Welfare Transition Program

SANCTIONS

PURPOSE:  To provide guidance to all staff in the One-Stop on the WTP Sanction process as it relates to state and federal guidelines.

SCOPE:  Career Coaches, Front Desk Personnel, Center Managers and all other providers in the One-Stop Career Center.

REFERENCES:  

DEFINTIONS:


Participants considered Non-Compliant:



A.
Failure to keep a scheduled appointment


B.
Failure to participate in assigned work activities or other assigned activities
C.
Failure to accept suitable employment or refusal of referrals to suitable employment 

D. Failure to follow a treatment plan, alternative requirement plan or IRP
E. Failure to provide requested documentation 

F. Termination of employment or reduction of hours. 
G. Failure to notify any and all changes effecting participation in work activity.

Determination of Good Cause Reasons for Noncompliance:



A.
Child Care:  Customer is a single custodial parent caring for a child under the age 
                                    of six and the parent proves:



  1.  Unavailability of appropriate child care within a reasonable distance from the  
       individual’s home or work site.




  2.  Unavailability or unsuitability of informal child care by a relative or other 
       arrangements.




  3.  Unavailability of appropriate and affordable formal child care arrangements.



B.
Medical Incapacity


C.  
Domestic Violence



D.
Past Effects of Domestic Violence



E.
Medical Incapacity by Applicants for SSI or SSDI


F.
Outpatient Mental Health or Substance Abuse Treatment (ADM)



G.
Other Good Cause Reasons




  1.  Temporarily caring for a disabled family member when the need for the care 
       has been verified and alternate care is not available




  2.  Family emergency such as sudden hospitalization of family member, medical 
       emergency of immediate family member, or death of a family member




  3.  Natural disaster




  4.  Unavailability of child care for children age 6-12.  This reason should be limited 
        to instances when the children are not in school due to illness, holidays or 
       other “extenuating” circumstances




  5.  Mechanical problems with the only available family vehicle and no other means 
       of transportation are available




  6.  Court appearance




  7.  Voluntarily quitting job due to sexual harassment, discrimination by an 
       employer, work demands that render continued employment unreasonable (e.g. 
       failure of employer to pay employee on regular schedule or changing work 
       schedule and child care or transportation is not available), or leaving a job in 
       connection with patterns of employment (e.g. migrant or construction work.)


Sanction Levels


Level 1:  Temporary Cash Assistance is closed ten days, Food Stamps for one month.



Level 2:  Temporary Cash Assistance is closed one month, Food Stamps for three months.



Level 3:  Temporary Cash Assistance is closed three months, Food Stamps for six months.

PROCEDURE:
Prior to Initiating a 2290, career specialists will:

1. Verify activity the customer agreed to participate, documentation required for proof of participation and deadline for the documentation.

2. Check voice mail messages, mailboxes and desk for any written or verbal evidence stating that the customer is willing to comply or has provided the required documentation for participation.

3. Call customer via telephone to notify customer that a 2290 and Notice of Change in Child Care forms will be sent and they have 10 days to comply or a sanction will be imposed.

4. Add a case note in OSST on customer’s case stating that a telephone call was made to customer regarding 2290 and child care status.
Initiating a 2290, career specialists will:
1. Enter 2290 on Alternative Plan screen in OSST.  Once entered, 2290 letter is generated automatically indicating the 10 days the customer would need to respond by.
2. End transportation service on Skill Development Screen in OSST, if applicable.
3. End Welfare Transition Child Care service on Skill Development Screen in
      OSST, if applicable.
a. Enter Outcome Reason as “Other,” (this will be further explained in a case note).
b. Enter Actual End Date as the date you are closing the service.
c. Once saved, Notice of Change in Child Care form is generated automatically indicating 10 days the customer would need to comply.

4. End any other services on the Skill Development Screen in OSST, not activities.
5. Mail the following documents within 2 business days to the customer:
a. 2290 letter
b. Notice of Change in Child Care form
c. Employment Verification form used by DCF.
6. Place copy of 2290, Employment Verification form and Notice of Change in Child Care in hard file.
7. Update IRP.
8. Place copy of Notice of Change in Child Care form in Change in Child Care folder at career specialist desk with most recent form placed at the very end of the pile.
9. Enter case note in OSST specifically describing the above mentioned steps taken on customers’ case.
10. Refer customer to Work First Plus for follow up for compliance.
Note:  When entering a 2290 and the actual end date for child care, OSST will generate a “to do” once the 10 days have passed for the customer to comply and the career specialist will be prompted to take further action, i.e. request sanction or select “done” next to the “to do” indicating that customer had previously complied.
Prior to initiating a 2290 and initiating a 2290 (steps mentioned above) may occur concurrently but must be completed within 2 business days of customers’ failure.
No Response from Participant within 10 Calendar Days.  
1. Check voice mail messages, mailboxes and desk for any written or verbal evidence stating that the customer is willing to comply or has provided the required documentation for participation.
2. Review compliance history under Alternative Plan in OSST by selecting “show all” and determine appropriate level of sanction to be requested.

