skills go be attained and the timeline for achieving the goal. General training will be provided by community partners or other training vendors. Training with third party vendors will be negotiated by contract.  

14.2
Specialized Training

Specialized Training will be provided to eligible SCSEP participants who have been assigned to community service assignment prior to receiving training. Specialized training is training designed to prepare a participant for a particular job or industry. After completion of the assessment, the IEP, and assignment to a community service position, a participant may be qualified to benefit from specialized training designed to enhance the participant’s opportunity to obtain unsubsidized employment. This training must be consistent with the participant’s IEP and must be reasonable and at no cost or low cost to the program. Types of specialized training offered include, but are not limited to, advanced computer skills training, job specific training for work in health care or manufacturing industries, training in real estate industry, etc. The IEP must detail the skills go be attained and the timeline for achieving the goal. Specialized training will be provided by the sub-grantee, community partners, an educational institution, or other training vendors. Training with third party vendors will be negotiated by contract. The contract will include specific skills to be learned, the deliverable time lines, and payment responsibilities. OJEs are expected to pay the prevailing wage for the position to which a participant is assigned. 

14.3
On the Job Experience (OJE)

On-The-Job-Experience (OJE) will be offered, when applicable and feasible, to those eligible SCSEP participants who have completed at least two weeks at a community service assignment and who have an employment goal, which requires skills, and experience that cannot be attained through typical community service assignment. A contract must be negotiated that specifies the skills, timelines, and benchmarks the participant must achieve in order to be hired permanently by a public or private employer. The potential employer will then place the participant in a suitable training assignment for no more than forty (40) hours a week for up to twelve (12) weeks to accommodate the gap between actual and needed skill levels. It must also stipulate that at the end of the training period, if the participant’s OJE has been satisfactory, the participant will be placed or remain on the potential employer’s payroll. 

The potential employer may be reimbursed for up to 100 percent of the wages earned by each participant in OJE training.  Typically, this will last no more than four (4) weeks with reimbursement at 50 percent of for any additional weeks of OJE. In lieu of reimbursement arrangement, grantees may opt to pay 100 percent of the participant’s wages earned while in OJE training. Sub-grantees must determine how much they will reimburse employers for each specific contract. 

During the OJE, the grantee must provide significant follow up services in order to address any issues such as safety concerns or problems with the employer or the participant that may occur. Each grantee may exercise the OJE training option with a particular participant once in any twelve (12) month period. Each grantee may exercise the OJE training option with the same employer, but no more than five (5) times per year for the same job category.

It would be impossible to predict what the exact specification of each OJE would be prior to using this new approach. However, some examples of the typical experience and participant characteristics are listed below and state sub-grantees will be provided a set of guidelines for the OJE as outlined in Washington’s Program Operating Manual. After the state is given permission to use OJE sub-grantees may use their discretion in developing OJEs staying within the limits established for the program.


OJE will be most appropriate for those participants


· Who have some work experience, 


· Whose IEPs indicate fairly minor skills gaps that can be filled in a short time with an employer, 


· Who are looking for part-time work,


· Who are mobile enough to accept the OJE assignment without disrupting commuting arrangements and 


· Who are deemed to be most likely to benefit from the experience and to be a fit with a non-host agency employer.

OJE will be used in several different kinds of employer situations. Retail, healthcare, social service sectors, manufacturing, and other service industry types of employer situations. OJE will be used for those employers who


· Have indicated an interest in hiring older workers


· Have demonstrated success in such hires


· Understand the needs of this population group


· Are not host agencies under the SCSEP


· Have an established training program that can be applied to OJE participants or in situations of smaller employers with less sophisticated training programs, who express a willingness to develop an informal training program geared to the needs of the OJE participant


· Commit to putting the OJE participant in their payroll at the start of the experience and commit to continuing the participant in an unsubsidized position after the OJE is completed


· A commitment to record-keeping on the OJE skills attainment in line with the contract provisions


· Demonstrated adherence to all applicable safety and health requirements of the state and local jurisdiction and no recent history of violations (through self-attestation by the employer)


· A commitment of continuing to employ the participant after the OJE reimbursement period is completed


· A commitment to meeting record keeping requirements and to allow follow-up with the placed participant after the OJE is completed.

A training plan will be incorporated into each contract with an employer. The training plan will outline the skills to be developed, the methods of developing those skills, and the means of testing skills attainment. Training plans will be individualized based on the participant’s needs as reflected in the Individual Employment Plan. While there will be a standard format for the training in the contract, the specific content will be tailored to individual participant needs and employer expectations. The training plan will be kept relatively simple but will provide sufficient detail to ensure skill attainment is tracked. No existing host agencies will be considered as OJE sites.

OJE participants will be monitored on the same basis as regular SCSEP participants. Monitors routinely include health and safety issues in their on-site reviews. The selection process will be the primary means of ensuring that only employers with good safety and health records are selected for participation. 

OJE records will be maintained in the same manner as records for regular participants. Each participant will have a folder in which pertinent documents relating to the application, eligibility determination, assessment results (initial and updates), IEP (initial and updates), host agency assignment, OJE contract, OJE training plan, and progress reports through monitoring will be kept. All other necessary documentation will also be kept in the participant folder. Participant folders are reviewed during on-site monitoring visits.

A sample OJE contract is included in the Appendices.

14.4
Job Search 

Sub-grantees may chose to pay participants for time spent in performing job search activities; however, payment for these activities cannot be made without a concurrent community service assignment or other training activity. Sub-grantees cannot provide stand-alone job search or job club activities using SCSEP funds.

14.5
Tracking Community Service and Training Hours

A participant’s paid time in both community service assignments and training must be tracked together, but so that they are distinct from each other and easily totaled from month-to-month within a quarterly reporting period.  

At the end of each quarter and for each participant, the total number of paid hours is entered into SPARQ.  The total number of paid hours is the sum of community service and training hours.   Then as a subset of the total, the number of paid hours in training is entered. The amount of time spent in performing community service is a performance measure in SCSEP.  It is therefore, imperative that the sub-grantee devise a mechanism for tracking these hours and matching with payroll documents.

Note: Any job search hours that are paid for using SCSEP funds should be tracked as training hours, not community service assignment hours. In the database software, count these hours as training hours and use the category of “other” as the training type and then write in job search.

Section 15—Entered Employment, Retention, & Average Earnings

15.1
Entered Employment

The overall goal of the SCSEP is to foster economic self-sufficiency for older persons. It does this by assisting participants to enter into unsubsidized employment. Sub-grantees are responsible for ensuring that participants are receiving services and that participants are taking actions that are designed to meet this goal. 

As a result of the 2006 amendments to the OAA, SCSEP subgrantees are now responsible to use the DOL/ETA common measure “entered employment,” rate rather than the SCSEP “placement” measurement of PY2006.

TEGLE 30-06 describes entered employment as; “Entry into unsubsidized employment” is defined by the following formula: of those who are not employed at the date of participation, the number of participants who are employed in the first quarter after the exit quarter divided by the number of adult participants who exit during the quarter.

 The entered employment rate in PY2007 Washington is 42.8%. This is a performance measure and is part of the contract with each sub-grantee. Failure to meet the placement rate will result in sanctions from DOL. Unsubsidized placements should be recorded in the Title V Database System for reporting on this performance measure. The participant should be asked to sign the waiver of confidentiality agreement at the time of exit from the program. 

Sub-grantees are required to contact participants during the first three quarters after the exit quarter entered into employment to determine if the participants have necessary supportive services to remain on the job. These follow up requirements are described in greater detail in Section 15.2 below and in the most recent Data Collection Handbook on the Charter Oak web site. 

Follow ups are required in order to obtain information needed for the performance measure, to provide case management to newly placed participants, to establish and/or maintain contact with the employer, and to deliver customer service satisfaction surveys to the employer.  Good case management practices, include follow-up activities above and beyond those needed for compliance with performance measures.  SCSEP staffers who are diligent case managers can prevent and help alleviate most issues with continued employment once a participant is in a new employment situation.  In addition to good case management, supportive services can help pay for additional training, counseling and other needs.  


The performance system will count any entered employment – i.e., any employment within the first quarter after the exit quarter – regardless of whether the placement occurred at the time of exit or subsequent to exit. If you discover the placement after the participant exited, you should complete an Unsubsidized Employment Form and conduct the three follow-ups. You do not change the original exit date and exit reason as entered on the Exit Form. The system will detect the placement from the Unsubsidized Employment Form. It may be worthwhile to stay in touch with some participants (especially those who are almost job-ready) who exit the program for personal reasons to determine whether their circumstances have changed.  They may have obtained employment on their own, or they may be interested in your assistance in finding employment. If no employment has begun by the last day of the first quarter after the exit quarter, there is no reason to continue following these participants for performance measurement purposes. They are excluded from all Common Measures.


An Unsubsidized Employment Form must be started when a participant enters unsubsidized employment, including self-employment, either at the time of exit or within the first quarter after the quarter of exit. (You do not need to complete the form for anyone who first begins unsubsidized employment after the end of the first quarter after the quarter of exit because it will be too late for the participant to achieve any Common Measures employment outcomes.) The form must be continued to be filled in for up to 15 months after the participant begins employment.  A new form must be filled out for each new employer.

15.2
Retention

Retention is captured through follow-up activities in the second, third, and the fourth quarters after the exit quarter.  The Washington State’s PY2007 Retention performance goal is 75%.  The following definitions describe how retention rates are calculated:

“Retention in unsubsidized employment for six months” is defined by the following formula: of those who are employed in the first quarter after the exit quarter, the number of adult participants who are employed in both the second and third quarters after the exit quarter divided by the number of adult participants who exit during the quarter.


“Retention in unsubsidized employment for one year” is defined by the following formula: of those who are employed in the first quarter after the exit quarter, the number of participants who are employed in the fourth quarter after the exit quarter divided by the number of participants who exit during the quarter.

15.3
Average Earnings


Average Earnings is also a required performance measure.  “Earnings” is defined by the following formula: of those participants who are employed in the first, second and third quarters after the exit quarter, total earnings in the second quarter plus total earnings in the third quarter after the exit quarter divided by the number of participants who exit during the quarter.  Washington State PY2007 Average Earnings performance goal is $6,803/year.

Follow up information is best obtained from the employer directly. Sub-grantee must make reasonable efforts to obtain the information from the employer before seeking this information from the participant. 

Per the Charter Oak Data Collection Handbook, the timing rules for the Common Measures follow-ups are greatly simplified in SPARQ 3.  Each measure has an activity period (the quarter or quarters in which the outcome being measured occurs) and a reporting period (the quarter in which the measure will be reflected in the QPR). The QPR will not reflect either successes or failures for a measure until the first day after the reporting period closes. The scheduled date varies for each measure: 

· Follow-up 1 captures Common Measures entered employment. Both the activity period and the reporting period are the first quarter after the exit quarter. The scheduled date (the earliest date on which the follow-up can be conducted) is the first day of the first quarter after the exit quarter. Although you can complete the follow-up during this quarter and enter the data into SPARQ, the measure will not be reported for the first quarter after the exit quarter until the end of the activity period, in this case, the first day of the second quarter after the quarter of exit.


· Follow-up 2 captures both Common Measures retention and average earnings. Because we need complete earnings in both the second and third quarters after the exit quarter, the activity period is the second and third quarter after the exit quarter and the reporting period is the fourth quarter after the exit quarter. Thus, you may complete Follow-up 2 at any time during the fourth quarter after the exit quarter, but the results for the second and third quarters will not be reported until the first day of the fifth quarter after the exit quarter.


· Follow-up 3 captures the new measure for retention at 1 year. Like entered employment, both the activity period and the reporting period are the same, the fourth quarter after the exit quarter. Although you can complete the follow-up during this quarter and enter the data into SPARQ, the measure will not be reported in the QPR for the fourth quarter after the exit quarter until the end of the activity period, in this case, the first day of the fifth quarter after the quarter of exit.

A table in the Charter Oak Data Collection Handbook does an excellent job of illustrating when follow-ups may be conducted and when the measures will be reported.  On the next page is a DOL/ETA calendar that might also be helpful for tracking when follow-ups are required to meet the new performance measures.

		Wagner-Peyser, VETS, and WIA Adult REPORTING COHORTS

		

		Program Year 2008

Time Periods To Be Reported



		

		Report Quarter

		July – Sept.

		Oct. – Dec.

		Jan. – Mar.

		Apr. – June



		

		Report Due Date

		November 14, 2008

		February 14, 2009

		May 15, 2009

		August 14, 2009



		

		Total Participants

		10/1/07 to 9/30/08

		1/01/08 to 12/31/08

		4/1/08 to 3/31/09

		7/1/08 to 6/30/09



		

		Total Exiters

		7/1/07 to 6/30/08

		10/1/07 to 9/30/08

		1/1/08 to 12/31/08

		4/1/08 to 3/31/09



		

		Entered 


Employment Rate

		1/1/07 to 12/31/07

		4/1/07 to 3/31/08

		7/1/07 to 6/30/08

		10/1/08 to 9/30/08



		

		Employment Retention Rate

		7/1/06 to 6/30/07

		10/1/06 to 9/30/07

		1/1/07 to 12/31/08

		4/1/07 to 3/31/08



		

		Six Months Average Earnings

		7/1/06 to 6/30/07

		10/1/06 to 9/30/07

		1/1/07 to 12/31/08

		4/1/07 to 3/31/08



		

		

		

		

		

		



		

		

		Program Year 2009

Time Periods To Be Reported



		

		Report Quarter

		July – Sept.

		Oct. – Dec.

		Jan. – Mar.

		Apr. – June



		

		Report Due Date

		November 14, 2009

		February 14, 2010

		May 15, 2010

		August 14, 2010



		

		Total Participants

		10/1/08 to 9/30/09

		1/01/09 to 12/31/09

		4/1/09 to 3/31/10

		7/1/09 to 6/30/10



		

		Total Exiters

		7/1/08 to 6/30/09

		10/1/08 to 9/30/09

		1/1/09 to 12/31/09

		4/1/09 to 3/31/10



		

		Entered 


Employment Rate

		1/1/08 to 12/31/08

		4/1/08 to 3/31/09

		7/1/08 to 6/30/09

		10/1/08 to 9/30/09



		

		Employment Retention Rate

		7/1/07 to 6/30/08

		10/1/07 to 9/30/08

		1/1/08 to 12/31/08

		4/1/08 to 3/31/09



		

		Six Months Average Earnings

		7/1/07 to 6/30/08

		10/1/07 to 9/30/08

		1/1/08 to 12/31/08

		4/1/08 to 3/31/09



		

		

		Program Year 2010

Time Periods To Be Reported



		

		Report Quarter

		July – Sept.

		Oct. – Dec.

		Jan. – Mar.

		Apr. – June



		

		Report Due Date

		November 14, 2010

		February 14, 2011

		May 15, 2011

		August 14, 2011



		

		Total Participants

		10/1/09 to 9/30/10

		1/01/10 to 12/31/10

		4/1/10 to 3/31/11

		7/1/10 to 6/30/11



		

		Total Exiters

		7/1/09 to 6/30/10

		10/1/09 to 9/30/10

		1/1/10 to 12/31/10

		4/1/10 to 3/31/11



		

		Entered 


Employment Rate

		1/1/09 to 12/31/09

		4/1/08 to 3/31/09

		7/1/09 to 6/30/10

		10/1/09 to 9/30/10



		

		Employment Retention Rate

		7/1/08 to 6/30/09

		10/1/08 to 9/30/09

		1/1/09 to 12/31/09

		4/1/09 to 3/31/10



		

		Six Months Average Earnings

		7/1/08 to 6/30/09

		10/1/08 to 9/30/09

		1/1/09 to 12/31/09

		4/1/09 to 3/31/10





Section 16—Termination from the Program

16.1
Terminations Due to Fraud

If at any time, a sub-grantee determines that a participant was incorrectly determined to be eligible as a result of false information given by that individual, the sub-grantee must immediately terminate the participant and provide the participant a written notice that explains the reason for termination. There is no requirement to give 30 days notice for this type of termination. The notice should include a copy of the sub-grantee’s grievance procedures.

