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County of San Bernardino Human Services 
 

INTERIM INSTRUCTION NOTICE  #11-050 

SEPTEMBER 6, 2011 
 
SUBJECT: Welfare-to-Work (WTW) Customers on Probation 

DISTRIBUTION: ESP FILE: ESPHB – In front of handbook 
REFERENCE: SB 678 
OBSOLETE: When handbook material 

is updated 

 
Overview This Interim Instruction Notice (IIN) contains information regarding the 

Transitional Assistance Department (TAD) Employment Services Program 
(ESP) and the Probation Department. 
 
The Probation Department will screen and identify potential probation 
individuals to participate in a program related to Senate Bill (SB) 678, 
chaptered 2010. 
 
The Memorandum of Understanding (MOU) between TAD and the Probation 
Department expires June 30, 2014.   

 
Background SB 678 authorizes multi-disciplinary teams engaged in the prevention, 

identification, and control of juvenile crime to share certain information 
concerning mutual customers. 

TAD and Probation will work collaboratively as a multi-disciplinary team in 
order to identify and assist mutual customers.  

The goal is to engage probation participants in WTW activities to complete 
the following: 

• Share information between TAD and Probation (with appropriate   
authorization using the TAD/PROB 228) 

• Identify supportive service needs 
• Provide necessary supportive services 
• Promote self-sufficiency 
• Ensure success in both programs 
• Reduce recidivism 
• Track 

− Participation 
− Supportive Service needs/services 
− Success 

Continued on next page 
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Interim Instruction Notice #11-050, Continued 

 
Probation 
department 

The Probation Department will provide a list of eligible probationary 
individuals to the ESP Deputy Director (DD) who will provide the list to the 
Legislative Research Unit (LRU) to run the list of names through our C-IV 
system to match names. 

 
LRU The Legislative Research Unit (LRU) will match the list provided by the 

Probation Department to identify customers currently participating in WTW, 
and those in Safety Net.  The list will be sent to the TAD ESP Deputy 
Director (DD) for distribution and he will disseminate the information through 
the chain-of-command. 
 
LRU will provide data collection of customers who volunteer to participate in 
this program. 

 
Customer 
release 

The TAD/PROB 228 – Authorization to Release Information between the 
Probation Department and TAD must be signed by WTW customers before 
any information is exchanged between departments. 
 
This form and the Forms and Procedures (F&P) guide are available on-line 
under TAD/ESP forms. 

 
Probation 
customers 
currently 
enrolled in 
WTW 

Customers chosen by the Probation Department currently participating in 
WTW activities will continue to be served according to current 
policies/procedures.   
 
The Employment Services Specialist (ESS) will ensure: 

• A TAD/PROB 228 has been completed and imaged,  
• Participation requirements are being met,  
• Communication with the customer’s Probation Officer regarding customer 

progress/participation, and 
• Ensure necessary Supportive Services are provided. 

Continued on next page 
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Interim Instruction Notice #11-050, Continued 

 
Probation 
Safety Net 
customers 

The ESP does not currently serve Safety Net customers because of 
budgetary constraints; however, TAD will serve selected probation Safety 
Net customers on a limited basis for this project.  

 

If the customer is… Then… 
A Safety Net customer, • Add a Work Registration Status of 

Mandatory. 
− Do not use the Edit button. 

• Click Add Status under Program on 
the WTW Status List page. 
− Do not use the Edit button. 

• Select Active from the Status drop 
down menu.  

• Select Enrolled from the Status 
Reason drop down menu. 

• Enter the Begin Date. 
• Click Save and Return. 
• Click Save on the Effective Dating 

Confirmation List page. 
• Follow current WTW policy for 

participating WTW customers. 

 
Communica-
tion 

Communication between the assigned Probation Officer and the ESS is 
essential for assisting probation customers achieve self-sufficiency and 
ensure success in both programs. 

 
Questions Managers with questions can contact Brenda Bovee, Program Specialist II at 

the Program Development Division (PDD) via phone or e-mail. 
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County of San Bernardino Human Services 

INTERIM INSTRUCTION NOTICE #13-024 
MAY 16, 2013 

SUBJECT: Young Child Exemptions (YCEs), New Welfare-to-Work (WTW) 
Regulations 

DISTRIBUTION: WTW, CalWORKs, 
QRU, Child Care, 
TAD Office 
Procedures, CSC 

FILE: WTWPHB – In Front Handbook 
CWPHB – In Front of Chapter 7 
QRUHB – In Front of Chapter D 
CCPHB – In Front of Handbook 
TOPHB – In Front of Handbook 
CSCHB – In Front of Handbook 

REFERENCE: SB 1041, ACL #12-53, 
#12-53E, #12-67, #12-69, 
#12-72, #13-01, #13-02,  
#13-15, #13-19 

OBSOLETE: When Handbook Material is 
Updated 

 
Purpose This Interim Instruction Notice (IIN) replaces IIN #12-075 Errata and is being 

revised to add: 
 
 Review customer’s Welfare-to-Work (WTW) 24-Month Time Clock and 

CalWORKs 48-Month Time Limit (on the Time Limit Summary page) to the 
list of items Employment Services Specialists (ESSs) need to review with 
customers when explaining new WTW regulations. 