a. If no previous sanction was ever requested, request level 1 sanction.

b. If a previous sanction ended due to good cause, request level 1 sanction.

c. If a previous sanction ended due to compliance, one of the following steps must occur:





i. If the participant has been compliant for six months or more since the 
                                                           date of most recent sanction ended due to compliance, all prior 
                                                           sanctions are forgiven. The next sanction would be a level one.




ii. If the participant has not been compliant for six months or more since the 
                                                          date of most recent sanction ended due to compliance, the next level 
                                                          sanction should be requested. 






 Example:  Level 2 or a Level 3 Sanction ended on 06/03/03 with 
                                                                                       compliance.  You are requesting another sanction on 
                                                                                       10/18/03.  Since it has not been six months since the 
                                                                                       last sanction (level 2 or 3) ended, the individual has not 
                                                                                       complied for six months.  The next sanction would be a 
                                                                                       level three.
3. Select Pre-Penalty Counseling (10 days must pass before requesting) or Request Penalty (3 day s must pass before requesting) on Alternative Plan screen and select level of sanction to be requested.  Once entered, OSST will generate the 2292 letter indicating non-compliance.
4. Mail 2292 to customer. 
5. Update IRP.
6. Send or fax copy of Notice of Change in Child Care form located in Change in Child Care folder to Child Care Association (CCA) to terminate child care.
7. Place the following documents into the customers hard file, copies of:

 a.
 2292

 b.
 Notice of Child Care Status form

8. Create a “to do” to check status of case with DCF 10 days from date sanction was requested to maintain timeliness of sanctions.
8.
Enter zeros for all blank JPR’s.
10. 

Enter a case note indicating all steps have been taken mentioned above.



Participant Responds to 2290 within 10 Calendar Days.  

Via Telephone:  


1.  
If a voice mail message is received and customer states that they want to 
                        comply with 2290, this is not compliance.  Return call to customer and either 
  
                        leave a message with the customer to come in at a scheduled appointment 
                        within10 days of 2290 ending or verbally set up an appointment with the 
                        customer to come in.


2.   Enter a case note stating the above actions were taken.    

Note:  Counseling session can verbally take place over the phone but must be 
                             documented in the case notes.  The 2290 can be lifted at this point with  
                             compliance.                      .


Via Walk-In:

9. If time permits, see customer at walk-in, if not, provide customer to return at a scheduled appointment within 10 days of 2290 ending.

10. Enter a case note stating the above actions were taken.


Via Scheduled Appointment:
1. Counsel customer regarding the consequences of non-compliance, discuss barriers to participation and needed services to remove these barriers.
2. Re-enter all services that were previously ended due to non-compliance(transportation and/or child care if applicable).
3. Enter an end date on the Alternative Plan screen with an outcome stating “complied” or “good cause” with a reason.



Note:  A determination of good cause must be made at this time.  



Determine why the participant was noncompliant and determine whether 


or not good cause existed.  An entry must be made in the Case Notes 


which clearly states whether the RWB Provider accepted their reason as 


good cause or not.
4. Shred Notice of Change in Child Care form in designated folder. 
5. Advise customer to make up lost hours for participation.

6. Place any and all documentation for compliance/ good cause in customers’ hard file.
7. Enter a case note stating the above actions were taken.
Customer fails to comply within 30 calendar days of previous failure:
1. Allow 3 business days from original failure date before requesting sanction.

2. Select Request Penalty on Alternative Plan screen in OSST after 3 business days have passed.
3. Enter next level sanction based upon previous level.

4. Mail original 2292 to customer and place copy in hard file.



Note:  If customer fails again and 30 days have passed since original 



failure date, follow process for “Initiating a 2290” mentioned above.

Acceptable Documentation for Good Cause:
Hard copy documentation is not required a case note can be entered.  If the customer has a pattern of non compliance or information is questionable then hard copy documentation should be obtained and included in the file.

a. Copy of hospital or doctor bill relating to family medical emergency
b. Automotive records for repair bills

c. Obituary

d. Police report for accident or other circumstances

e. Fire Report

f. Newspaper article

g. Verbal or written information from domestic abuse shelter

h. Verbal or written information from mental health/substance abuse facility

i. Court appearance documentation


Acceptable Documentation for Compliance:

Customers need only to begin to comply to have a sanction lifted.

a. 
Completed Employment verification form

b. Completed Medical verification form

c. Completed required participation hours

d. Verbal agreement to comply with program
Note:  This will vary on a case by case basis