16.2
Administrative Errors


If at any time, the sub-grantee determines that it incorrectly determined a participant to be eligible for the program through no fault of the client, the sub-grantee must give the participant immediate written notice explaining the reasons and must terminate the participant from the program 30 days after the participant receives the notice. 


Since there is a requirement that termination be no later than 30 days from the participants RECEIPT of the notice, it is recommended that the notice be sent via certified mail, return receipt to document the participant’s receipt of the notice, as well as first class mail. Additionally, the effective date should factor in 5 business days for mail time. (35 days is given to the participant before termination is made).


The notice should include a copy of the sub-grantee’s grievance procedures.


16.3
 IEP-Related Terminations 

A sub-grantee may terminate a participant, if the participant refuses to accept a reasonable number of job offers or referrals to unsubsidized employment consistent with the IEP and there are no extenuating circumstances that would hinder the participant from moving into unsubsidized employment. A reasonable number of job offers or referrals is three (3). After the third refusal of a job offer, the participant is terminated from the program.

A sub-grantee may terminate a participant, if the participant fails to follow through with the goals and objectives of their IEP.

All terminations must be in writing and state the reason(s) for the termination. The notice must advise the participant that their enrollment in SCSEP is terminated 30 days after the participant receives the notice. The notice should include a copy of the sub-grantee’s grievance procedures.

Since there is a requirement that termination be no later than 30 days from the participants RECEIPT of the notice, it is recommended that the notice be sent via certified mail, return receipt to document the participant’s receipt of the notice. Additionally, the effective date should factor in 5 business days for mail time. (35 days is given to the participant before termination is made).

16.4
Other Terminations

16.4A
Annual Income Verification resulting in termination

Annual income verifications may cause a participant’s eligibility for the SCSEP to be terminated. If during the annual income verification, a participant is no longer eligible for enrollment due to changes in family income, the participant should be terminated from the program. A written notice must be sent to the participant explaining the reason for action. The notice must advise the participant that their enrollment in SCSEP is terminated 30 days after the participant receives the notice. The notice should include a copy of the sub-grantee’s grievance procedures.

Since there is a requirement that termination be no later than 30 days from the participants RECEIPT of the notice, it is recommended that the notice be sent via certified mail, return receipt to document the participant’s receipt of the notice. Additionally, the effective date should factor in 5 business days for mail time. (35 days is given to the participant before termination is made).

Section 17—Maintenance of Effort & Host Agencies

Sub-grantees should make efforts to recruit new host agencies to serve as community service assignments for Title V participants. Employment of a participant funded under Title V of the OAA is permissible only in addition to the employment that would otherwise be funded by the recipient, sub recipient, and host agency without the assistance of Title V. Each project funded under Title V must result in an increase in employment opportunities in addition to those that would otherwise be available. It must not result in the displacement of currently employed workers, including the partial displacement such as in reduction of work hours; must not impair existing contracts for service or result in substitution of federal funds for other funds in connection to work. SCSEP funded positions must not substitute for other federally funded positions, and must not employ or continue to employ any participant to perform work that is the same or similar to the work of someone on layoff. To violate any of these above conditions would result in a Maintenance of Effort (MOE) violation and federal funding could be stopped and have to be repaid with penalties.

All host agencies should receive an orientation to the SCSEP at initial participation. Host agencies should have agreements that explain what is expected of a host agency and services as a sort of contract for services. This orientation should be provided periodically to the host agency as a reminder of the goals of the SCSEP.

Sub-grantees may want to ask each host agency a series of questions at least annually to ensure that MOE is not an issue. These questions are


Is there any displacement of other workers result from using SCSEP trainees? 

 FORMCHECKBOX 
 Yes


 FORMCHECKBOX 
No

Would accepting a SCSEP training participant result in any impairment of the agency’s existing contracts?


 FORMCHECKBOX 
Yes


 FORMCHECKBOX 
No

Would accepting a SCSEP training participant result in any substitution or displacement of existing federally assisted jobs?


 FORMCHECKBOX 
Yes


 FORMCHECKBOX 
No

Does the Agency have persons in layoff status? 


 FORMCHECKBOX 
Yes


 FORMCHECKBOX 
No

Does the SCSEP training participant perform work that is the same, or substantially the same, as that performed by persons on layoff?


 FORMCHECKBOX 
Yes


 FORMCHECKBOX 
No

Does allowing the SCSEP training participant to work in your organization result in an increase in potential employment opportunities?


 FORMCHECKBOX 
Yes


 FORMCHECKBOX 
No

Any “yes” answers may indicate an MOE violation.


Section 18—Performance Measures & Customer Satisfaction Surveys 

18.1
Performance Measures

As a result of the 2006 amendments to the OAA [Section 513(b)], the SCSEP Performance and Results Quarterly Progress Report (SPARQ), the Department will now be collecting data on eight performance indicators, six of which are core indicators, subject to goal-setting.  This information can be found online in TEGL 30-06: 


1. Core Indicators: 

(a) Hours (in the aggregate) of community service employment; 


(b) Entry into unsubsidized employment (common measure); 


(c) Retention in unsubsidized employment for six months (common measure); 


(d) Earnings (common measure); 


(e) Number of eligible individuals served; 


(f) The number of most-in-need individuals served/number of participating individuals described in subsection (a)(3)(B)(ii) or (b)(2) of section 518 (second part of fifth statutory core indicator,  treated here as separate indicator). 


Additional Indicators: 


(a) Retention in unsubsidized employment for one year; 


(b) Satisfaction of the participants, employers, and their host agencies with their experiences and the services provided. 


By using the SCSEP Performance and Results Quarterly Progress Report, or SPARQ, system, subgrantees only need to input the raw data, and the data management system will complete the performance measure calculations. Performance measure results may be viewed at virtually any time by producing a grantee or sub-grantee Quarterly Progress Report. Grantees are also provided with data quality reports, which indicate the existence of any missing or impermissible data values.  Subgrantees will be provided technical assistance and training as needed to achieve the required performance measures; and held accountable through monitoring and corrective action procedures if and when needed.


As a condition of a sub-grantee’s contract, the state’s performance measures must be met or exceeded.  Preliminary SFY10 (PY 2009) performance measures are indicated, below.  Subgrantees will be informed of final negotiated performance goals when available.

Preliminary SCSEP Performance Measures for SFY10 (PY2009):


		Performance


Measure*

		Service Level

		Community Service

		Most in Need Baseline


(7 of 13 factors)

		Common 


Measures Entered Employment

		Common Measures Retention

		Average Earnings



		National Goal

		**100%

		81.9%

		2.54

		47.0%

		69.9%

		$6,697



		Washington State Goal

		**100%

		73.0%

		2.63

		41.1%

		54.0%

		$6,670



		*As a result of the 2006 Older American Act Amendments, five new performance measures have been implemented for the SCSEP program.  


 Service Level is the only remaining measure consistent with previous years and it remains unchanged from PY2006.


**Due to ARRA grant and potential transfers between grants and grantees, this number has been neutralized by setting at 100% although it the 4th quarter projection is 162%.





18.2
Customer Satisfaction Surveys

Host Agency & Participant Surveys

DOL has chosen to contract to a private company for the distribution and collection of Host Agency and Participant Surveys only.

Although this contractor will be responsible for the majority of the work around these surveys, the grantee/subgrantee will still have some tasks to perform on these surveys.

Grantees/subgrantees must advise participants and host agency contact persons that surveys will be sent and should encourage completion of those surveys.

Employer Surveys

Grantee/Subgrantees will be responsible for distributing and collecting the Employer Survey for all qualified employers. Qualified Employers must meet the following conditions to receive a survey


· The employer is NOT a host agency;


· If the sub-grantee has had substantial communication with the employer in connection with the placement;


· The employer was not already surveyed within the past 12 months;


· Participants who become “self-employed” will not be given the employer survey.

DOL is distributing pre-printed, numbered surveys to each grantee (State level) that will then distribute the surveys for sub-grantee use with employers. The numbered surveys must be distributed in numeric sequence.

Sub-grantees must track the distribution process of the survey, including (See Employer Tracking Form)


· Survey Form Number;


· Whether this is the 1st, 2nd, or 3rd, survey;


· Date Survey was delivered;


· Date Survey completed;


· Participant Name and SSN; &


· Employer Name

This tracking log must be submitted to the State of Washington quarterly by email, in order for the grantee to track survey activity. Submit this tracking log to the program manager by the end of each month.

Procedures for sub-grantee distribution and collection of the surveys are as follows

18.3
Checklist for Administration of Employer Survey

Pre-Survey Activity


Sub-grantee notifies qualified employer at time of placement that survey will be coming. See Alerting Employers to Survey.

Activity for First Survey


For each qualified employer, sub-grantee generates cover letter to employer contact person using standard text. See Letter for Unsubsidized Employers. Letter is printed on sub-grantee’s letterhead and signed in blue ink by the individual who made the placement and will conduct the 30-day follow-up. 


Sub-grantee affixes contact person’s address to mailing envelope and puts sub-grantee’s return address in upper left corner.


Sub-grantee takes next survey in numerical order and enters survey number into database 


Sub-grantee assembles survey packet -- cover letter, survey, return envelope (with $0.37 postage stamp affixed) – and delivers it to employer contact in person at time of 30-day follow-up (Follow-up 1). Mail (with $0.60 postage stamp affixed) is permitted but strongly discouraged.


Sub-grantee enters date of delivering packet into database 

Sub-grantee enters survey number and other necessary information into Excel spreadsheet tracking form to facilitate tracking of survey response. See Employer Survey Tracking Form.


Sub-grantee sends copy of tracking form to grantee to notify it that survey has been delivered. 


Vendor notifies sub-grantee weekly of all surveys completed. Sub-grantee monitors vendor e-mail for 2 full weeks after delivery of first survey, i.e., two weeks after the week in which the survey is delivered, and checks numbers of completed surveys against tracking form.


If survey received, sub-grantee updates tracking form and database. 

Activity for Second Survey


If survey not received, sub-grantee calls employer contact and says that it will send another copy of survey. See Talking Points for Informing Employers of Second (or Third) Survey.


Sub-grantee generates follow-up cover letter using same procedures as for first cover letter. See Follow-up Letter to Unsubsidized Employers for Second (or Third) Survey.


Sub-grantee enters new preprinted survey number into database.


Sub-grantee assembles another survey packet (follow-up cover letter, survey, stamped return envelope) and mails to employer contact.


Sub-grantee enters date of mailing into database.

Sub-grantee updates tracking form with survey number and other necessary information.


Sub-grantee sends tracking form to grantee to notify it that second survey has been delivered. 


Vendor notifies sub-grantee weekly of all surveys completed. Sub-grantee monitors vendor e-mail for 2 weeks after mailing of second survey and checks numbers of completed surveys against tracking form.


If survey received, sub-grantee updates tracking form and database. 

Activity for Third Survey


If survey not received, sub-grantee calls grantee for instructions regarding third survey.


If third survey required, sub-grantee repeats steps 1-7 of Activity for Second Survey. 

Sub-grantee monitors vendor e-mail for four (4) weeks after mailing of third survey. Sub-grantee updates database and tracking form to indicate whether or not survey was completed.


18.4
Alerting Employers to First Survey

A key to the success of a customer satisfaction survey is alerting potential respondents that the survey is coming, explaining the purpose of the survey, and requesting their cooperation. This information can be particularly effective if conveyed at a time when you are providing a service to the customer. Since the employer surveys will be starting sometime in August, it is important that sub-grantees begin alerting qualified employers to the survey now.

Sub-grantees will deliver a survey to each qualified employer at the time of its first placement in this program year. Since sub-grantees will know which employers they have provided substantial service to at the time of the placement, they will know exactly which employers will be receiving the survey. Furthermore, since only those employers who receive active placement assistance from the sub-grantee are qualified for the survey, sub-grantees can easily inform the employer at the time of the placement that the survey will be forthcoming. 

Sub-grantees should be sure to cover the following points with each qualified employer at the time of the placement


· I will be staying in touch to see how things are going


· I will call you in about 30 days to arrange a visit


· We are very interested in your evaluation of our services


· We will be asking you to complete a short, confidential survey to tell us about your experience with our services


· We use the survey information to improve our services to our customers, including employers like you

Letter to Unsubsidized Employers for First Survey

Instructions

1. Use original sub-grantee letterhead, not a copy of the letterhead.


2. Customize business address and salutation to the employer contact person


3. Letter should be signed in blue ink by the individual who made the placement and will be conducting the 30-day follow-up.


4. Insert letter in mailing envelope with survey instrument and stamped reply envelope.


5. Put employer contact person’s name and address on the mailing envelope. Put sub-grantee return address on upper left hand corner of mailing envelope.


6. Deliver envelope at time of 30-day follow-up.

[Date]

Dear 

During the last few months, your company has participated in the Senior Community Service Employment Program (SCSEP), also known as Title V or the Older Worker Program, sponsored by the _____________ [name of grantee] and administered locally by ____________ [name of sub-grantee]. Your company played a very important role It hired an older worker from our program. As a result, we are asking you to complete a survey evaluating how well our agency helped to match the older worker with your needs as an employer. The survey is attached.


I would greatly appreciate it if you would take a few minutes to fill out the survey and return it in the post-paid envelope provided. Your response will go to The Charter Oak Group, LLC, the company conducting the survey for the Department of Labor. The answers you provide will be kept in strict confidence. Your answers will be combined with those of other employers that will be completing the survey. Only the combined results of the surveys will be provided to the Department of Labor or anyone else. 

Please be as honest and direct as you can in your answers. The survey will help us learn which services were most helpful to your company and will give us important feedback that we can use to improve our program.

Thank you for your assistance.

Sincerely yours,


SCSEP Employment Specialist


Subgrantee Name


18.5
Talking Points for Informing Employer of Second or Third Survey

After the sub-grantee delivers the first survey to the employer contact, it will need to monitor the e-mails from COG’s vendor to determine if the survey has been completed. The vendor will be sending an e-mail each week to all sub-grantees and grantees listing the survey numbers, in order, of all completed surveys for that week. Sub-grantees will need to monitor the e-mail lists for two weeks after delivering the first survey to determine if a second survey is required. If the survey number does not appear on the list in either week, the sub-grantee should call the employer contact to alert the contact that a second survey is coming. (If a second survey has already been delivered and its number does not appear on the vendor’s e-mail for two weeks after the delivery, the sub-grantee must check with the grantee to see if a third survey is required. If so, the same talking points should be used, with the appropriate modification.)

· When calling the employer contact, the sub-grantee must make the following points


· You may recall that I gave you a customer survey when I met with you a few weeks ago.


· The vendor that is conducting the survey for the Department of Labor informed us that your response has not been received.


· I will be mailing you another copy of the survey today.


· I would appreciate it if you would take a few minutes to complete it. Your feedback is very important to us. It will help us improve the quality of the service we provide to employers.


· Thank you for your assistance.

Follow-up Letter to Unsubsidized Employers for Second or Third Survey

Instructions


1. A second survey is required if the vendor does not report that first survey was completed within two weeks of delivery of first survey. The grantee will tell you if a third survey is required.


2. Before mailing the second survey, call the employer contact and alert the contact that you will be sending a new copy of the survey. You must mail the new copy unless the contact assures you that he or she still has the original and is about to complete it. See Talking Points for Informing Employer of Second (or Third) Survey.


3. Use original sub-grantee letterhead, not a copy of the letterhead.


4. Customize business address and salutation to the employer contact person


5. Letter should be signed in blue ink by the individual who made the placement and who conducted the 30-day follow-up.


6. Insert letter in mailing envelope with a new survey instrument and stamped reply envelope.


7. Put employer contact person’s name and address on the mailing envelope. Put sub-grantee return address on upper left hand corner of mailing envelope.