 Items highlighted in yellow that were clarifications from the first two New 
Regulation trainings. 

 Birth to 23 month exemption will be available in C-IV on 5/20/13 as status 
reason “Care for a Child 23 Months or Younger”. 

 The birth to 23 month exemption for two-parent families can only be 
switched between parents once. 

 Examples of birth to 23 month exemption. 
 CalWORKs Exemption Request (CW 2186A) and the CalWORKs 

Exemption Determination (CW 2186B) will be available in C-IV on 5/20/13. 
 How to create a WTW 2 plan for a teen or teen parent without a General 

Educational Development (GED), or High School Diploma (HSD) HSD. 
 Additional information regarding Employed customers and the WTW Plan - 

Activity Assignment (WTW 2). 
 Job Readiness to the list of items that do not tick the WTW 24-Month 

Time Clock. 
 Noncompliance to the items that tick the WTW 24-Month Time Clock. 
 WTW 24-Month Time Clock Time Limit information. 

Continued on next page 
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INTERIM INSTRUCTION NOTICE #13-024, Continued 

 
Overview This Interim Instruction Notice (IIN) contains information regarding CalWORKs 

WTW short term exemptions ending 12/31/12 and new regulations/exemption 
effective 1/1/13, created by Senate Bill (SB) 1041, including: 

 Expiration of the following short-term Young Child Exemptions (YCEs): 
 One child is between the ages of 12 to 23 months (last day of the 23rd 

month). 
 Two or more children are under six (6) years of age. 
 Granting Good Cause – Lack of Supportive Services, which stopped the 

CalWORKs time clock for subsequent children from age birth -11 
months (last day of the 11th month). 

 New regulations/exemption: 
 State participation hours match Federal participation hours of 85/128/150 

monthly, 20/30/35 weekly. 
 County monthly hours of participation have been revised to 

85/128/150 hours per month.  
 Elimination of Priority Approach. 

 Birth to 23 month (last day of the 23rd month) exemption. 
 WTW 24-Month Time Clock, within the CalWORKs 48-Month Time Limit. 

 New Processes: 
 YCE Reengagement Process (for expired short-term YCEs) 
 New WTW 2 (within C-IV) 

 
Although the YCEs expire on 12/31/12, counties have two years (from 1/1/13) to 
reengage customers if the exemption still applies. 

 
Effective date This policy is effective 1/1/13.  These changes require information to be 

released in phases; therefore, IINs will be issued in phases. 

 
YCE reasons 
no longer used 
by Eligibility 
Workers (EW) 
and 
Employment 
Services 
Specialists 
(ESS) 

Beginning 1/1/13 Eligibility Workers (EWs) and ESSs will not use the 
following expired exempt status reasons: 

 One child is between the ages of 12 to 23 months. 
 Two or more children under six years of age. 
 
The CalWORKs 48-Month Time Limit will remain stopped until the customer 
has been reengaged and becomes a mandatory participant. 
 
Beginning 1/1/13, the Good Cause – Lack of Supportive Services reason will 
still be available; however, it will not stop the CalWORKs 48-Month Time 
Limit. 
 
EWs and ESSs will not use the Good Cause – Lack of Supportive Service 
reason for YCE customers with a child between birth and 11 months 
beginning 1/1/13. 

 
Note:  This does not pertain to the Full Exemption (FE). 

Continued on next page 
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INTERIM INSTRUCTION NOTICE #13-024, Continued 

 
Contents This IIN contains the following topics: 
 

Topic See Page 
Hours of Participation 4 
Young Child Exemptions (YCEs) 5 
Reengagement Requirements 9 
Young Child Exemption (YCE) Reengagement Process 13 
WTW Plan - Activity Assignment (WTW 2) 16 
Exempt Volunteers 18 
Inter-County Transfer (ICT) Process 19 
WTW 24-Month Time Clock Information 20 
WTW 24-Month Time Clock – Time Limits 26 
WTW 24-Month Time Clock and CalWORKs 48-Month 
Time Limit – Clock Stoppers 

37 
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Hours of Participation 

 
State 
participation 
hours 

Effective 1/1/13, new hours of participation for the state will match current 
federal hours of participation: 85/128/150 hours per month, 20/30/35 hours 
per week. 
 

Household Composition Monthly/Weekly Hours 
Single adult with a child under 6 years old 85 monthly/20 weekly 
 Single adult with no children under 6 years old, or  
 All Families 

128 monthly/30 weekly 

Two-parent families 150 monthly/35 weekly 
 

 
Participation 
hours 

Effective 1/1/13, the monthly hours of participation have been revised to 
85/128/150 hours per month.  This still equates to 20/30/35 hours per week 
when divided by 4.33 and rounded to the nearest whole number.  The 
Employment Services Specialist (ESS) will not begin the noncompliance 
process if a customer meets monthly hours of participation. 

 
Current priority 
approach 

The current priority approach no longer applies because state hours now 
mirror federal hours of participation. 
 
Customers now have the opportunity to be engaged in a wide array of 
activities on a case-by-case, individualized basis; based on their assessment 
results.  The ESS will assist customers to utilize the new Welfare-to-Work 
(WTW) 24-Month Time Clock to best suit each customer’s current needs. 
 
Work Participation Rate (WPR) is the ultimate goal; however, customers 
must be allowed to participate in all available, appropriate activities that align 
with their assessment results and needs. 
 
Example:  If a customer is meeting federal core hours of participation with 
employment and currently has no barriers to overcome, the ESS will develop 
a Welfare-to-Work (WTW) Plan – Activity Assignment (WTW 2) that reflects 
this fact.  The ESS will: 
 
 Counsel and guide each customer to what is most beneficial for that 

particular customer. 
 Review each customer’s CalWORKs Time Limit Clock to determine how 

much time is left on his/her CalWORKs 48-Month Time Limit. 
 Discuss all options with the customer, including: 

 New WTW regulations, 
 Review exemption criteria (if they qualify), 
 Review customers WTW 24-Month Time Clock and the CalWORKs 

48-Month Time Limit (on the Time Limit Summary page in C-IV), 
and 

 Develop a WTW 2 that benefits the customer while encouraging 
him/her to meet federal WPR if it will be most beneficial; this will 
preserve time on the customer’s WTW 24-Month Time Clock that 
he/she may need at a later date to remove barriers that may arise. 
 In some circumstances, customers may not meet federal WPR. 

 Journal all actions taken. 
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Young Child Exemptions (YCEs) 

 
Introduction This section contains information regarding all current Young Child  

Exemptions (YCEs). 

 
Birth to 23 
month 
exemption 

The new birth to 23 month (ending the day before the child’s second 
birthday) exemption is effective 1/1/13.  Customers must choose this 
exemption and this choice must be documented in a Journal entry. This 
request should be documented with the CW 2186A and a Journal entry.  The 
2186B exemption end date will be the date of the child’s 2nd birthday (which 
is the 24th month). Customers must be informed of the following: 
 
 This exemption stops both the Welfare-to-Work (WTW) 24-Month Time 

Clock and the CalWORKs 48-Month Time Limit. 
 This is a once-in-a-lifetime, customer choice exemption. 
 The aided parent or needy caretaker relative must have primary 

responsibility for personally providing care to the child. 
 The Employment Services Specialist (ESS) will communicate with the 

customer by asking who has primary responsibility for personally 
providing care to the child(ren), and document the answer in a 
Journal entry. 

 This exemption includes a Maximum Family Grant (MFG) or Social 
Security Income (SSI) child in the cash aid Assistance Unit (AU). 

 This exemption begins the date it is requested by phone or verified by the 
CW 2186A. The C-IV system will recognize the exemption the first of the 
following month after the ESS inputs this exemption into the system. 

 
C-IV will not have this new exemption programmed into the system by the 
effective date.  ESSs will use the exemption reason of “60 years of age or 
older” for customers choosing this exemption and Journal the action taken. 

 

Note:  No YCE customers will be placed in this exemption reason unless the 
customer chooses the new birth to 23 month exemption.  Customers who are 
truly exempt for the reason of “60 years of age or older” may continue to 
be placed in this exemption reason. 

 
Birth to 23 
month 
examples 
when the 24-
month time 
clock ticks 

Example of birth to 23 month exemption: 
 
Child turns two on 3/15/13; the clock would tick on 4/1/13. The clock begins 
on the first of the month if the child’s birthday falls on the first day of the 
month.  If the child turns two (2) on 4/1/13, the clock ticks on 4/1/13. 

 

Birth to 23 
month 
exemption 
implementation 

The birth to 23 month exemption status is in Release 13.05 with SCR 46880, 
scheduled for release on 5/20/13.  All cases currently in the “60 years of 
age or older” exemption for the birth to 23 month exemption will need to be 
moved to the “Care for a child 23 months or younger” exemption. 
 
The Program Development Division (PDD) will post a list on 5/20/13 in the 
 C-IV Resource Center with a C-IV Announcement informing staff how to 
process cases on this list. 

Continued on next page 
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Young Child Exemptions (YCEs), Continued 

 

Birth to 23 
month 
exemption and 
CalWORKs 
discontinuance 
or rescind 

If a customer was exempt for a child birth to 23 months and his/her 
CalWORKs is discontinued, the customer will not receive this exemption 
again if he/she reapplies for aid.  This is a once-in-a-lifetime exemption. 
 
If a customer’s case is rescinded, he/she can continue in this exemption if 
he/she chooses to do so.   If the customer chooses not to continue in this 
exemption and becomes a mandatory participant, the exemption will be 
considered exhausted as this is a once-in-a-lifetime exemption. 