8. Mail the packet. 

[Date]

Dear 

Recently, you received a customer satisfaction survey based on your hiring of an older worker from our program. The survey is designed to evaluate this program, variously known as the Senior Community Service Employment Program (SCSEP), Title V or the Older Worker Program. The program is administered in this area by _______[name of sub-grantee]. I am enclosing another copy of the survey in case you did not receive or do not have the first one. If you still have the first survey and have not completed it, please discard it.

I hope you will take a few minutes to fill out the survey and return it in the post-paid envelope. Your response will go to The Charter Oak Group, LLC, the company conducting the survey for the Department of Labor, which funds the program. The answers you provide will be kept in strict confidence and will only be reported when combined with the responses of other employers. 

Please be as honest and direct as you can in your answers. The survey will help us learn which services were most helpful to your company and will give us important feedback that we can use to improve our program.

Thank you in advance for your help.

Sincerely yours,

SCSEP Employment Specialist
Subgrantee name

Section 19—Data Entry and Quarterly Reporting

19.1
Data Entry

The Department of Labor requires data collection from each grantee at the state and national levels.  In July of 2006, a new web-based reporting system was launched and was subsequently updated in August 2007 to incorporate fields and performance calculations to comply with the 2006 amendments to the OAA.  It has been configured for each sub-grantee separately. All client details must be entered into the database on an ongoing basis. The quarterly reports are generated using the data entered into this database. All paper forms completed, including the Participant Form, Community Service Assignment Form, Exit Form, and Unsubsidized Placement Forms must be entered into the Title V database as quickly as possible.  Required forms are available from The Charter Oak Group website The most recent version of the Data Collection Handbook is also available from Charter Oak.

The U.S. Department of Labor contracts with Mathematica, a technical support organization, to provide training and support to SCSEP grantees and subgrantees on data collection procedures and techniques.  Additional information, including direct email contacts, can be found at Mathematica Policy Research.  Subgrantees are encouraged to access the site frequently for updates and review and to email Mathematica staff when technical assistance with the online data collection site is needed.  This site also contains the most recent requirements for data validation, including required documentation and back-up information required for input data.

If during a screening, it appears the client is not eligible for Title V services and the client does not request to sign an application, you do not need to enter their information in the database. However, all potential clients who complete and sign an application must be entered in the database. The reason that a participant is determined either eligible or ineligible must be accurately coded in the database. 

For participants who begin the application process, but who do not complete the process should also be entered in the system and the selection of “failed to complete the application” should be listed as the reason they were not eligible for the program.

Participants who complete the application process, are determined eligible, but cannot be enrolled due to limited slots, shall be placed on a waiting list, prioritized by “most in need” criteria and entered into the database.

19.2
Quarterly Reporting

The Web-based Data Collection System (WebDCS) contains client demographics and information on performance such as unsubsidized placement rates, percent service to most in need, service level, and retention in employment.  All subgrantees must ensure that their data is up-to-date on an ongoing basis in order that quarterly reports, generated by the system, reflect correct performance outcomes.  The following dates signify the end of the each quarter and the subsequent due dates for completed data entry: 

		Program Year Quarter

		Time Period

		Due Date for Sub-Grantee Quarterly Reports



		1

		July 1st – September 30th

		October 10th



		2

		October 1st – December 31st

		January 10th



		3

		January 1st –March 31st

		April 10th



		4

		April 1st – June 30th

		July 10th





Section 20—State Plan Participation

Every four years, under the 2006 amendments, the Department of Labor requires all states to either submit a new state plan or revise their current state plan. It is then updated every 2 years. The state plan must include participation from the national Title V providers and sub-grantees within the state. The state relies on sub-grantees to assist with identifying employment trends, trends in the Title V program and population of participants, and for identifying unmet needs in both employment opportunities and host agency participation. Since sub-grantees have the most direct contact with the administration of the program at the local levels, sub-grantees are expected to track these types of data for assistance in the state plan preparation. The most recent approved State Plan is available upon request from the ADSA SCSEP Program Manager.

Section 21—Fiscal Details

Sub-grantees should comply with all applicable fiscal reporting requirements in the Title V regulations in the OAA amendments.  The Final Rule for SCSEP is still pending interim rule writing, review and then final rule writing.  Once promulgated, the rule will discuss in detail the administrative and fiscal requirements of receipt of Title V grant funds.  Previous rule continues to provide the basic fiscal principles needed to administer the SCSEP program. In addition to the regulations, sub-grantees should use OMB Circular A-87, “Cost Principles for State, Local, and Indian Tribal Governments” and A-122, “Cost Principles for Non-Profit Organizations”, for determining applicable cost principles.  

Some key points to be made in this fiscal section are:

· Fringe Benefits offered to participants of the SCSEP must zero out at the end of each program year and may not be carried over from one program year to the next;


· 75% of all SCSEP funds allocated must be used to pay for enrollee wages and fringe benefits, unless a waiver is approved that reduces the minimum percentage to 65%;


· Administrative costs for subgrantees cannot exceed 12.6% unless a waiver has been granted by DOL to the state;


· A participant must be paid for hours spent in any training identified in a participant’s Individual Employment Plan as part of the SCSEP program.  These training hours must be tracked along with the community service hours for payroll.  


· For the community service performance measure, the total payroll must be recorded for each participant.  As well, the hours in training will be entered as a subset of the total so that the actual hours in community service are appropriately calculated. 

· Any paid job search functions should be counted as “training” hours and listed as specific job search activity.

Appendices

Note: When a hyperlink to the document has been made available, it is embedded in this list rather than given as an attached appendix.

I. P.L. 109-365 Older Americans Act Amendments of 2006 


II. Interim Final Rule, (pub 6/29/07)  to establish new SCSEP performance accountability measures mandated by the 2006 Amendments to Title V of the Older Americans Act, and to solicit public comment on a Final Rule  

III. SCSEP Programmatic Assurances




[image: image2.emf]App III SCSEP  Programmatic Assurances.doc




IV. U.S. Department of Labor Training and Guidance Letters(TEGLs):

a. TEGL 30-06 SCSEP Performance Measures and Goals for PY 2007 (superseded by 6/29/2007 Interim Final Rule)

b. TEGL 12-08 2009 Federal Poverty Guidelines



[image: image3.emf]TEGL 12-08 Poverty  Guidelines 2009.PDF




c. TEGL 12-06 Revised Income Inclusions and Exclusions and Procedures for Determining Senior Community Service Employment Program (SCSEP) Eligibility

i. Attachment I: CPS Income Definitions and Explanations 


ii. Attachment II: Procedures for Computing Annual Family Income to Determine Income Eligibility for SCSEP 


d. TEGL 11-06 Exemption of SCSEP Wages from Income Eligibility Determinations for Federal Housing Programs and/or Food Stamps.

e. TEGL 28-04 Common Measures Policy

i. Attachment A: Federal Job Training and Employment Programs Impacted by Common Measures 


f. TEGL 05-03 Guidance on the application of the veterans priority 

V. U.S. Department of Labor Older Worker Bulletins


a. OWB 04-04 Permissible Training


b. OWB 04-05 Income Definitions and Income Inclusions and Exclusions


VI. Resource Sharing for Workforce Investment Act One-Stop Centers: Methodologies for Paying or Funding Each Partner Program’s Fair Share of Allocable One-Stop Costs


VII. EEO Poster— can be used as a handout



[image: image4.emf]EEO poster.pdf




VIII. Workforce Innovation in Regional Economic Development (WIRED) web site 

IX. Individual Employment Plans (IEPs):


a. IEP Sample



[image: image5.emf]Individual  Employment Plan Sample.doc




b. IEP PowerPoint Presentation, NCOA, July 2005



[image: image6.emf]IEPs_ppt.pdf




c. How to Write an Effective Individual Employment Plan, NCOA, July 2005



[image: image7.emf]Individual  Employment Plan (IEP).pdf




X. Sample MOU with Workforce Investment Boards (WIBs) or One Stops



[image: image8.emf]SCSEP-WDC MOU  sample (non-finincial).doc




XI. A Protocol for Serving Older Workers 


XII.  Washington State PY2009 Subgrantee Monitoring Tool




[image: image9.emf]Washinington State   SCSEP Monitoring Tool.xls




XIII. Political Activities under the SCSEP (Hatch Act) Notice




[image: image10.emf]HatchAct.pdf




XIV. SCSEP Privacy Act Statement




[image: image11.emf]PrivacyStatement.pd f




XV. SCSEP Payments and WA DSHS Program Eligibility




[image: image12.emf]SCSEP Payments and  DSHS Program Eligibility.doc




XVI. SCSEP Informational and Technical Assistance Web Sites: 

a. US DOL ETA SCSEP Web Site: General SCSEP information, SCSEP laws and regulations, training resources, and performance reporting information

b. The Charter Oak Group: Participant forms, performance reporting and data collection information, SCSEP forum, training materials 

c. Mathematica Policy Research: SPARQ information, data collection, and data validation information.

August 12, 2009 Update
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How to write an effective 
Individual Employment Plan 



 by 
Timothy C. Hamre, Program Operations Manager 



The National Council on the Aging, Inc. 
July 2005 



 
 
 



Introduction: Why do an IEP? 
There are many reasons for doing an IEP. Listed below, for your review, are six such reasons:  
1. The IEP gives the participant a plan for using the program successfully. Having a 



good plan in place is an important step in achieving a successful outcome. If you want your 
participants to be successful in the program then they need to have a plan for success. The 
IEP gives them that plan. 



2. The IEP sets expectations toward which the participant can strive and achieve. A 
properly completed IEP will provide the participant with a clear series of specific action 
steps they are expected to undertake. 



3. The IEP builds self-esteem in the participant.  An IEP with short-term, attainable 
goals will give the participant things to achieve, and when they achieve them they will start 
realizing that they can accomplish things - thus building self-esteem. 



4. The IEP gives the program a guide for effectively helping the participant.  An IEP 
with specific action steps gives the program a guide to what they need to do to help that par-
ticular participant be successful.  



5. The IEP increases the number of unsubsidized placements and success stories.  
When both the participant and the program specifically know what they need to do to be 
successful more participants will be successful and obtain unsubsidized employment or 
some other measure of success. 



6. The IEP allows the program to serve more persons with limited funds.  IEPs leading 
to more placements free  up program resources to serve more people. 



These reasons, and many others, lead us to the conclusion that the IEP is not simply a piece of 
paper to put in the file for program auditors to find. Done properly, the IEP can be the key to a 
very successful program. 











How to write an effective Individual Employment Plan 



Preparation 
- Do - 
Plan & be prepared 
before you start 
writing the IEP 



A successful IEP does not just happen. It requires a great deal of 
preparation leading up to it. Participants must first be prepared with  the 
right message during recruitment and orientation. Staff members who 
write the IEP must be prepared and trained to write a good IEP. A lot a 
various information must be gathered and  available when writing an IEP. 



And, of course, a thorough assessment of the participant is crucial to writing a good IEP. 



Recruit people who want to get somewhere
Preparing the participant for writing an effective IEP starts with your recruitment methods and, 
more importantly, your recruitment message. If  you using recruitment methods that bring you 
applicants looking for a long-term entitlement, or are otherwise resistant to setting goals for 
themselves, it will be a lot harder to write effective IEPs. If you use recruitment messages that 
emphasize the temporary, training nature of the program you are more likely to get applicants 
who want to figure out how to move through the program to something better. 



To do an effective IEP you need to recruit participants who want to use the program to get 
somewhere - such as a job. Then the idea of writing a plan for them to get there won’t be as dif-
ficult. So you need to use recruitment strategies & messages that will attract job seekers.  



Training sites must be supportive of IEPs
 In addition to having participants who want to use the program to get 
somewhere you also need to have training sites that will support their 
plans and their efforts to get to their goal. So it is vitally important to 
develop training sites that will support and encourage the IEP goals of the 


- Do - 
Develop training 
sites that will support 
IEP goals 


participant(s) assigned to them. 



At the very least a project should work on developing more potential training. This gives the pro-
ject more options for moving participants to training sites better suited to their IEP. It also puts 
the project in a much stronger bargaining position when dealing with training sites. If a training 
site knows that they are in competition to keep the participant(s) assigned to them they will be 
much more inclined to provide the support the participant needs to accomplish their IEP goals. 
And the project can be much more selective when deciding where to place a participant, and can 
be placing participants in the training site best suited for achieving their IEP goals. 



The participant must be prepared for the IEP
One of the biggest barriers to writing an effective IEP is the participant who is not prepared for 
the IEP discussion. This preparation of the participant needs to occur at a fundamental level. 
Does the participant understand the need for them to progress through the program? Do they un-
derstand why you are having the IEP conversation? Have the program and the IEP process been 
properly explained to them? Have they had time to think about what might go into their IEP? 
The program must prepare them for the IEP discussion before it takes place. 



Use the orientation to prepare the participant for success with their IEP. Use the orientation to set 
high expectations from the very start. Be very clear about what you expect them to do on the 
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How to write an effective Individual Employment Plan 



program. Stress the IEP and job development aspects of the program. Invest the time in a clear, 
detailed orientation. It will pay off in the long run. And then constantly reinforce these high ex-
pectations throughout their time in the program. 



Staff must be prepared for the IEP
Staff preparation and training is essential for a successful IEP. The staff person writing the IEP 
with the participant is the critical piece of the puzzle. Making sure that staff person is properly 
trained is essential to developing effective IEPs. 



Knowing the resource information that is necessary for completing an effective IEP is important. 
Always being as specific as possible is a key element of a good IEP. Having done your research 
in advance, and having such information readily available when writing the IEP, makes being 
specific a lot easier. 



- Do - 
Train staff in basic 
interviewing and 
counseling skills 



An effective IEP process is more about interviewing and counseling than 
it is about completing forms. Staff should be trained in basic interviewing 
and counseling skills. Projects should develop local resources to provide 
such training to staff. Such training may be available through community 
colleges, one-stop employment centers, or mental health departments with 



senior peer counseling programs. 



The staff person should not only be prepared to do IEPs in general, but they should also prepare 
for each individual IEP. Review the records of the participant, especially the assessment, to see 
what it might tell you about that person. Review any notes or memories of that participant for 
clues to how they might react during the IEP discussion. The staff person needs to anticipate any 
questions the participant might raise or any barriers the participant might throw up. Anticipating 
and preparing for any such barriers will help the staff person help the participant explore ways to 
overcome those barriers. 



The counseling which staff needs to provide may include the need to discuss delicate or embar-
rassing subjects such as personal hygiene, health conditions, living situations, substance abuse 
problems, etc. Whenever such a situation arises it is helpful to think through how such a discus-
sion might go in advance, or to otherwise prepare yourself in advance. Such preparation won’t 
make the discussion easy, but it will make it easier. 



A thorough Assessment is crucial



Don’t 
start an IEP until a 
good assessment 
is completed 



The IEP is a plan to get the participant from where they are to where they 
want to be (their goal). It is very difficult, if not impossible, to tell someone 
how to get to where they want to be if you do not know where they are in 
the first place. A good assessment tells you where the participant is - their 
starting point. If you know their starting point and their goal you can start to 



figure out the necessary steps to get them from their starting point to their goal. These steps is 
what constitutes their IEP. So the importance of a thorough assessment cannot be under-stated. 



Writing the IEP 



This section covers those items that will help you come up with effective content for the IEP. 



The Senior Community Service Employment Program is funded by a U.S. Dept. of Labor grant administered by The National Council on the Aging, Inc. 
Workforce Development Division/SCSEP Individual Employment Plan (IEP) TAG for DoL Conference.doc     revised 6/7/05 page 3 











How to write an effective Individual Employment Plan 



Tip #1: Envision the IEP as directions on a road map



The IEP is, essentially, directions on how to get from one place to another. In this case it is direc-
tions for the participant to get from where they are at – their assessment, to where they want to 
be – their goal. So it is helpful to envision the IEP as directions on a road map. 
 
 
 
 
 
 
 
         Job Search 
           Training  
          Job Skills Training 
            Adult Basic Education 
           On-the-Job Training 
         Training Site Assignment    
    Occupational Assessment 



The Job!



Just as when you give someone directions to follow a map you must begin from the point where 
they are currently at. Do not write an IEP that is far off into the future. Write an IEP that deals 
with where they are now, and what the next step is that they need to take to start them on their 
journey. Focus on that first step, or first few steps. Do not focus on that long range goal they can-
not even see from where they are at. Rather, focus on taking them through the steps – the roads - 
that will lead them to where they can see that long range goal. 



Many of our participants have to go through many steps to get to a long range goal such as un-
subsidized employment. And, if you start them off with such a long range goal it will seem un-
reachable to them – much the same way a cross country trip would seem unreachable to someone 
with an unreliable car, or an inability to sit for long periods of time. So, instead of focusing on 
driving cross country in one trip, it is best to focus on just getting to the next state. Then once 
they are in that next state you plan on how to get to the state after that – and so on, and so on. 
The IEP is much the same way. Write a goal and action steps to get them to their next step on 
their journey – a step which is attainable to them. Then, once they are there, write a new IEP for 
getting to the step after that. You may see the long range goal of them getting a job some day, 
but you want the IEP – and the participant – to focus on the next step in the journey toward that 
goal. 



When taking a cross country trip most of us would have benchmarks along the way. For in-
stance, the first day of a trip to the west coast from New York might involve driving as far as 
Pittsburgh. Then when you get to Pittsburgh you have reach your first goal, and you congratulate 
yourself on having gotten that far. The IEP is the same. Set attainable benchmarks for the par-
ticipant to achieve, and then congratulate them when they achieve that benchmark. For instance, 
if they want to work in an office, but never graduated high school, they should probably get their 
GED first. So set that as the first benchmark. Just as one might measure miles on a map, setting 
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benchmarks gives you a way to measure progress through the program. 



Our hypothetical family driving from New York to the west coast would also have a timeline by 
when they expected to reach Pittsburgh – probably by the evening of the first day. Likewise, an 
effective IEP has timelines. The expectation must be set that a particular action step will be ac-
complished by a particular date. And, in an effective IEP timelines are set out as specific dead-
line dates. So set  deadlines in the IEP so that the participant knows by when they need to do 
something. This will make it much more concrete and real to them. 



Our final analogy with directions on a map has to do with being specific. Imagine that the 
driver to whom you are giving directions has absolutely no sense of direction, and is 



not intuitive in any way. For them, you need to give directions in very specific detail. 
(Go 3 miles and turn right onto 12th Street, then go 2.5 miles and turn left onto Adams Avenue, 
etc.) An effective IEP is the same way. It will spell out, in very specific detail, exactly what the 
participant needs to do. (Go to the Adams Avenue Adult School and register for Computer Ap-
plications 101 taught by Mrs. Smith on Tuesdays and Thursdays from 1 to 3 p.m.) 



Tip #2: Remember and use the SMART principle



An effective IEP utilizes the SMART principle. It sets out goals and action steps which are Spe-
cific, Measurable, Attainable, Relevant and Time driven. 



 Be   S   M   A   R   T 



 



The participant must have a specific goal so that they are very clear about 
what it is they are trying to achieve. The steps must be very specific so that 
they know exactly what it is they need to do to achieve their goal. For 
instance – an action step that simply says the participant will do job search is 


S is for 
Specific 


very vague, and can mean many different things to different people. To you it 
may mean that they will be contacting employers, but to them it may mean reading the want ads 
in the paper once a week. If you want them to contact employers then say “contact employers.” 
If you want them to contact employers and submit an application then say you want them to 
“contact employers and submit an application.” If you want them to contact employers and sub-
mit applications for clerical jobs then the IEP should say they will “to contact employers and 
submit applications for clerical jobs.” (IEPs which state a goal of “getting a job” without even 
specifying an occupation are probably the most common error made when writing IEPs.) Re-
member. the more specific you can be the more effective the IEP will be. 



e 



The participant cannot know if they have achieved a goal or completed a 
step unless it is somehow measurable. The measuring can be as simple a 
yes/no answer to the question of completing a step (ie: did they learn a 


M   is for  
Measurabl


ervice Employment Program is funded by a U.S. Dept. of Labor grant administered by The National Council on the Aging, Inc. 



specific skill, or did they enroll in a class). If the step involves doing 
something more than once (ie: contacting employers) then a specific number for the times this 
will be done should be entered. For instance, in the action step above – “contacting employers 
and submitting applications” an effective IEP would specify how many employers you expect 
them to contact. (Specifying how many applications you expect them to submit is less desirable 



ot control if the employer contacted will accept an application or not.) 



 



The goal and the specific steps should be realistically attainable within 


The Senior Community S



because they cann



A   is for 
Attainable
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the time frame. The participant should reach to get beyond where they are now. (Remember, self 
growth is the whole point of the program.) However, if they try to reach unrealistically too high 
they could be setting themselves up for failure. To continue with the example of employer con-
tacts – if there are only five employers for the type of job they want within a reasonable distance 
of where they live an IEP which requires them to contact ten employers is setting up an unattain-
able goal. The more common mistake here, however, would be an IEP focusing on getting a job 
for which they are not yet qualified, because they have not yet been trained in the skills they 
need. An effective IEP would focus on the training first, and on getting the job later. 



R   is for 
Relevant 



The steps to be undertaken must be relevant to the goal stated. While the 
participant may be doing lots of things the action steps should focus on what 
they will do to achieve their goal. And their goal should be relevant to the 
reason(s) they are on the Senior Community Service Employment Program. 
For example, an IEP with a goal of getting a clerical job, should not contain 



an action step about taking an art class. While such a class may be desirable for its own reasons it is 
not relevant to the goal, and will distract the participant from the goal. The purpose of an effective 
IEP is to get the participant to focus on what they need to do to reach their goal. 



T   is for 
Time Driven 



Unless specific dates are set for when each step will be completed then 
the IEP and Specific Action Plan is meaningless. Remember, this is a 
commitment for the participant to do certain things by certain dates. As 
we all know, it is simple human nature to do those things which have 
concrete deadlines before we do those things without deadlines. And the 



more concrete the deadline is the better. (Tomorrow never comes, and next week or next month are 
always sometime in the future.) A concrete date, which can be found on a calendar, is the most ef-
fective way to state the deadline.  In the example of contacting employers above this would be a 
matter of setting a deadline by which you expect the specified number of employers to be contacted. 



Cover relevant areas in logical order
The IEP is designed to promote a discussion of various areas where the participant may need to 
work. It is best if these areas can be covered in a logical order. Some of these areas, in a logical 
order, could be as follows: Training prior to reporting to training site 



Supportive services 
Occupational assessment / establishing a job goal 
Reassignment to new training site 
On-the-job training 
In-service training 
Adult basic education 
Job skills training 
Job search training 
Job search activities 



Write a short term, specific action plan 
The specificity necessary for an effective IEP is not to be underestimated. The more specific the 
IEP the better. Remember, a good IEP has Specific, Measurable, Attainable, Relevant, Time 
driven action steps. 
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Each Specific Action Plan needs to be extremely specific about what the 
participant is expected to do. Being extremely specific gives them very clear 



D



Specific



direction as to what they need to do, and also gives them very little "“wiggle 



room” for not doing it. Break down each plan into as many specific steps as possible – the more 
specific the better. For instance, a Specific Action Plan about getting a GED could have the fol-
lowing action steps: Step 1 would specify which school to go to, which class or program to en-
roll in, and when to enroll in the class/program; Step 2 could specify when to attend classes, and 
how many classes need to be attended by a certain date; Step 3 could specify how much home-
work should be done, and by when. (This is just an example of one possible way to approach the 
Specific Action Plan.)  



Measurable 
In addition to describing the specific action that need to be taken an 
effective IEP will also include some measurement of the action. (i.e.: did 
the participant enroll in the class, how many classes did the participant 



attend, etc.) There should be something in the specific action step which provides a way for de-
termining to what degree the participant was successful in fulfilling that action step. 



And, very importantly, there must be a deadline set for accomplishing each 
specific action step. There needs to be a clear understanding of when the 
action needs to be taken. Otherwise, there can be no repercussions for not  


Time 
Driven


taking the action. 



Finally, the IEP should set a tone which places the burden for action on the participant. It should 
make the participant accept responsibility for taking action. Then they might actually do it. 



ealing with participants who have no goals
Trying to write an IEP for a participant who has no goals is a very common occurrence. Many 
staff members, when faced with this problem, have a tendency to just think things up and put 
them down in order to complete the form. This is the wrong approach. There are three general 
reasons why the participant is in this situation: 1) they really have no idea what they want to do; 
2) they are scared of change or are somehow letting fear block them for some reason; 3) they are 
really not capable of doing anything other than being on the program at their training site, or 4) 
they are simply obstinate and don’t want to do it. 



No 
Idea 



In the first case there is a simple solution. Write an IEP that has a goal of the 
participant figuring out what they want to do. It could have action steps that 
include going to the library and reading up on a certain number of occupations, 
taking occupational interest tests, getting occupational counseling from program 



staff or others, or whatever else might be appropriate and available. After all, if they do not know 
what they want to do then the logical first step if to figure out what they want to do. That is the 
first step they need to take in their journey through the program, so write a plan to get them 
started. 



d 
Very often, there will be some kind of fear holding them back. (After all, we all 
fear change to some degree.) If it appears that some kind of fear is being an 



i
t



Scare



nhibitor to doing an IEP then additional counseling is in order. The IEP could then be about get-
ing the counseling to address whatever fear is there. 



Not 
Capable 



For some participants an IEP does not seem appropriate because, when you 
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get right down to it, they cannot do anything other than what they are already doing. If, after 
working with the participant, you have determined and documented that this is the case, without 
too quickly assuming it is the case, there are two possible approaches. First, you might be able to 
find some area where the program can help the participant improve the quality of their life. (Per-
haps the program can teach them how to read, or how to communicate with their grandchildren by 
email.) Or perhaps the IEP can discuss what they can do to help their host agency/training site, 
thus instilling pride in their community service. Another approach would be to identify what they 
need to do to maintain themselves at the status quo. If community service is all they can do it 
makes no sense to push them to do more. 



Obstinate Finally, there are those who want to be obstinate, and just not do an IEP. 
In this case the program should warn them, in writing, that failure to 
cooperate in doing an IEP constitutes grounds for termination from the 



program. (Written warning reminding a participant that they can actually be terminated from the 
program can have an amazing effect on their behavior.) The program can then proceed with an 
IEP related termination as discussed later. 



Get the participant’s “buy-in” to their IEP
The actual writing of the IEP should be done by a staff member. This 
is because it is the staff member who has been trained in how to 
properly write IEPs, and how to write effective IEPs. However, this 



does not mean the staff member should simply write the IEP, and then give it to the participant to 
sign. The IEP is a negotiated agreement between the participant and the program detailing what 
the participant will do for their development, and what the program will do to assist them in that 
effort. It is therefore imperative that the IEP be written with the full participation of the partici-
pant. If for no other reason, the participant has to be part of developing their IEP so that they will 
“buy into it” and give it their full effort. 



Follow-up 
The IEP is meaningless unless there is effective follow-up to it. The IEP is not meant to be a 
document to be filled out and filed away. It is a living, working plan for how each individual par-
ticipant will get the most out of the program. As such, the IEP should be incorporated into most 
everything that project staff do with the participant, and should be part of most conversations 
that project staff have with the participant. 



The IEP should determine what the participant does on SCSEP
The IEP should determine most everything the participant does while on SCSEP. It is the IEP 
that should determine the participant’s host agency/training site assignment. (Too often it is 
the assignment that seems to determine the IEP, the opposite of how it should work.) The IEP 
should be brought to every monitoring visit to a participant at their training site, and their pro-
gress on the IEP should be reviewed. Staff should be checking with the participant on every ac-
tion step in their IEP, and should make sure they are following through on their IEP action steps. 



There can be no follow-up without a good, specific IEP
You must know exactly what it is you are following up on. The participant must know exactly 
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what it is they are expected to do. You cannot follow-up on that which is vague or not understood. 
So, if the IEP did not contain specific goals and action step to begin, does not contain measurable 
outcomes, and does not have deadlines with there can be no follow-up.  



Involve the training site supervisor in the IEP
The training site supervisor will probably influence the participant’s development more 
than anyone else. Don’t let this influence exist in a vacuum. Make it work for you by 



making the supervisor part of the participant’s development team. Share the IEP with the 
training site supervisor so they may understand what you are trying to achieve, and assist 



those efforts. The training site supervisor is in an ideal position to be a “coach” to the 
participant in their development. Whatever issue the participant’s IEP may be dealing 



with, it is very likely that the participant’s training site supervisor can be the key to a successful 
outcome. So make them part of the effort to achieve a successful IEP. 



Follow-up is ongoing & positive - Don’t wait for failure
Keep track of all important dates in the IEP, and check prior to deadlines to make sure the partici-
pant is doing what they should be doing, and committed to doing. An effective IEP process re-
quires extensive follow-up to make sure things are happening as they need to be happening. An 
effective IEP is not about playing “gotch ya” after the participant failed to do something – it is 
about making sure they do it to begin with. IEP follow-up should be part of every visit, especially 
quarterly monitoring visits, to the training site. It should also be part of most discussions you have 
with the participant. 



It is important to remember that the IEP is about being successful in the 
program. It is important not only to stay on top of the participant to make 
sure they are doing what they need to do, but also so you can intervene to 
help them be successful when it becomes necessary to do so. Helping them 



-



W



- Do - 
Intervene to help 
them be success
f l


achieve their goals is what the program is there for. And, if it becomes 
apparent that the goals and action steps are not attainable by the participant 
it is important to reevaluate those goals and action steps, and rewrite the 
IEP with goal and action steps which are attainable. 



Don’t 
stick to an  IEP 
that isn’t working 



hen all else fails - IEP related terminations



Don’t 
terminate a participant 
without sufficient 
warning 



An IEP related termination is an admission of failure – not only of the participant, but of the pro-
gram as well. IEP related terminations do not reflect well on the program, and should only be 



used as a last resort measure. There are three main questions which 
before proceeding with an IEP related termination. First, did the 
participant know exactly what was expected of  them? (In other words, 
was the IEP really specific?) Second, did the program must make at-
tempts to help the participant succeed? (What did the program do, when 
did it do it, and what was the outcome?) Finally, was the participant 



specifically and sufficiently warned about termination for not following their IEP? (There better 
be copies of warning letters, and they best be very specific.  



U.S. DOL guidelines for IEP related terminations are specified in Older Worker Bulletin 96-11. 
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Summary: Using the IEP for Success 
So, to summarize all that has been said here there are two conclusions to be drawn. First, if  IEPs 
are done right the participant succeeds in the program. Second, If the participants succeed be-
cause IEPs are done right the program also succeeds. It pays to take the time to do effective 
IEPs. 



Some points to remember for writing effective IEPs are: 



 1. Participants need to be prepared to do an IEP. This starts with a recruitment message and 
orientation that stresses that this is a dynamic program about helping them reach goals. It 
continues with giving them a chance to think about their goals before doing an IEP. And it 
involves a thorough assessment of the participant having to know where they are starting. 



 2. The staff must be prepared to do the IEP. This includes knowing IEP procedures and forms. 
It also means getting to know the participant they are helping develop an IEP, and preparing 
to address any barriers they may have, and/or preparing to discuss any delicate subjects that 
may need to be addressed. Most importantly, they must know all the local resources that can 
be used to help the participant complete their action steps and achieve their goals. 



 3. The staff must engage the participant in a conversation and make use of various counseling 
skills. Such skills include: Attending, Active Listening, Asking Questions and Avoiding 
Roadblocks. They must have the participant’s confidence and trust to be successful. 



 4. Each IEP should be written as specifically as possible. The SMART acronym should be 
used to make sure the goals and action steps are Specific, Measurable, Attainable, Relevant 
and Time Driven. 