 

Example of 
birth to 23 
month 
exemption 

The following is an example of the birth to 23 month exemption: 
 

Jane, a single custodial parent has a child who is 15 months old.  The ESS 
explains to her that she only has 8 months left of the birth to 23 month 
exemption, and that this is a once-in-a-lifetime, customer choice exemption.  
Jane chooses to not utilize this exemption at this time and to fully participate 
in her prescribed activities (per her WTW 2) for the required 85 hours per 
month/20 hours per week.  The ESS Journals the customer’s decision to not 
use the birth to 23 month exemption.  Jane can decide at a later date to use 
this birth to 23 month exemption, for instance, if she has another child. 

 

Two-parent 
household – 
birth to 23 
month 
exemption 

One parent in a two-parent household may choose the new birth to 23 month 
exemption; however, the aided parent or needy caretaker relative must have 
primary responsibility for personally providing care to the child (even if the 
parent is sanctioned or safety net). The ESS will communicate with the 
customer by asking this question and documenting the answer in a Journal 
entry. 
 

Only one parent at a time may be granted this exemption; however, the 
parents have the option to alternate which parent uses it.  The determination 
is made when the ESS asks the customers which parent has the primary 
responsibility of personally providing care for the child(ren) and there has 
been no break in the exemption.  Once the ESS has determined which 
parent meets the qualification, he/she will document and complete a Journal 
entry with the customers’ statement about which parent is providing care and 
is eligible to the exemption. 

 A new 2186A and CW 2186B are required each time customers choose 
to change the exemption between parents. 

 If the customer verbally requests the exemption, the ESS will send the 
CW 2186A to the customer for completion. 

 If the ESS does not receive the CW 2186A back from the customer, 
he/she will Journal this information and send the CW 2186B to the 
customer to confirm his/her choice. 

 

The WTW 24-Month Time Clock and the CalWORKs 48-Month Time Limit 
will stop for the parent who receives this exemption. 

 
Note:  This exemption can be alternated between parents only once, 
depending on who has primary responsibility for personally providing care to 
the child. 

Continued on next page 
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Young Child Exemptions (YCEs), Continued 

 
Two-parent 
exemption 
example 

Example of a two-parent household requesting birth to 23 month exemption: 
 
One parent (the father, who is currently sanctioned) wants to take the YCE for 
birth to 23 month exemption and claims he has primary responsibility for 
personally providing care to the child(ren).  The ESS determines, after a 
discussion with both customers, that the mother is nursing the newborn child 
and has primary responsibility for personally providing care to the two month 
old child.  The ESS gives the mother the exemption, and the father in this case 
remains sanctioned. 
 
Case management skills must be utilized in all case situations, and Journal all 
actions taken. 

 
Two-parent 
exemption, 
one parent 
teen 

Example of a two-parent household, one parent is a teen attending General 
Education Development (GED), other parent not a teen: 
 
Mom is an 18 year old teen attending a GED activity.  Dad is not a teen and 
requests the birth to 23 month exemption.  The ESS has a conversation with 
both customers and determines dad does have primary care and control of 
the child, so the ESS gives dad the birth to 23 month exemption. 

 
First child and 
subsequent 
child 
exemptions 

The first child exemption, also known as a Full Exemption (FE), and 
subsequent child exemptions still apply and customers have the right to make 
an informed decision as to which of the three exemptions they would like to 
choose. 
 
See WTWPHB Chapter 3 - Exemptions, “Researching care of first child 
exemption” block, for information about researching and determining FE. 
 
Customers must be informed that these two exemptions stop the WTW  
24-Month Time Clock but do not stop the CalWORKs 48-Month Time Limit. 
 
The subsequent child exemption option is effective 1/1/13 and is currently 
available in C-IV. 

 
Note:  All young child exemptions do not apply to pregnant and parenting 
teens under the age of 20 who have not earned a high school diploma or 
equivalent. 

 
Customers 
currently in the 
FE 

Customers currently in the FE will be left in this exemption, unless the FE 
exemption no longer applies, or until the ESS can have the detailed 
discussion with the customer so he/she has an informed choice of which 
exemption he/she would like to choose.  The ESS will document the 
customer’s choice in a Journal entry and complete a new CW 2186A and  
CW 2186B, if applicable. 

Continued on next page 
  



IIN #13-024  (05/13)  DM:BB:ts PAGE 8 OF 37 

 

Young Child Exemptions (YCEs), Continued 

 

Documentation 
of YCEs 

Documentation for YCEs can be either in writing via the CW 2186A or 
verbally; however, the ESS should always have documentation of a YCE 
(CW 2186A, CW 2186B, and Journal entries).  
 

If the customer verbally requests a particular YCE, the ESS will send the  
CW 2186A to the customer for completion.  If the ESS does not receive the 
CW 2186A back from the customer; he/she will Journal this information and 
send the CW 2186B to confirm the customer choice. 
 

If the customer does not choose one of the exemptions either verbally or in 
writing, the ESS will attempt to contact the customer by phone.  If the ESS 
does not hear from the customer as to which YCE he/she chooses, the ESS 
will schedule the customer for an appointment to either provide 
documentation of the YCE choice or sign a WTW 2. 
 

If the customer fails, without good cause, to attend an appointment to sign a 
WTW 2, he/she will be subject to noncompliance and possible sanction. 
When sending out the NA 840, the ESS will also send another CW 2186A 
and Journal all actions taken. 

 

Informed 
choice for 
customers 

Customers need to be given an informed choice of all three young child 
exemption options on a case-by-case basis.  ESSs must Journal the 
customer’s choice and any other action taken. 

 

Current YCE 
volunteers 

The current YCEs expire effective 12/31/12; however, counties have two 
years to reengage customers.  ESSs will follow the chart below for YCE 
volunteers: 
 

If a... Then the ESS will... 
 Customer’s WTW 2 

expires, and 
 He/she does not 

qualify for another 
exemption, 

 Review the expired WTW 2 to determine if 
the customer can remain in the same 
activities, 

 Make the customer a mandatory participant 
following current policy, 

 Create a new WTW 2, and 
 Journal all action taken. 

 Customer comes 
into the office for 
an appointment or 
to pick up 
supportive 
services, and  

 His/her volunteer 
WTW 2 has not 
expired, 

 Leave the customer in his/her exempt 
volunteer status, as long as he/she is 
meeting requirements in the current WTW 2, 

 Explain to the customer that when his/her 
WTW 2 expires, he/she will be a mandatory 
participant, unless he/she qualifies for 
another exemption,  

 Explain all new WTW regulations, and 
 Journal all action taken. 

 

 
Note:  If the customer’s WTW 2 expires and he/she qualifies for another 
exemption but fails to attend their reengagement appointment, without good 
cause, he/she will be subject to noncompliance and possible sanction. 
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Reengagement Requirements 

 
Reengagement 
evaluations 

Reengagement evaluations for customers being reengaged in Welfare-to-
Work (WTW) activities will be determined on a case-by-case basis, based on 
an individual’s status and needs.  The Employment Services Specialist (ESS) 
will include the following when reviewing a customer’s case: 

 Determine whether the customer qualifies for another exemption or has 
good cause for not participating in WTW. 

 Inform the customer of the number of months left on his/her CalWORKs 
48-Month Time Limit. 
 Located in C-IV under Eligibility/Customer Information/Time 

Limits/Time Limit Summary page. 
 Determine which stage in the WTW flow is appropriate to begin 

reengaging the customer. 
 Identify possible barriers to participation. 
 Evaluate Self-Initiated Program (SIP) eligibility (if applicable). 
 Provide a general description of program requirements. 
 Provide a description of supportive services available to customers and 

advance payment options. 
 Provide information regarding program changes that have occurred since 

the customer became exempt including, but not limited to, the new WTW  
24-Month Time Clock and the customer’s participation requirements after 
the 24 months have expired. 
 Customers are required to meet federal core hours of participation 

when their WTW 24-MonthTime Clock expires or their cash aid will 
decrease. 

 Journal all actions taken and items discussed with the customer. 

 
Reengagement 
flow 

Each individual reengagement evaluation will be unique; however, the 
following provisions apply to customers whose case is being reviewed to 
determine what activity(ies) to place a customer in, and where to place 
him/her in the WTW flow process: 

 Customers who have never attended a WTW appraisal prior to 
reengagement shall be able to qualify for a SIP if they meet all other SIP 
requirements. 
 Individuals who were in SIPs prior to becoming exempt may remain in 

their programs, provided they continued to make satisfactory progress 
through the exemption period or had their program interrupted for a 
reason that meets good cause criteria. 

 Customers who are notified by the ESS that they are beginning the 
reengagement process and who have an active volunteer WTW Plan – 
Activity Assignment (WTW 2) will be allowed to continue in their plan as a 
mandatory participant if the WTW plan meets new participation 
requirements. 
 Reengagement is structured to minimize the disruption of any 

employment or training program in which an individual is enrolled. 
 A new WTW 2 must be signed to reflect the change in status from a 

volunteer to a mandatory participant. 
 Volunteers are not considered engaged until a new WTW 2 is signed and 

the provision of supportive services is met. 

Continued on next page 
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Reengagement Requirements, Continued 

 
CW 2206 
Reengagement 
Informing 
Notice – first 
notice 

On 1/17/13, WTW customers (excluding Good Cause – Lack of Supportive 
Services) were mailed the Reengagement Informing Notice (CW 2206), 
English and Spanish, notifying them that their exemption had ended and, 
although their time on aid will not start until reengaged, they are required to 
participate in reengagement activities when contacted by the county. 
 
The CW 2206 must be sent 30 days before the second notice, the 
Appointment Letter (ADM 102 CIV). 