 5. There should be a succession of specific short-term IEPs with each one moving the partici-
pant one step closer to their ultimate goal (hopefully a job). The timing of each IEP should 
be determined by the action steps involved, not by an arbitrary limit. 



 6. If a participant has trouble articulating a goal staff should explore to determine the reason 
why, and then apply the response appropriate to that reason. 



 7. The participant must “buy-in” to their IEP. They must be committed to achieving it. 



 8. The IEP should determine most everything the participant does while they are on the pro-
gram, especially their host agency/training site assignment. 



 9. There can be no follow-up unless a specific, measurable, time driven IEP was written to 
begin with. 



 10. Follow-up should be ongoing, not waiting for a three-month monitoring visit, and should 
occur in time for the participant to successfully complete their action step by the deadline. 



 



Any comments, suggestions, etc. would be appreciated, and can be directed to: 
Timothy C. Hamre, Programs Operations Manager 



The National Council on the Aging, Inc. 
300 D Street, SW, Suite 801   Washington, DC 20024 
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e-mail: timothy.hamre@ncoa.org   phone: 202-479-6636   fax: 202-479-0735 
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U.S. DEPARTMENT OF LABOR - EMPLOYMENT AND TRAINING ADMINISTRATION 
 



SENIOR COMMUNITY SERVICE EMPLOYMENT PROGRAM 
PRIVACY ACT STATEMENT 



 
 



This statement applies to forms used by 
the Department of Labor for the Senior 
Community Service Employment Program 
(SCSEP) that contain confidential data 
collected from SCSEP applicants and 
participants.  It also describes the 
collection of this information and how the 
information will be used. 
 
The Privacy Act of 1974, as amended, 
requires all Federal agencies, including the 
Employment and Training Administration 
(ETA) and its agents, to give the following 
facts to each person from whom it 
requests information: 
 



The statutory authority for the request 
 
Why the information is needed 
 
Whether it is voluntary or mandatory to 
provide the information 
 
The effects of not providing information 
 
The uses which may be made of the 
information 
 
Whether disclosure of the Social 
Security Number (SSN) is mandatory or 
voluntary, by what statute or other 
authority the number is solicited, and 
what uses will be made of it 



 
These items are more fully explained in 
the following sections.  If you have any 
questions about your rights and 
responsibilities under the Privacy Act, you 
should ask for assistance from [name of 
SCSEP provider]. 
 
 
I.    The Department of Labor's 



  Authorization to Collect 
  Information 



 
The Employment and Training 
Administration is an agency of the U.S. 
Department of Labor.  The Department's 
authority to collect information from 
SCSEP applicants and participants is found 
in the Older Americans Act Amendments 
of 2000 (OAA Amendments), Pub. L 106-



501, sections 503(f)(3)-(4); 42 USC 
3056a(f)(3)-(4).  Data collection 
documents are approved under OMB 
clearance number 1205-0040, expiring 
06/30/07. 
 
 
II.    Why the information is needed 
 
The SCSEP needs information about age, 
citizenship, health, employability, 
behavior, family income, environment, 
and other matters related to your 
eligibility, assignment, and progress in the 
SCSEP.  The information may be used to: 
 



Determine whether your training and 
employment needs can best be met 
through SCSEP or another program in 
your home community 
 
Determine whether you meet all 
eligibility requirements for the SCSEP 
 
Provide a basis for determining your 
progress in the SCSEP 
 
Maintain a record of wages and other 
benefits received 
 
 



III.  Obligatory and Voluntary 
Information and Possible 
Consequences of Withholding 
Information or Providing False 
Information 



 
While there are no penalties under the law 
for refusing to supply information, the 
SCSEP requires the collection and 
maintenance of a wide range of personal 
information about you, including your 
Social Security Number, to satisfy 
enrollment requirements.  Not supplying 
the requested information could delay or 
prevent you from enrolling and 
participating in the SCSEP. 
 
The provision of false information by you 
could lead to expulsion from the program 
or prosecution under the U.S. Criminal 
Code when such information is used to 
support a fraudulent claim to benefits. 
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IV.    How the Information is Used 
 
Your SSN will be not be used as your 
SCSEP participant identification number.  
Rather, a separate number will be used on 
all SCSEP forms which require a unique 
identifier. 
 
In carrying out its responsibility under the 
OAA to administer the SCSEP program, 
the Department of Labor must sometimes 
disclose data from its records about you to 
another agency or individual without your 
specific written consent.  Such disclosures 
may be made for the following reasons: 
 



To provide personnel, procurement, or 
benefit-related information to 
contractors and agencies to enable 
them to provide administrative 
functions for the program, including the 
maintenance of participant pay records 
 
Disclose to researchers and public 
interest groups those records that are 
relevant and necessary to evaluate the 
effectiveness of the overall program 
and its various training components in 
serving different subgroups of the 
eligible population. 
 
To disclose information to the Office of 
Management and Budget in connection 
with its legislative review, coordination, 
and clearance activities 
 
To provide statistical information to the 
news media or members of the general 
public for the purpose of promoting the 
merits of the SCSEP 
 
To provide information to placement 
and welfare agencies, prospective 
employers, school, or training 
institutions to assist in participant 
employment 
 
To provide information to Federal, 
state, and local agencies and 
community-based organizations to 
facilitate statistical research, audit, and 
evaluation activities necessary to insure 
the success, integrity, and 



improvement of the SCSEP and other 
employment and training programs 



 
In addition, if a person about whom 
records are maintained submits a written 
request to a Member of Congress or his or 
her staff, and that request is forwarded to 
the U.S. Department of Labor, we may 
release the information to the Member of 
Congress or Congressional staff in 
response to the inquiry made on behalf of 
the subject of the record. 
 
 
V.   Participant Signature 
 
[Name of SCSEP provider] has given you 
a copy of this statement, in accordance 
with the Privacy Act of 1974, as amended, 
which explains the uses that will be made 
of information that you or others might 
supply [name of SCSEP provider] about 
yourself. 
 
A single copy of this form must be given 
to each participant for personal reference 
upon enrollment.  Please acknowledge 
receipt below: 
 
 
 
Signature            
Date 
 
 
 
Printed Name 
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Memorandum Of Understanding (MOU)


Between



__________________________________________ 


Senior Community Service Employment Program (SCSEP) under Title V of the Older Americans Act (OAA)


and



__________________________________________


Workforce Development Council (WDC) under the Workforce Investment Act (WIA)



1. Purpose: 



The purpose of this agreement is to coordinate the delivery of employment and training services to qualified persons 55 years of age and older as part of 20 CFR—Subpart B of the Workforce Investment Act (see attached appendix).  The benefits of this coordination agreement will include minimizing, and where possible eliminating, the duplication of employment and training services; streamlining access to services for customers seeking employment and training services; and providing a platform for continually improving the quality and delivery of services for older workers.   


2. Term: 



This agreement shall be on going. The parties of this agreement may withdraw from the agreement by giving a 30-day written notice to each of the remaining parties.



3. Coordination of Services: 



Specific areas of coordination covered under this agreement include the recruitment of eligible participants, joint enrollment, intake, orientation to services, and special job training, job search or job club activities.



4. The Parties to this agreement will:



· Assist with the recruitment, identification, and referral of eligible participants.


· Conduct job development and placement services in cooperation with one another.


· Provide participants with job seeking and job retention skills training.


· Provide participants with needed academic or vocational classroom training.


5. Other Cooperative Arrangements



· The ________________________ SCSEP program will provide the __________________ Workforce Development Council and One-Stop Career Center(s) with brochures or other materials that describe project services and eligibility guidelines. These materials will be distributed and discussed by Center staff with clients.


· The WorkSource Center will provide the SCSEP Program with materials describing its services so that this information can be discussed with SCSEP Program applicants and participants.


· Both parties will share up-to-date staff and office contact information and inform each other of any changes throughout the duration of this agreement.


· With the participant’s consent, confidential information concerning the participant may be shared between the parties.


· Both parties will meet periodically, but at least annually, to discuss and consider additional areas of coordination and leveraging of resources.  These may include, but are not limited to: participant co-enrollment; program co-location, shared outreach events, offering interview space, shared forms (e.g. assessment, individual employment plan, referral forms), cross-training between partners; grant and other funding opportunities; board representation, and coordinated input into local, state, and national planning processes.


6. Both parties affirm the non-financial nature of this agreement and further agree to hold each other harmless from any and all liabilities, which may be implied.



Signed this _______________ day of ______________________, 200__.



___________________________, _____________________, 
___________________

         SCSEP Subgrantee Authorized Signatory

Position
Title

 SCSEP Organization Name


___________________________, _____________________, 
___________________
WDC Authorized Signatory


Position Title

WDC Organization Name


Appendix — In Part This MOU is to Carry Out the Following Workforce Investment Act (WIA) Regulations:


20 CFR—Subpart B—One-Stop Partners and the Responsibilities of Partners 



§662.200 
Who are the required One-Stop partners?



a. WIA section 121(b)(1) identifies the entities that are required partners in the local One-Stop systems.



b. The required partners are the entities that are responsible for administering the following programs and activities in the local area:



1. Programs authorized under title I of WIA, serving:



i. Adults;



ii. Dislocated workers;



iii. Youth;



iv. Job Corps;



v. Native American programs;



vi. Migrant and seasonal farm worker programs; and



vii. Veterans’ workforce programs; (WIA sec. 121(b)(1)(B)(i));



2. (2) Programs authorized under the Wagner-Peyser Act (29 U.S.C. 49 et seq.); (WIA sec. 121(b)(1)(B)(ii));



3. (3) Adult education and literacy activities authorized under title II of WIA; (WIA sec. 121(b)(1)(B)(iii));



4. (4) Programs authorized under parts A and B of title I of the Rehabilitation Act (29 U.S.C. 720 et seq.); (WIA sec. 121(b)(1)(B)(iv));



5. (5) Welfare-to-work programs authorized under sec. 403(a)(5) of the Social Security Act (42 U.S.C. 603(a)(5) et seq.); (WIA sec. 121(b)(1)(B)(v));



6. (6) Senior community service employment activities authorized under title V of the Older Americans Act of 1965 (42 U.S.C. 3056 et seq.); (WIA sec. 121(b)(1)(B)(vi));



7. (7) Postsecondary vocational education activities under the Carl D. Perkins Vocational and Applied Technology Education Act (20 U.S.C. 2301 et seq.); (WIA sec. 121(b)(1)(B)(vii));



8. (8) Trade Adjustment Assistance and NAFTA Transitional Adjustment Assistance activities authorized under chapter 2 of title II of the Trade Act of 1974 (19 U.S.C. 2271 et seq.); (WIA sec. 121(b)(1)(B)(viii));



9. (9) Activities authorized under chapter 41 of title 38, U.S.C. (local veterans’ employment representatives and disabled veterans outreach programs); (WIA sec. 121(b)(1)(B)(ix));



10. (10) Employment and training activities carried out under the Community Services Block Grant (42 U.S.C. 9901 et seq.); (WIA sec. 121(b)(1)(B)(x));



11. (11) Employment and training activities carried out by the Department of Housing and Urban Development; WIA sec. 121(b)(1)(B)(xi)); and



12. (12) Programs authorized under State unemployment compensation laws (in accordance with applicable Federal law); (WIA sec. 121(b)(1)(B)(xii).) 



§ 662.220 
What entity serves as the One- Stop partner for a particular program in the local area?



a. The ‘‘entity’’ that carries out the program and activities listed in §662.200 and 662.210 and, therefore, serves as the One-Stop partner is the grant recipient, administrative entity or organization responsible for administering the funds of the specified program in the local area. The term ‘‘entity’’ does not include the service providers that contract with or are subrecipients of the local administrative entity. For programs that do not include local administrative entities, the responsible State Agency should be the partner. Specific entities for particular programs are identified in paragraph (b) of this section. If a program or activity listed in  § 662.200 is not carried out in a local area, the requirements relating to a required One-Stop partner are not applicable to such program or activity in that local One-Stop system.


1. For title II of WIA, the entity that carries out the program for the purposes of paragraph (a) is the State eligible entity. The State eligible entity may designate an eligible provider, or a consortium of eligible providers, as the ‘‘entity’’ for this purpose;



2. For title I, Part A, of the Rehabilitation Act, the entity that carries out the program for the purposes of paragraph (a) of this section is the designated State agency or designated unit specified under section 101(a)(2) that is primarily concerned with vocational rehabilitation, or vocational and other rehabilitation, of individuals with disabilities; and



3. Under WIA, the national programs, including Job Corps, the WIA Indian and Native American program, the Migrant and Seasonal Farmworkers program, and the Veterans’ Workforce Investment program, are required One- Stop partners. Local Boards must include them in the One-Stop delivery system where they are present in their local area. In local areas where the national programs are not present, States and Local Boards should take steps to ensure that customer groups served by these programs have access to services through the One-Stop delivery system. 



§ 662.230 
What are the responsibilities of the required One-Stop partners? All required partners must:



a. Make available to participants through the One-Stop delivery system the core services that are applicable to the partner’s programs; (WIA sec. 121(b)(1)(A).)



b. Use a portion of funds made available to the partner’s program, to the extent not inconsistent with the Federal law authorizing the partner’s program, to:



1. Create and maintain the One-Stop delivery system; and



2. Provide core services; (WIA sec. 134(d)(1)(B).)


c. Enter into a memorandum of understanding (MOU) with the Local Board relating to the operation of the One-Stop system that meets the requirements of §662.300, including a description of services, how the cost of the identified services and operating costs of the system will be funded, and methods for referrals (WIA sec. 121(c));



d. Participate in the operation of the One-Stop system consistent with the terms of the MOU and requirements of authorizing laws; (WIA sec. 121(b)(1)(B).) and



e. Provide representation on the Local Workforce Investment Board. (WIA sec. 117(b)(2)(A)(vi).) 


§662.240 
What are a program’s applicable core services?



a. The core services applicable to any One-Stop partner program are those services described in paragraph (b) of this section that are authorized and provided under the partner’s program.



b. The core services identified in section 134(d)(2) of the WIA are:



1. Determinations of whether the individuals are eligible to receive assistance under subtitle B of title I of WIA;



2. Outreach, intake (which may include worker profiling), and orientation to the information and other services available through the One-Stop delivery system;



3. Initial assessment of skill levels, aptitudes, abilities, and supportive service needs;



4. Job search and placement assistance, and where appropriate, career counseling;



5. Provision of employment statistics information, including the provision of accurate information relating to local, regional, and national labor market areas, including—



i. Job vacancy listings in such labor market areas;



ii. Information on job skills necessary to obtain the listed jobs; and



iii. Information relating to local occupations in demand and the earnings and skill requirements for such occupations;



6. Provision of program performance information and program cost information on:



i. Eligible providers of training services described in WIA section 122;



ii. Eligible providers of youth activities described in WIA section 123;



iii. Providers of adult education described in title II;



iv. Providers of postsecondary vocational education activities and vocational education activities available to school dropouts under the Carl D. Perkins Vocational and Applied Technology Education Act (20 U.S.C. 2301 et seq.); and



v. Providers of vocational rehabilitation program activities described in title I of the Rehabilitation Act of 1973 (29 U.S.C. 720 et seq.);



7. Provision of information on how the local area is performing on the local performance measures and any additional performance information with respect to the One-Stop delivery system in the local area;



8. Provision of accurate information relating to the availability of supportive services, including, at a minimum, child care and transportation, available in the local area, and referral to such services, as appropriate;



9. Provision of information regarding filing claims for unemployment compensation;



10. Assistance in establishing eligibility for—



i. Welfare-to-work activities authorized under section 403(a)(5) of the Social Security Act (42 U.S.C. 603(a)(5)) available in the local area; and



ii. Programs of financial aid assistance for training and education programs that are not funded under this Act and are available in the local area; and



11. (11) Follow-up services, including counseling regarding the workplace, for participants in workforce investment activities authorized under subtitle (B) of title I of WIA who are placed in unsubsidized employment, for not less than 12 months after the first day of the employment, as appropriate. 