 
Second notice 
ADM 102 C-IV 
Appointment 
Letter 

A second notice, the ADM 102, will be sent to customers who have not been 
reengaged (i.e., customers whose volunteer contract has ended or child has 
aged out of their exemption), to schedule an appointment at the next 
Reevaluation (RE) date. The appointment may be conducted in person, by 
mail, or by phone, depending on the customer’s specific circumstances. 
 
When the ESS mails the ADM 102 C-IV to YCE customers who are 
scheduled for an RE appointment, the following items will be included: 

 CW 2206 
 CalWORKs Exemption Request (CW 2186A) 
 
Both forms are available in English and Spanish in the online Transitional 
Assistance Department (TAD) Forms Catalog, WTW. 

 
Note:  Appointments will be scheduled utilizing the Customer Appointment 
Detail page in C-IV. 

 
Participation 
requirement 
after the 
second notice 

Customers are considered required to participate once the second notice 
informing them of the requirement to take an action has been sent. 
 
The customer’s WTW 24-Month Time Clock will not begin until he/she signs 
a WTW 2 and is provided necessary supportive services. 
 
If the customer fails, without good cause, to attend an appointment or 
otherwise participate in reengagement he/she will be subject to  
noncompliance and possible sanction. 

 
Note:  The ESS is not required to send another CW 2186A because, in this 
instance, the form was included in the second notice. 

Continued on next page 
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Reengagement Requirements, Continued 

 
Required 
language for 
the ADM 102  
C-IV 
Appointment 
Letter – YCE 
customers at 
RE 

The ADM 102 C-IV will contain the following language for YCE customers 
who are scheduled for an RE appointment: 
 
“You have been scheduled for an appointment to go over the new WTW 
rules and develop/sign a new WTW 2.  If you cannot make this appointment, 
please call your Employment Services Specialist (ESS) right away to 
reschedule.  If you do not call, or do not attend the appointment, your cash 
aid may be lowered.  If you are in a two-parent family and want to share 
hours to meet your participation requirements, both parents must attend the 
appointment.  Your WTW 24-Month Time Clock and CalWORKs 48-Month 
Time Limit will start when you sign a WTW 2. 
 
If you think you qualify for another exemption, please complete the attached 
CW 2186A form and return it to your worker.  If you qualify for another 
exemption you may still participate in WTW activities as a volunteer.” 

 
Note:  Spanish translation of the RE appointment verbiage  
(ADM 102 SP) is available in the on-line TAD Forms Catalog/WTW. 

 
Third contact A subsequent contact must be initiated to ensure the customer is able to 

attend his/her appointment to discuss new WTW regulations or submit 
necessary verification.  The third contact must occur after the ADM 102 CIV 
is sent, and prior to the scheduled appointment.  This contact may be verbal 
or written.  The ESS will set a Task or Reminder in their Outlook calendar to 
make this third contact between the ADM 102 CIV being sent and prior to the 
scheduled appointment.  Some reengagement customers may not be 
required to attend an in-person appointment, such as those who qualify for 
another exemption; for example, a person who is caring for an ill family 
member (and provides verification/ documentation). 
 
The third contact will include a comprehensive discussion that covers the 
following: 

 WTW 24-Month Time Clock, 
 Conditions that allow a month not to count toward the WTW 24-Month 

Time Clock, 
 Post WTW 24-Month Time Clock participation requirements (must meet 

federal Work Participation Rate (WPR) or his/her cash aid may be 
lowered), 

 Monthly/weekly hours of participation 85/128/150 monthly, 20/30/35 
weekly, and 

 Criteria for WTW exemptions. 
 
A Journal entry must be made, including all aspects of this contact. 

Continued on next page 
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Reengagement Requirements, Continued 

 
New 
CW 2186A and 
CW 2186B 
forms 

The following forms have been revised to include new regulations, effective 
1/1/13, and are currently available in the on-line TAD Forms Catalog/WTW 
(forms will be available in C-IV on 5/20/13, both English and Spanish): 

 CalWORKs Exemption Request (CW 2186A) 
 CalWORKs Exemption Determination (CW 2186B) 
 
These forms include important information regarding the new WTW  
24-Month Time Clock and the new birth to 23 month exemption. 
 
Customers who have elected to receive materials in languages other than 
English or Spanish should be sent the English version of the form along with 
the Notice of Language Services (GEN 1365). 
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Young Child Exemption (YCE) Reengagement Process 

 
Introduction This section contains information regarding the Young Child  

Exemption (YCE) Reengagement process.  Expired YCE customers will be 
reengaged at their scheduled Re-evaluation (RE) appointments. 

 
Employment 
Services 
Manager (ESM) 
responsibilities 

The Employment Services Manager (ESM) will designate a Supervising 
Employment Services Specialist I (SESS I) to pull the “Young Child 
Exemption Cases-CW RE in (month/year)” list, located on the C-IV Resource 
Center, beginning with the April 2013 RE list.  The April 2013 RE list is 
currently posted.  The Legislation and Research Unit (LRU) will continue to 
post this list on the last week of each month for the following RE month. 
 
Example:  The list posted the week of 2/25/13 will be the April 2013 RE list. 