§662.250 
Where and to what extent must required One-Stop partners make core services available?



a. At a minimum, the core services that are applicable to the program of the partner under  §662.220, and that are in addition to the basic labor exchange services traditionally provided in the local area under the Wagner-Peyser program, must be made available at the comprehensive One-Stop center. These services must be made available to individuals attributable to the partner’s program who seek assistance at the center. The adult and dislocated worker program partners are required to make all of the core services listed in §662.240 available at the center in accordance with 20 CFR 663.100(b)(1).



b. The applicable core services may be made available by the provision of appropriate technology at the comprehensive One-Stop center, by colocating personnel at the center, cross training of staff, or through a cost reimbursement or other agreement between service providers at the comprehensive One-Stop center and the partner, as described in the MOU.



c. The responsibility of the partner for the provision of core services must be proportionate to the use of the services at the comprehensive One-Stop center by the individuals attributable to the partner’s program. The specific method of determining each partner’s proportionate responsibility must be described in the MOU.



d. For purposes of this part, individuals attributable to the partner’s program may include individuals who are referred through the comprehensive One-Stop center and enrolled in the partner’s program after the receipt of core services, who have been enrolled in the partner’s program prior to receipt of the applicable core services at the center, who meet the eligibility criteria for the partner’s program and who receive an applicable core service, or who meet an alternative definition described in the MOU.



e. Under the MOU, the provision of applicable core services at the center by the One-Stop partner may be supplemented by the provision of such services through the networks of affiliated sites and networks of One- Stop partners described in WIA section 134(c)(2). 



§662.260 
What services, in addition to the applicable core services, are to be provided by One-Stop partners through the One-Stop delivery system? 


In addition to the provision of core services, One-Stop partners must provide access to the other activities and programs carried out under the partner’s authorizing laws. The access to these services must be described in the local MOU. 20 CFR part 663 describes the specific requirements relating to the provision of core, intensive, and training services through the One-Stop system that apply to the adult and the dislocated worker programs authorized under title I of WIA. Additional requirements apply to the provision of all labor exchange services under the Wagner-Peyser Act. (WIA sec. 134(c)(1)(D).) 


§662.270 
How are the costs of providing services through the One-Stop delivery system and the operating costs of the system to be funded? 


The MOU must describe the particular funding arrangements for services and operating costs of the One- Stop delivery system. Each partner must contribute a fair share of the operating costs of the One-Stop delivery system proportionate to the use of the system by individuals attributable to the partner’s program. There are a number of methods, consistent with the Memorandum of Understanding (MOU)


a. The Memorandum of Understanding (MOU) is an agreement developed and executed between the Local Board, with the agreement of the chief elected official, and the One-Stop partners relating to the operation of the One-Stop delivery system in the local area.



b. The MOU must contain the provisions required by WIA section 121(c)(2). These provisions cover services to be provided through the One-Stop delivery system; the funding of the services and operating costs of the system; and methods for referring individuals between the One-Stop operators and partners. The MOU’s provisions also must determine the duration and procedures for amending the MOU, and may contain any other provisions that are consistent with WIA title I and the WIA regulations agreed to by the parties. (WIA sec. 121(c).) 


§662.310
 Is there a single MOU for the local area or are there to be separate MOU’s between the Local Board and each partner?


a. A single ``umbrella'' MOU may be developed that addresses the issues relating to the local One-Stop delivery system for the Local Board, chief elected official and all partners, or the Local Board, chief elected official and the partners may decide to enter into separate agreements between the Local Board (with the agreement of the chief elected official) and one or more partners. Under either approach, the requirements described in this subpart apply. Since funds are generally appropriated annually, financial agreements may be negotiated with each partner annually to clarify funding of services and operating costs of the system under the MOU.


b. WIA emphasizes full and effective partnerships between Local Boards, chief elected officials and One-Stop partners. Local Boards and partners must enter into good-faith negotiations. Local Boards, chief elected officials and partners may request assistance from a State agency responsible for administering the partner program, the Governor, State Board, or other appropriate parties. The State agencies, the State Board, and the Governor may also consult with the appropriate Federal agencies to address impasse situations after exhausting other alternatives. The Local Board and partners must document the negotiations and efforts that have taken place. Any failure to execute an MOU between a Local Board and a required partner must be reported by the Local Board and the required partner to the Governor or State Board, and the State agency responsible for administering the partner's program, and by the Governor or the State Board and the responsible State agency to the Secretary of Labor and to the head of any other Federal agency with responsibility for oversight of a partner's program. (WIA sec. 121(c).)


c. If an impasse has not been resolved through the alternatives available under this section any partner that fails to execute an MOU may not be permitted to serve on the Local Board. In addition, any local area in which a Local Board has failed to execute an MOU with all of the required partners is not eligible for State incentive grants awarded on the basis of local coordination of activities under 20 CFR 665.200(d)(2). These sanctions are in addition to, not in lieu of, any other remedies that may be applicable to the Local Board or to each partner for failure to comply with the statutory requirement.


Sec. 662.270
How are the costs of providing services through the One-Stop delivery system and the operating costs of the system to be funded?


The MOU must describe the particular funding arrangements for services and operating costs of the One-Stop delivery system. Each partner must contribute a fair share of the operating costs of the One-Stop delivery system proportionate to the use of the system by individuals attributable to the partner's program. There are a number of methods, consistent with the requirements of the relevant OMB circulars, that may be used for allocating costs among the partners. Some of these methodologies include allocations based on direct charges, cost pooling, indirect cost rates and activity-based cost allocation plans. Additional guidance relating to cost allocation methods may be issued by the Department in consultation with the other appropriate Federal agencies.



20 CFR — Subpart D—One-Stop Operators 


§662.400 
Who is the One-Stop operator?



a. The One-Stop operator is the entity that performs the role described in paragraph (c) of this section. The types



b. The Local Board, with the agreement of the chief elected official, must designate and certify One-Stop operators in each local area.



c. The One-Stop operator is designated or certified:



1. Through a competitive process,



2. Under an agreement between the Local Board and a consortium of entities that includes at least three or more of the required One-Stop partners, identified at  §662.200, or



3. Under the conditions described in  §662.420 or 662.430. (WIA sec. 121(d), 121(e), and 117(f)(2))



d. (c) The designation or certification of the One-Stop operator must be carried out in accordance with the ‘‘sunshine provision’’ at 20 CFR 661.307. 



§662.420 
Under what limited conditions may the Local Board be designated or certified as the One-Stop operator?



a. The Local Board may be designated or certified as the One-Stop operator only with the agreement of the chief elected official and the Governor.



b. The designation or certification must be reviewed whenever the biennial certification of the Local Board is made under 20 CFR 663.300(a). (WIA sec. 117(f)(2).)   
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Appendix III





SENIOR COMMUNITY SERVICE EMPLOYMENT PROGRAM



PROGRAMMATIC ASSURANCES


The programmatic assurances delineated below reflect standard SCSEP grantee requirements—i.e., those that are required by law or those that are consistent with sound program practices.  Washington State DSHS/ADSA has agreed to conform to the following assurances and expects the same of any SCSEP subgrantee or sub-subgrantee:



Participant-Related Assurances



Recruitment and Selection of Participants



 FORMCHECKBOX 

The agency or organization has developed and implemented methods for recruiting and selecting participants that assure that the maximum number of eligible individuals have an opportunity to participate in the program.  


 FORMCHECKBOX 

The income definitions and income inclusions and exclusions for determining Senior Community Service Employment Program (SCSEP) eligibility, as described in Training and Employment Guidance Letter (TEGL) 12-06, are used to determine and document participant eligibility.  TEGL 12-06 may be accessed on www.doleta.gov/seniors under Technical Assistance. 



 FORMCHECKBOX 

Washington State DSHS/ADSA has developed strategies to recruit applicants who have priority for service as defined at Older Americans Act (OAA) Section 518(b)(1)-(2).  Priority is to be afforded to individuals who are 65 years of age or older or:



a) Are veterans or eligible spouses of veterans as defined in 20 CFR 1010.110 (73 Fed. Reg. 78142, 78142 (Dec. 19, 2008));


b) Have a disability;



c) Have limited English proficiency or low literacy skills;



d) Reside in a rural area;



e) Have low employment prospects;



f) Have failed to find employment after utilizing services provided through the One-Stop Delivery System; or



g) Are homeless or are at risk for homelessness (OAA Section 518(b)(1)-(2)).


Assessment



 FORMCHECKBOX 

Assesses participants at least two times per 12 month period.



 FORMCHECKBOX 

Uses assessment information to determine the most appropriate community service assignments for participants. 



Individual Employment Plan (IEP)



 FORMCHECKBOX 

Establishes an initial goal of unsubsidized employment for all participants.



 FORMCHECKBOX 

Updates the IEP at least as frequently as the assessments.



Community Service Employment Assignment (CSEA)



 FORMCHECKBOX 

Ensures that the initial CSEA is based on the assessment done at the time of enrollment.



 FORMCHECKBOX 

Uses the IEP as the basis for determining when, as appropriate, to rotate participants through assignments within a CSEA or to other CSEAs to acquire the skills necessary to obtain unsubsidized employment.



 FORMCHECKBOX 

Selects host agencies that are designated 501(c)(3) organizations or public agencies. 



 FORMCHECKBOX 

Has procedures in place for assuring adequate supervision of participants at the host agencies.



 FORMCHECKBOX 

Has procedures in place to ensure safe and healthy working conditions. 



Recertification of Participants



 FORMCHECKBOX 

Recertifies the income eligibility of each participant at least once every 12 months, or more frequently if circumstances warrant. 



 FORMCHECKBOX 

Has a written policy setting forth actions to be taken to deal with those found to be ineligible (including notification of their right to appeal the finding). 



Physical Examinations



 FORMCHECKBOX 

Offers physicals to participants upon program entry and each year thereafter as a benefit.


 FORMCHECKBOX 

Obtains a written waiver from each participant who declines to have a physical.


Orientation


Provides orientations for its participants and host agencies which include information on:


Participant Orientation



 FORMCHECKBOX 

Project goals and objectives



 FORMCHECKBOX 

   Community service employment assignments


 FORMCHECKBOX 

   Training opportunities



 FORMCHECKBOX 

   Available supportive services



 FORMCHECKBOX 

   The availability of a free physical examination



 FORMCHECKBOX 
    Participant rights and responsibilities


 FORMCHECKBOX 
    Host Agencies 


 FORMCHECKBOX 
 
Sub-recipients provide sufficient orientations, which may include the following information:


· Grantee and local project roles, policies and procedures


· SCSEP goals and objectives


· Role of supervisors


· Evaluation of participant progress


· Provision of safe working environment


· Annual monitoring and safety assessment


· Documentation requirements


· Termination policies


· Grievance procedures



Participant Benefits



 FORMCHECKBOX 

Provides benefits that are required by State or Federal law (such as workers’ compensation or unemployment insurance), and the costs of physical examinations. 


 FORMCHECKBOX 

Has established written policies relating to compensation for scheduled work hours during which an applicant’s or sub-recipient’s business is closed for Federal holidays.



 FORMCHECKBOX 

Has established written policies relating to necessary sick leave that is not part of an accumulated sick leave program.  



 FORMCHECKBOX 

Does not use grant funds to pay the cost of pension benefits, annual leave,    accumulated sick leave, or bonuses.


Durational Limits


 Average Participation of 27 Months


 FORMCHECKBOX 
 
Complies with an average participation cap for eligible individuals (in the aggregate) of 27 months, unless a waiver is approved.


Maximum Duration of Program Participation 48 Months\


 FORMCHECKBOX 

Complies with the requirement that participants may participate in the program no longer than 48 months in the aggregate (whether or not consecutive) unless the participant receives a waiver of this requirement. 



 FORMCHECKBOX 

 Notifies participants of its policy pertaining to the maximum duration requirement at the time of enrollment.



 FORMCHECKBOX 

 Allows participants a 48-month maximum lifetime participation in SCSEP unless it has applied for a waiver to establish a lesser maximum duration of program participation.


 FORMCHECKBOX 

 Notifies participants if they are enrolled under the American Recovery and Reinvestment Act. 


Termination Procedures



 FORMCHECKBOX 
  Grantees will provide a reason for termination and inform participants of grievance policies.  An IEP termination policy must be approved by DOL prior to implementation.



Written Termination Policies Are in Effect for:



 FORMCHECKBOX 

Provision of false information (immediate)



 FORMCHECKBOX 

Incorrect initial eligibility determination (30 days written notice)



 FORMCHECKBOX 

Income ineligibility determined at recertification (30 days written notice)



 FORMCHECKBOX 

Cause (immediate or corrective action, depending on infraction)



 FORMCHECKBOX 

If applicable and there are no extenuating circumstances that would hinder the participant from moving to unsubsidized employment, refusal to accept a reasonable number of job offers or referrals to unsubsidized employment consistent with the IEP



Equitable Distribution



 FORMCHECKBOX 
 Manages slot allotments within equitable distribution guidelines, to the extent feasible, so that potential participants have equal access for program participation.


Over-Enrollment



 FORMCHECKBOX 

 Manages over-enrollment to minimize impact on participants and avoid layoffs.



Administrative Systems



 FORMCHECKBOX 

Communicates grant policy, data collection, and performance developments and directives to staff and sub-recipients and/or local project operators.



 FORMCHECKBOX 

Has developed a written monitoring tool and procedures for its SCSEP grant that lists items to be reviewed during monitoring visits, and provided this tool to sub-recipients and/or local project operators.



 FORMCHECKBOX 

Has developed a monitoring schedule, notified sub-grantees and/or local project operators of its monitoring plans, and monitors sub-grantees and/or local project operators on a regular basis.



 FORMCHECKBOX 

Provides training to increase sub-recipients’ and/or local project operators skills, knowledge, and abilities. 



 FORMCHECKBOX 

Prescribes corrective action and follow-up procedures for sub-recipients and/or local project operators to ensure that identified problems have been remedied, when appropriate.



 FORMCHECKBOX 

Monitors the financial systems and expenditures of sub-recipients and/or local project operators on a regular basis.   



 FORMCHECKBOX 

Ensures that sub-recipients and/or local project operators receive adequate resources to effectively operate local projects.



 FORMCHECKBOX 

Has trained sub-recipients and/or local project operators on SCSEP financial requirements to help them effectively manage their own expenditures, and provides more general financial training as needed.



 FORMCHECKBOX 

Ensures that all financial reports are accurate and are submitted in a timely manner, as required.


Sub-Recipient Selection (If Applicable)



 FORMCHECKBOX 

In areas where a substantial population of individuals with barriers to employment exists, a national grantee shall, in selecting sub-recipients, give special consideration to organizations (including former recipients of such national grants) with demonstrated expertise in serving individuals with barriers to employment, as defined in the statute.


Complaint Resolution



 FORMCHECKBOX 

Grantee establishes and uses written grievance procedures for complaint resolution for applicants, employees and participants.



 FORMCHECKBOX 

Provides applicants, employees and participants with a copy of such procedures.



Maintenance of Effort 



 FORMCHECKBOX 

Does not reduce the number of employment opportunities or vacancies that would otherwise be available to individuals not participating in the program.



 FORMCHECKBOX 

Does not displace currently employed workers (including partial displacement, such as a reduction in the hours of non-overtime work, wages, or employment benefits). 



 FORMCHECKBOX 

Does not impair existing contracts or result in the substitution of federal funds for other funds in connection with work that would otherwise be performed.



 FORMCHECKBOX 

Does not assign or continue to assign any eligible individual to perform the same work or substantially the same work as that performed by any other individual who is on layoff.



Procedures for Payroll and Payment of Workers’ Compensation



 FORMCHECKBOX 

Makes all required payments for payroll and Workers’ Compensation premiums on a timely basis.



 FORMCHECKBOX 

Ensures that host agencies do not pay Workers’ Compensation costs for participants.



Maintenance of Files and Privacy Information



 FORMCHECKBOX 

Maintains participant files for three (3) years after the program year in which all follow-up activity for a participant has been completed.



 FORMCHECKBOX 

Participant records are securely stored and access is limited to appropriate staff to safeguard personal identifying information.



 FORMCHECKBOX 

Safeguards to preclude tampering with electronic media are established (e.g., Personal Identification Numbers (also known as “PINs”) for recordkeeping.



 FORMCHECKBOX 
 
Ensures that the SCSEP National Program Office at the Department of Labor is immediately notified in the event of any potential security breach of personal Identifying Information (PII), whether electronic/paper files and/or equipment is involved.


 FORMCHECKBOX 

Complies with, and ensures that authorized users under its subgrant comply with all SPARQ access and security rules.


Documentation



 FORMCHECKBOX 

Maintains documentation of waivers of physical examinations by participant.


 FORMCHECKBOX 

Maintains documentation of the provision of complaint procedures to participants. 


 FORMCHECKBOX 

Maintains documentation of eligibility determinations and re-determinations.



 FORMCHECKBOX 

Maintains documentations of terminations and the reasons for such terminations.



 FORMCHECKBOX 

Maintains records of grievances and outcomes.


Data Collection and Reporting



 FORMCHECKBOX 

Ensures that complete and accurate data are submitted timely to SPARQ, as legally required.



 FORMCHECKBOX 

Ensures that those capturing and recoding data are familiar with the latest instructions for data collection, including Department administrative issuances, such as Older Worker Bulletins, TEGLs, the Data Collection Handbook and Internet postings.


 FORMCHECKBOX 

Turns over complete data files in the specified electronic format, as well as hard copy case files, to the grantee if and at the time that the subgrantee ceases to deliver SCSEP.
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Title V of the Older Americans Act: Senior Community Service Program



How Payments Received Under SCSEP


Affect Eligibility for Washington State Department of Social and Health Services Programs






Introduction


The Washington State Department of Social and Health Services (DSHS) categorizes its medical programs into two types: (1) TANF related Medical programs and (2) Supplemental Security Income (SSI) related Medicaid.  Eligibility for these types of programs differs, as well as how SCSEP wages and benefits are treated.


I. TANF related Medical programs: includes Cash Assistance, Basic Food (SNAP, formerly called the Food Stamp Program) and Medical Programs for Families, Children and Pregnant Woman.


· Funds under Title V-Older Americans Act are excluded for TANF-related Medical Programs


References: 



· DSHS EAZ Manual - Treatment of Income Chart: Payments to persons age 55 and older under the Senior Community Services Employment Program (SCSEP) under Title V of the Older Americans Act of 1987 are excluded.


· WAC 388-450-0045:  How do we count income from employment and training programs?


II. SSI Related Medicaid: includes Medicare Savings Programs, Categorically Needy Medicaid, Medically Needy Medicaid, and Long-term Care Medicaid Programs.


· Wages paid through SCSEP are countable income for SSI related Medicaid.  


· The COPES Waiver and Institutional Medical programs use SSI related Medicaid income rules.   


· If the funds are for reimbursement of expenses (such as clothing, training, transportation, etc) they are excluded when determining eligibility for Medicaid. 


 References: 



· WAC 388-475-0860: SSI-related medical -- Income exclusions under federal statute or other state laws. 


4. Assistance to a person (other than wages or salaries) under the Older Americans Act of 1965, as amended by section 102(h)(1) of Pub. L. 95-478 (92 Stat. 1515, 42 U.S.C.3020a);


· Social Security Administration (SSA) Program Operations Manual (POM): https://secure.ssa.gov/apps10/poms.nsf/lnx/0500830640!opendocument


SI 00830.640 Programs for Older Americans



Citations: 



42 U.S.C. 3020a(b); 20 CFR 416.1124(b) 



A. INTRODUCTION



The Federal Government through the Administration on Aging is involved in a variety of programs for older Americans. The programs may be operated by State or local governments or community organizations. Some types of programs are: 



· health services; 



· nutrition services (see SI 00830.635); 



· legal assistance; and 


· community service employment


B. POLICY 



1. Wage or Salary


A wage or salary paid under chapter 35 of title 42 of the U.S. Code, Programs for Older Americans, is earned income subject to the general SSI policies on earned income.


2. Not a Wage or Salary



Anything provided under chapter 35 of title 42 of the U.S. Code, Programs for Older Americans, other than a wage or salary is excluded from income.


DSHS Medical Programs and SCSEP
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Interview Tool


			SCSEP Subgrantee:


			SubGrantee Name & Address:


			Subgrantee Program Manager:


			Sub-subgrantee Name & Address:


			Sub or Sub-subgrantee Coordinator:


			Funding Level:


			Number of Authorized Modified Slots & Current Enrollment:


			Date of Visit:


			Completed by:


			Monitoring Elements			Compliance Y/N or Info			Requirement/Comments			Required/Suggested Corrective Action(s)			Due Date			Subgrantee Corrective Action Response


			General


			1.  Could you give us an overview of the SCSEP program and describe any operational co-location with other programs, for example the Workforce Investment Act, Older Adult Programs, or other?			Info


			Administration and Staffing


			1. Please describe how the program is staffed, including the use of participant/staffers and resultant success and/or challenges you have experienced and anticipate.


			Nepotism 20 CFR 641.841


			1. Describe how you ensure for your agency, the sub-subgranee, and all host agencies conformance to Federal SCSEP requirements regarding nepotism. (Verify)


			Unionization 20 CFR 641.839


			1. Are project funds used in any way to support union activity? (Verify)


			Nondiscrimination 20 CFR 641.827


			1. What methods do you use to ensure that nondiscrimination assurances are included in all sub-subgrantee and host agency agreements?


			2.  How are participants advised of these assurances?


			Lobbying 20 CFR 641.833 & 836


			1. What methods to you use to inform participants about the restriction that no SCSEP funds can be used for lobbying activities?


			2. How do you ensure participants and host agencies comply with the restriction?


			Local Match


			1. It is not required that subgrantees provide local match; however, it is required that any match that exists be reported.   Please share what sources have been used for match.


			2. Are there other resources not eligible for match that you use to leverage the SCSEP program in your area?


			Enrollee Wages/Fringe Benefits


			1. When is a participant eligible to begin receiving wages and fringe benefits?


			2. Which does the participant receive: Federal, State, or local rate of pay for comparable positions?  Which wage is the highest?


			3. What wages and fringe benefits do you require of your host agencies?


			4. Please provide a listing of the wages and fringe benefits provided by each of the host agencies and describe reasons for any differences between them.


			5. Are they reasonable?  (Retirement and unemployment insurance are  prohibited, workers’ compensation, (L&I) social security, and physical exams should be included; Necessary Sick Leave and payment for scheduled time when a host agency is closed on a federal holiday are approved under state grantee policy).


			6.  Do you provide any additional fringe benefits?  If so, what; and how is it funded?


			7. What are you policies and procedures for the physical exam fringe benefit?  Do you have a maximum allowable cost?


			8. What to you tell participants about the results of their physical exams?


			8. How do you document that  participants accept or waive their rights to physical exams?


			PROGRAM OPERATIONS


			Recruitment and Selection of Participants


			1. What is your recruitment strategy, including for those meeting most-in-need criteria and serving minorities and LEP individuals in at least the same proportion as the population in your service area?


			2.  What involvement do you have with the local Workforce and Economic Development Councils, employment one-stops, AAAs and other entities for recruitment of eligible and targeted individuals?


			3. How do you ensure that your recruitment plan is implemented throughout your whole service area?


			4. How to you determine and verify eligibility?


			5. When is eligibility determined?


			6. When is a participant's information entered into the SCSEP Data Collection System (DCS)?


			7. How often is elibility redetermined?


			8. How many of your program participants have registered at the local One-Stop?


			9. Describe the current method used to fill a vacancy.


			10. Describe your waiting list procedures, including when an individual is added or removed; prioritization by most-in-need; successes; and challenges.


			Quarterly  Progress Report (QPR) and Performance Goals


			1. How often do you update your data in the DCS; how do you ensure deadlines are met and data is valid?


			2. How do you use the quarterly progress reports for program planning and quality improvement?


			3. How do you use the data quality reports?


			4.  What methods do you use for correcting errors in you data?


			5. How do you validate your data?


			6. Describe your strategies and tracking methods used to meet the new/revised Washington State performance goals resulting from the 2006 amendmends to the OAA.


			7. Describe what supportive services are provided to current participants to help them attain unsubsidized employment.


			8. Describe your follow-up procedures for individuals who have entered employment.


			9. Describe what employment case management and other supportive services you offer exited participants in order to meet performance goals; to assess and respond to participant and employer technical assistance needs; and to ensure overall quality improvement and success of the program.


			7.  Provide a status report on  subgrantee performance goal attainment for the current program year.  If  you are not meeting expected outcomes, describe actions you will take to ensure each goal is achieved before the end of the program year.


			8.  What technical assistance and training needs do you have that could assist your project to meet goals?


			Host Agencies


			1. Please describe how you identify, recruit, and retain host agencies, including the following: development and execution of agreements/contracts; training/technical assistance; placement of participants from the host agency standpoint;  non-compliance or complaint resolution; and honoring successful partnerships.


			2. How often is orientation provided to host agencies, including reorientations?


			3. How are host agencies advised of their responsibilities with the participants?  (providing training, MOE, supervision, safe environment, etc.)


			4.  Where and how are host agency contracts/agreements filed?


			5. Where do you keep copies of 501(c)(3) designations for host agencies that are not governmental? (Review ¼ of files on host agencies.)


			6. Do any of your host agencies train participants from other SCSEP programs? If so, which ones?


			7.  Describe your successes and challenges in working with host agencies.


			Participant Assessment, Reassessment and IEP


			1.What assessment strategies do you use to assess new participants in order to determine their  skills, interests, work history and aptitudes?  How is the assessment process related to the determination of the most suitable training assignment? (Make sure that the participant was not fit to the current host agency vacancy.)


			2. How do you ensure the assessment/reassessment is used as a basis for developing or amending the Individual Employment Plan (IEP)?


			3. Describe how the participant and SCSEP coordinator develop the IEP.  (Verify that the host agency did not develop the IEP.)


			4. Give some IEP examples of  short and long-term attainable goals that have successfully lead to usubsidized employment or other successful achievements.


			5. After the IEP is developed, how to you select/find an appropriate host agency assignment?


			6. Is the host agency supervisor and, in appropriate instances, the employer, aware of the IEP and his/her role in achieving the goals?


			7. How often are IEPs updated?


			8. Have any participants been moved to a new host agency on the basis of following the training and employment objectives in the IEP; or as a result of a  subgrantee rotational policy? (Note: is rotational policy approved by grantee?)


			Participant Training 20 CFR 641.540


			1. What kinds of training are being offered and how is the training related to participants' community service assignments and IEP goals?


			2. How are community service hours being tracked? (Total time in SCSEP program no longer set by reg, but 1300 hours per year is a good threshold)


			3. How are training hours being tracked?


			4.Have you obtained training  for SCSEP participants through WIA?


			5. How do you ensure that training is at an appropriate level and consistent with the IEPs?  Do you have a method to follow up with participants and measure training effectiveness?


			6. Is there any indication that participants are enrolled in the program solely for training or job search?


			7. Is training being provided in accordance with OWB 04-04?


			8.  Describe how on-the-job experience (OJE) fits into your training program, including successes, challenges, and technical assistance needed for any reason.


			9.  What computer training resources are available to SCSEP participants, especially those in rural or socially isolated settings?  What percent of your SCSEP participants take advantage of these resources?


			10. Are job clubs and job search being provided?  If yes, are the provided as  as single option or in conjunction with other approved Title V activities?


			11. When can participants begin taking advantage of training opportuntities?


			12. Have you contracted with any individuals or entities to provide training beyond the scope of SCSEP, one-stops or host agencies?  If yes, please describe.


			13.  How do you encourage participants to consider and pursue training and employment options available in high growth and employment occupations?


			14.  How do you ensure that training is  available and accessed by participants that is responsive to community needs for a trained and experienced workforce in high growth and large employment sectors?


			Over-Enrollment


			1. Do you over-enroll participants above your modified slot allocation? If yes, at what percent do you enroll above your slot allocation?


			2.  Do you use temporary overenrollment to expend funds before the end of a program year?


			2. If used, how are participants informed of their temporary status?


			Maintenance of Effort 20 CFR 641.844


			1. Describe Maintenance of Effort (MOE) and how it pertains to host agencies and community service assignments. [Are participants’ training assignments a substitute for non-Title V work that should be performed by the regular employee of the host agency (would the agency have to close down without the Title V participant?)]


			2. What do your host agencies understand about MOE requirements?


			3.  Describe how you educate host agencies about MOE requirements.


			4. How do you monitor compliance?  What steps to you take if/when a host agency is determined to be noncompliant (provide examples)?


			Terminations—20 CFR 641.580


			1. Please provide a copy of your termination policy and describe how it meets DOL requirements, including being provided to participants upon enrollment.


			2.  Have you had any IEP-related terminations? (provide examples)


			3. How are participants informed of terminations.


			After Exit Services and Surveys


			1. What kinds of supportive services do you provide after placement to ensure retention?


			2. What types of supportive services are provided during the follow up period?


			3. During follow-up, how to you obtain wage information for all unsubsidized placements?  Has this been successful Why or why not?


			4. What is your success rate in sending pre-survey letters and obtaining employer satisfaction surveys?  Explain.


			5. Is survey data entered into the DCS on a regular basis?  Why or why not?


			6. How do you advise employers, host agencies, and participants about the importance of customer satisfaction surveys?


			7. How successful have you been in using the survey process to improve outcomes and build sustainable relationships?


			8.  Do you have any questions or technical assistance needs regarding surveys?


			Adoption of the WIRED Framework


			ETA encourages the public workforce system and its partners to adopt the Workforce Innovation in Regional Economic Development (WIRED) framework.  The goal of the WIRED initiative is to expand employment and advancement opportunities for American workers and catalyze the creation of high-skill and high-wage opportunities in regional economies.  Though ETA developed this framework through working with the original set of WIRED grantees, it is helpful for any regional economy that is devising strategies that focus on infrastructure, investment, and talent development to optimize innovation and build economic prosperity.  The WIRED framework has six critical components: 
(1) A strong regional identity; 
(2) A socially-networked leadership group; 
(3) A data-driven strengths, weaknesses, opportunities, and threats analysis; 
(4) Aligned strategies that integrate investment, infrastructure, and talent; 
(5) A culture of innovation and entrepreneurship; and 
(6) Shared resources to implement strategies.