 

SESS I 
responsibilities 

The designated SESS I in each district office will: 
 

Step Action 
1  Filter the “Young Child Exemption Cases-CW RE (month/year)” 

list for their district office, and  
 Determine equitable assignment to Employment Services 

Specialists (ESSs).  
2 Reassign these cases to ESSs so appointments can be scheduled 

by the 10th calendar day of each month, prior to the RE.  
3 Have each appointment reported back to the SESS I so that the 

appointment time can be added to the “YCE appt” column on the 
“Young Child Exemption Cases-CW RE (month/year)” spread sheet 
for their district office. 

4 Scan the completed district spreadsheet with “YCE appt” column 
completed and email the list to the district Process Approach to 
Case Excellence (PACE) supervisor/scheduler by the next 
business day. 

 
Note:  ESSs will schedule the Welfare-to-Work (WTW) reengagement 
appointment for the April 2013 YCE RE appointments by 3/15/13. Thereafter, 
the ESS will schedule YCE RE appointments by the 10th calendar day of 
each month, prior to the RE month. 

Continued on next page 
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Young Child Exemption (YCE) Reengagement Process, 
Continued 

 
ESS 
responsibilities 

Once the SESS I equitably distributes the filtered “Young Child Exemption 
Cases-CW RE (month/year)” list to assigned ESSs, and the cases are 
reassigned to the ESS by the designated SESS I, the ESS will: 

 

Step Action 
1 Block off one hour time in his/her Outlook Calendars between the 

hours of 12:00 pm and 1:00 pm, and/or 2:00 pm and 3:00 pm for YCE 
RE appointments.  All YCE WTW RE appointments will be scheduled 
at 12 pm and 2 pm only (appointments are completed and scheduled 
through the Customer Appointment Detail page in C-IV). 
 

Note:  ESSs must review the CalWORKs RE appointment and location 
once the CalWORKs RE appointment is scheduled to ensure that the 
customer is allowed time to attend the CalWORKs RE appointment 
when it is at a different office than the WTW appointment.  

2  Schedule each customer on the list for one of the YCE RE blocked 
off time slots. 

 Do not schedule these appointments on the first two working days 
of the month. 

 All appointments must be scheduled before 10-day Notice of  
Action (NOA) cutoff. 

3 Complete the second and third contacts as described in the blocks 
titled “Second notice – Appointment Letter (ADM 102 CIV)” and “Third 
contact” in this Interim Instruction Notice (IIN). 

4 Send the following to each customer: 
 CW 2206,  
 CW 2186A, and the  
 ADM 102 CIV.

5 Use the Excel YCE spreadsheet provided by his/her SESS I to 
complete the “YCE Appt.” column (last column in the Excel 
spreadsheet) with the scheduled appointment date and time. 

6 Return the completed list to his/her SESS I by the 10th calendar day of 
each month. 

7 Journal all actions taken. 

 
PACE 
supervisor/ 
scheduler 

The PACE supervisor/scheduler in each district office will: 

Step Action 
1 Review the completed “Young Child Exemption Cases-CW RE 

(month/year)” list received by the SESS I. 
2 Schedule the RE appointments to coincide with the YCE appointment 

scheduled by the ESS. 
 These appointments are given priority for the last two RE 

appointments slots of the day, at 1 pm and 3 pm. 
 

Example:  If a YCE case is set to meet with the ESS from 12-1 pm, the 
PACE supervisor will schedule the RE appointment for the 1 pm time 
slot. 

3 Follow other current protocol for scheduling appointments. 
4 Journal all actions taken. 

Continued on next page 
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Young Child Exemption (YCE) Reengagement Process, 
Continued 

 
Customer 
Service Center 
(CSC) 

If the Customer Service Center (CSC) receives a call from a customer who 
requests to reschedule his/her RE appointment, the CSC Eligibility  
Worker (EW) will review the case to see if a WTW YCE appointment has also 
been scheduled for the customer.  If the customer has a WTW YCE 
appointment scheduled, the CSC EW will ask the customer if he/she plans to 
attend the scheduled WTW YCE appointment, and: 

 
If the customer states he/she 

will... 
Then the CSC EW will... 

Attend the WTW YCE 
appointment, 

Journal this information. 

Not be able to keep the WTW 
YCE appointment,  

 Inform the customer to contact 
his/her ESS,  

 Provide the customer with the ESS 
phone number, 

 E-mail the ESS stating the 
customer will not be able to attend 
the scheduled appointment,  

 Provide the customer’s current 
phone number to the ESS, and 

 Journal all actions taken. 
 
Note:  The CSC EW will not cancel the 
WTW YCE appointment. 

 
ESS 
responsibility 
if RE is 
rescheduled 

If the ESS is notified that the RE appointment has been rescheduled and the 
customer will also need to reschedule his/her WTW YCE, the ESS will: 

Step Action 
1 Contact the customer to reschedule the WTW YCE appointment 

following current protocol. 
 
Note:  The new appointment does not have to coincide with the 
rescheduled RE, unless the customer requests the change.  