			1. Describe what you currently doing regarding the six components of the WIRED framework in terms of connecting SCSEP participants realistically to the regional economy


			2. Discuss strategies you would be interested in persuing to expand employment and advancement opportunties for SCSEP participants


			Participant Payroll Compliance Test


			Select a payroll period at random. Take a random sampling of participant files (minimum 5%) including some terminations.   You will be looking at participant files, time sheets, training documentation, and payroll registers.  Determine that each item is provided for and enter the information on the following page. See Participant File Review sheet.
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Participant File Review


			Participant File Review:


			Form			Participant/County												Participant/County			Participant/County			Participant/County			Participant/County			Participant/County


						Compliance (Y/N) & Additional Information												Compliance (Y/N) & Additional Information			Compliance (Y/N) & Additional Information			Compliance (Y/N) & Additional Information			Compliance (Y/N) & Additional Information			Compliance (Y/N) & Additional Information


			Assessment Form


			Participant Form


			Participant Information


			Certification


			Eligibility Determination


			Enrollment


			Recertification


			Total # Months Enrolled


			Waiver of Durational Limit


			Physical Exam Benefit


			Grievance Procedures


			Privacy Act Statement


			Hatch Act (Political Activity)


			Resume


			Individual Employment Plan


			IEP Plan Review(s)


			Community Svs. Assigment (CSA)


			Host Agency Information


			Contact/Supervisor Info


			Assignment Information


			Training Provider Info


			Training Information


			WIA Duel Enrollment


			Job Search Log


			Exit Form


			Exit Informtion


			Waiver of Confidentiality


			Unsubsidized Employment Form


			Employer Information


			Contact/Supervisor Info


			Placement Information


			Customer Service Survey Info


			#1


			#2


			#3


			Copy Employer Survey Letters


			Follow-up Information


			Right of Return  (< 90 days after exit)


			Re-Enrollment (< 90 days after exit)


			Follow-up 1 (1st qtr after exit qtr)


			Follow-up 2 (3rd qtr after exit qtr)


			Follow-up 3 (4th qtr after exit qtr)


			Other


			Time Sheets  (CSA + Trg = Total hours paid)


			CSA Hours


			Training hours


			Data Validation in SPARQ


			Payroll Registry


			Recommendations


			Additional Comments and Summary:








Host Agency File Review


			Host Agency File Review


			Host Agency			501(c) 3 designation			MOU/Contract			Contract Clearance Sheet			Safety Review Date(s)			Orientation Date(s)			Job Description			Participant Notices			Other
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SAMPLE






SENIOR COMMUNITY SERVICE EMPLOYMENT PROGRAM



Individual Employment Plan (IEP)



This plan is mutually developed, between the SCSEP staff and the participant.



Participant’s Name _______________________________Soc. Sec. No. XXX-XX-__________













     Last four digits


Employment Goals



List three unsubsidized employment goals, such as home health aide or receptionist.



1. ______________________________________________________________________________


2. ______________________________________________________________________________


3. ______________________________________________________________________________


Skills Needed to Achieve Employment Goals



List particular skills the participant must acquire to obtain the unsubsidized employment goal.  For example, home health aide skills might be– assist patient with dressing, grooming, or bathing, or receptionist –answer phones, take messages, communication.



1.______________________________________________________________________________


2.______________________________________________________________________________


3.______________________________________________________________________________


4.______________________________________________________________________________


5. ______________________________________________________________________________


6. ______________________________________________________________________________


Training Needed to Achieve Employment Goals



List any training that will be provided through SCSEP or another program.  For example, for home health aide, training might be at a hospital, or for adult basic education, or through a certified program which could be a referral, such as to WIA.



1.______________________________________________________________________________


2.______________________________________________________________________________


3.______________________________________________________________________________


4.______________________________________________________________________________



Participant’s Name _______________________________Soc. Sec. No. XXX-XX-__________


                                                                                                                                     Last four digits


Community Service Assignment



Identify the community service assignment and the estimated time for completion.



Community Service Assignment: _______________________________________________________


Estimated Completion Date: ___________________________________________________________


Action Steps


List the steps or actions to reach the employment goals.  For example, actions steps might be, attend adult basic education, attend job search workshop at One Stop.



			Action Step


			Completion Date





			


			





			


			





			


			





			


			





			


			








Support Services



If support services are needed to address employment barriers, list the service and the agency to provide the service.



			Support Service


			Agency Referral





			


			





			


			





			


			








I agree that this plan has been mutually developed between me and the SCSEP staff and I agree to abide by the action steps to reach my goals.



Signature of Participant _________________________________________________________



Name of SCSEP Coordinator or Designee __________________________________________



Signature of SCSEP Coordinator or Designee _______________________________________



Date Signed ___________________
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NOTICE 
POLITICAL ACTIVITIES UNDER THE 



SENIOR COMMUNITY SERVICE EMPLOYMENT 
PROGRAM (SCSEP) 



SCSEP participants may participate freely in the political process with the following 
exceptions: 



• No program participant or staff person may engage in partisan or nonpartisan 
political activities while he or she is on the job.  



• No program participant or staff person, at any time, may represent himself or 
herself as a spokesperson of the SCSEP and engage in partisan or non-
partisan political activities.  



• No program participant may be employed or out-stationed in the office of a 
member of Congress, in the office of a state or local legislator, or on the staff 
of a legislative committee.  



• Some participants who are employed by federal, state, and local governments 
on federally–aided projects may have additional restrictions as a result of the 
Hatch Act.  



For additional information contact: 



      Your Project Director 



      The Inspector General of the Department of Labor at (800) 347-3756 



 Hatch Act Information at (800) 854-2824, or 
www.osc.gov/hatchact.htm 
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Employers
Holding Federal
Contracts or
Subcontracts



Applicants to and employees of
companies with a Federal govern-
ment contract or subcontract are
protected under the following
Federal authorities:



RACE, COLOR, RELIGION,



SEX, NATIONAL ORIGIN



Executive Order 11246, as amended,
prohibits job discrimination on the
basis of race, color, religion, sex or
national origin, and requires affirma-
tive action to ensure equality of
opportunity in all aspects of
employment.



INDIVIDUALS WITH



DISABILITIES



Section 503 of the Rehabilitation Act
of 1973, as amended, prohibits job
discrimination because of disability
and requires affirmative action to
employ and advance in employment
qualified individuals with disabilities
who, with reasonable accommodation,
can perform the essential functions
of a job.



VIETNAM ERA, SPECIAL



DISABLED,  RECENTLY



SEPARATED,  AND OTHER



PROTECTED VETERANS



38 U.S.C. 4212 of the Vietnam Era
Veterans’ Readjustment Assistance Act
of 1974,  as amended, prohibits job
discrimination and requires affirmative
action to employ and advance in
employment qualified Vietnam era
veterans, qualified special disabled
veterans, recently separated veterans,
and other protected veterans.



Any person who believes a contractor
has violated its nondiscrimination or
affirmative action obligations under
the authorities above should contact
immediately:



The Office of Federal Contract
Compliance Programs (OFCCP),
Employment Standards Administration,
U.S. Department of Labor,
200 Constitution Avenue, N.W.,
Washington, D.C. 20210 or call
(202) 693-0101, or an OFCCP
regional or district office, listed in
most telephone directories under U.S.
Government, Department of Labor.



Equal Employment Opportunity is



THE LAW
Private Employment,
State and Local
Governments,
Educational Institutions



Applicants to and employees of most private employers, state
and local governments, educational institutions, employment
agencies and labor organizations are protected under the following
Federal laws:



RACE, COLOR, RELIGION, SEX, NATIONAL



ORIGIN



Title VII of the Civil Rights Act of 1964, as amended, prohibits
discrimination in hiring, promotion, discharge, pay, fringe benefits,
job training, classification, referral, and other aspects of employment,
on the basis of race, color, religion, sex or national origin.



DISABILITY



The Americans with Disabilities Act of 1990, as amended, protects
qualified applicants and employees with disabilities from discrim-
ination in hiring, promotion, discharge, pay, job training, fringe
benefits, classification, referral, and other aspects of employment on
the basis of disability.  The law also requires that covered entities
provide qualified applicants and employees with disabilities with
reasonable accommodations that do not impose undue hardship.



AGE



The Age Discrimination in Employment Act of 1967, as  amended,
protects applicants and employees 40 years of age or older from
discrimination on the basis of age in hiring, promotion, discharge,
compensation, terms, conditions or privileges of employment.



SEX (WAGES)



In addition to sex discrimination prohibited by Title VII of the Civil
Rights Act of 1964, as amended (see above), the Equal Pay Act of
1963, as amended, prohibits sex discrimination in payment of wages
to women and men performing substantially equal work in the same
establishment.



Retaliation against a person who files a charge of discrimination,
participates in an investigation, or opposes an unlawful employment
practice is prohibited by all of these Federal laws.



If you believe that you have been discriminated against under any of
the above laws, you should contact immediately:



The U.S. Equal Employment Opportunity Commission (EEOC),
1801 L Street, N.W., Washington, D.C. 20507 or an EEOC field
office by calling toll free (800) 669-4000.  For individuals with
hearing impairments, EEOC’s toll free TDD number is (800) 669-6820.



Programs or
Activities Receiving
Federal Financial
Assistance



RACE, COLOR, RELIGION,
NATIONAL ORIGIN, SEX



In addition to the protection of  Title
VII of the Civil Rights Act of 1964, as
amended, Title VI of the Civil Rights
Act prohibits discrimination on the
basis of race, color or national origin
in programs or activities receiving
Federal financial assistance.  Employ-
ment discrimination is covered by
Title VI if the primary objective of the
financial assistance is provision of
employment, or where employment
discrimination causes or may cause
discrimination in providing services
under such programs.  Title IX of the
Education Amendments of 1972
prohibits employment discrimination
on the basis of sex in educational
programs or activities which receive
Federal assistance.



INDIVIDUALS WITH
DISABILITIES



Sections 501, 504 and 505 of the
Rehabilitation Act of 1973, as
amended, prohibits employment
discrimination on the basis of disabil-
ity in any program or activity which
receives Federal financial assistance in
the federal government. Discrimina-
tion is prohibited in all aspects of
employment against persons with
disabilities who, with reasonable
accommodation, can perform the
essential functions
of a job.



If you believe you have been
discriminated against in a program
of any institution which receives
Federal assistance, you should contact
immediately the Federal agency
providing such assistance.
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How to Write an Effective Individual Employment Plan



Six Reasons to do an Effective IEP
1. The IEP gives the participant a plan for using the 



program successfully
2. The IEP sets expectations toward which the participant 



can strive & achieve
3. The IEP builds self-esteem in the participant
4. The IEP gives the program a guide for effectively 



helping participant
5. The IEP increases the number of un-subsidized 



placements/success stories
6. The IEP allows the program to serve more persons with 



limited funds
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How to Write an Effective Individual Employment Plan



Preparing for Effective IEPs



Recruit people who want to get somewhere
Training sites must be supportive of IEPs
The participant must be prepared for IEP
Staff members must be prepared for IEP
• Develop good interview/counseling skills
• Know local resource information
A Thorough Assessment is Crucial
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How to Write an Effective Individual Employment Plan



Writing Effective IEPs



Envision the IEP as a road map to success
Use the SMART principle when writing IEPs
Cover all relevant areas in a logical order
Focus on short-term, specific action plans
Dealing with participants who have no goals
Get the participant’s “buy-in” to their IEP
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How to Write an Effective Individual Employment Plan



The IEP as a road map to success



The Job!



On-the-Job Training



Occupational Assessment



Adult Basic Education



Job Search
Training



Job Skills
Training



Job Search



Training Site Assignment
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How to Write an Effective Individual Employment Plan



The IEP as a road map to success



A map or 
directions 
must begin 
with some 
kind of 
starting point



When writing 
an IEP the 



participant’s 
Assessment  



is the starting 
point
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How to Write an Effective Individual Employment Plan



The IEP as a road map to success



Directions  
are always 
about how      
to get 
somewhere -
the ending 
point



The IEP has a 
goal - the 



ending point, 
and the action 



steps are about 
how to get to 



the goal
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How to Write an Effective Individual Employment Plan



The IEP as a road map to success



Directions 
start with the 
first, or the 
first few, 
streets or 
paths the 
person must 
follow first



An IEP should 
start with the 
first step the 



participant 
must take 



toward their 
goal
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How to Write an Effective Individual Employment Plan



The IEP as a road map to success



Directions might 
include several 
sets of directions
• to the airport
• at the airport
• from the airport



An ongoing IEP 
will have several 
action plans
• basic education
• skills training
• job search
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How to Write an Effective Individual Employment Plan



The IEP as a road map to success



Directions will 
have bench-
marks telling you 
that when you 
reach a certain 
place you have 
gotten so far



IEPs should 
have bench-
marks to let 
participants 
know they are 
making progress
along the way
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How to Write an Effective Individual Employment Plan



The IEP as a road map to success



1989



1



1989



25



Directions 
might also 
have time    
lines letting 
you know    
how long it 
should take    
to get to a 
benchmark



IEPs must have 
time lines to let 
the participant 
know by when 



they should  
have done/ 



accomplished 
something
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How to Write an Effective Individual Employment Plan



The IEP as a road map to success



Directions have
to tell you how
to deal with 
barriers such 
as closed 
streets or 
other detours



IEPs have 
to address 



barriers 
between 



the  
participant 



and their 
goals
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How to Write an Effective Individual Employment Plan



The IEP as a road map to success



Directions 
have to do 
all these 
things in a 
logical 
order



IEPs have 
to do all 
of these 
things in 
a logical 
order
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How to Write an Effective Individual Employment Plan



Use SMART principle when writing IEPs



S is for Specific
M is for Measurable
A is for Attainable
R is for Relevant
T is for Time driven
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How to Write an Effective Individual Employment Plan



Use SMART principle when writing IEPs



S is for Specific
Always be as specific as possible.  i.e.:
• do job search
• contact employers
• contact employers & submit applications
• contact employers and submit applications 



for clerical jobs
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How to Write an Effective Individual Employment Plan



Use SMART principle when writing IEPs



M is for Measurable
Always include some form of 
measurable outcome
• there must be a way to measure success, 



accomplishment, or completion
• when possible, specify how many times 



something should be done (ie: how many 
employer contacts or applications 
submitted in a time period)
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How to Write an Effective Individual Employment Plan



Use SMART principle when writing IEPs



A is for Attainable
It must be within the participant’s reach



• set participant up for success
• do not set participant up to fail
• always focus on the next logical step for the 



participant
• do not have participant pursue goals/steps for 



which they are not yet qualified
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How to Write an Effective Individual Employment Plan



Use SMART principle when writing IEPs



R is for Relevant
The IEP should help participant focus
• the action steps should be relevant to the 



participant’s goal
• the participant’s goal and action steps should 



be relevant to being on SCSEP
• The IEP should not include everything the 



participant might do - keep it focused
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How to Write an Effective Individual Employment Plan 



Use SMART principle when writing IEPs



T is for Time driven
Action steps are meaningless without 
deadlines – so have deadlines in IEP
• we do those things that have deadlines
• deadlines should be specific dates - not a 



vague reference to the future
• deadlines should be logically determined by 



the task to be accomplished
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How to Write an Effective Individual Employment Plan 



Cover relevant areas in logical order



Training prior to reporting to training site
Supportive Services
Occupational Assessment / Job Goal
Reassignment to new training site
On-the-Job Training
In-service Training
Adult Basic Education
Job Skills Training
Job Search Training
Job Search Activities
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How to Write an Effective Individual Employment Plan



Focus on short-term, specific action plans



Write a specific, detailed plan for how the 
participant will accomplish what they must
• Describe, in detail, each specific action they must take
• Describe a measurable outcome for each specific action
• Set a deadline for accomplishing each specific action



Keep the plan short term – 3 months max
Write a succession of short term plans as       
the participant moves through the program
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How to Write an Effective Individual Employment Plan



Participants who have no goals



They have no idea what they want to do
• Develop IEP for them to figure out what they want to do



They are scared of change, or are somehow letting 
fear block them



• Spend more time counseling them – find out the issues
• Write an IEP to address the issues/barriers discovered



They are really not capable of doing anything other 
than being on the program



• Find something they can accomplish on the program
They are obstinate and don’t want to do it



• Proceed to IEP Related Termination
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How to Write an Effective Individual Employment Plan 



Get the participant’s “buy-in”



The IEP is a negotiated agreement
The participant must be part of 
developing their IEP, and must “buy 
into it,” or they won’t give it their all
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How to Write an Effective Individual Employment Plan 



Follow-Up for Effective IEPs



The IEP should determine what the 
participant does while on SCSEP
• Their host agency/training site assignment
• What other training they should pursue
There can be no follow-up without writing a 
good, specific IEP to begin with
Involve training site supervisor in the IEP
Follow-up should be ongoing & positive 
When all else fails - IEP related terminations
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How to Write an Effective Individual Employment Plan 



Questions & Answers



Any questions 
will be 
answered 
after the end 
of this 
presentation
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How to Write an Effective Individual Employment Plan



We’re Done! Thank You!



Tail Fluke of Humpback Whale photo taken by Tim Hamre near Juneau, Alaska on August 5, 2004
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