2 Send out another: 
 
 CW 2206 – first notice,  
 CW 2186A, and  
 ADM 102 CIV). 

3 Journal all actions taken. 
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WTW Plan - Activity Assignment (WTW 2) 

 
Introduction This section contains information regarding the Welfare-to-Work (WTW) Plan 

-  Activity Assignment (WTW 2). 

 
New WTW 2 – 
WTW Plan 
activity 
assignment 
(12/12) within 
C-IV 

The new WTW 2 is available within the C-IV system. 
 
Box 5 of the last page of the WTW 2 states, “I understand that I can ask the 
county at any time for domestic abuse services, including a waiver of certain 
program requirements”.  San Bernardino County uses the Good Cause 
reason and waives program requirements, if needed. 
 
Domestic Violence Service Providers has been contracted for these 
customers.  This list may be found on the Transitional Assistance 
Department (TAD) website under Tools/Domestic Violence Contracted 
Service Providers. 

 

Note:  Sample WTW 2s are available on the Transitional Assistance 
Department (TAD) website, under Tools/WTW Tools. 

 
Completing a 
WTW 2 plan 
for a teen or 
teen parent 

When completing a WTW 2 for a teen or teen parent without a High School 
Diploma (HSD) or General Education Development (GED), the Employment 
Services Specialist (ESS) will complete the right side of the WTW 2 because 
the teen’s only activity in WTW will be to participate in an activity to receive 
his/her HSD or GED.  The teen will meet WPR by participating in any 
activity(ies) that meets school requirements. 

Continued on next page 
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WTW Plan - Activity Assignment (WTW 2), Continued 

 
Employed 
customers – 
WTW 2 

If the customer has a current WTW 2 for employment and he/she is currently 
meeting participation requirements, the ESS will: 

 Mail the new WTW 2 to the customer and ask him/her to: 
 Complete, sign, and return the form, 
 Set a Task for two weeks to monitor the return of the plan. 

 Make a phone attempt if the signed WTW 2 is not returned within two 
weeks to have a thorough conversation regarding the new WTW 
regulations. 

 Talk to the customer at the next scheduled appointment or complete 
another phone contact. 

 Explain all the new WTW regulations. 
 Journal all actions taken (i.e., new WTW 2 mailed to customer, left phone 

message, explained new regulations, etc.). 
 

Note:  Do not begin the noncompliance process if an employed customer 
does not return the new WTW 2. The Journal entry and current/verified hours 
of employment that meet participation requirements will be sufficient.  We do 
not want to disrupt a customer’s successful employment activity.  The ESS 
will attempt to have a new WTW 2 signed the next time the customer is in the 
office or at the next scheduled appointment. 

 
WTW 2 plans 
for existing 
customers 

During the next regularly scheduled contact between the ESS and the 
customer, the ESS must have a comprehensive discussion regarding new 
WTW regulations. 
 
The ESS will develop new plans with customers who want to have their plans 
reviewed and/or modified considering the new participation requirements that 
are consistent with the customers’ assessments and needs. 
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Exempt Volunteers  
 

Introduction This section contains information regarding the exempt volunteer process. 

 

Exempt 
volunteer 
information 

There are no monthly/weekly participation requirements for exempt 
volunteers.  Exempt Welfare-to-Work (WTW) eligible adults are allowed to 
volunteer to participate in activities established in their WTW Plan – Activity 
Agreement (WTW 2), which must include identification of necessary 
supportive services. 
 

Allow volunteers to participate on a first-come, first-serve basis with priority to 
existing customers over new applicants, consistent with the legislative intent 
regarding these changes, to the extent that funds are available to serve all of 
their needs. 
 

A customer may choose to use any Young Child Exemption (YCE) applicable 
to his/her situation and volunteer, as long as the Employment Services 
Specialist (ESS) is providing the customer with an informed choice. 
 

The ESS will review each customer’s case, assessment results, time left on 
aid, etc., on a case-by-case basis, to determine the activities in which the 
customer should be enrolled.  If a customer has three months left on his/her 
exemption and four months left on the CalWORKs 48-Month Time Clock, 
going to school for two hours a week in a Vocational Education program that 
will take two years to complete may not be the best option for him/her.  
 

The ESS’s job is to counsel and guide customers utilizing all available 
resources to assist them in becoming self-sufficient. 

 

Note:  A customer who is exempt for the birth to 23 month exemption may 
choose to be an exempt volunteer, and may return back to his/her exempt 
status if he/she chooses to no longer volunteer. 

 

Exempt 
volunteers who 
fail to meet 
requirements 

An exempt volunteer who fails to fulfill his/her WTW 2 requirements will not 
be allowed to volunteer again until the exemption ends.  The ESS will first 
call the customer to determine if he/she had a good cause reason for not 
participating, and will Journal all actions taken.  The ESS will use the Notice 
of Action (NA 100 CIV) form to notify the customer he/she has failed to meet 
his/her volunteer requirements. 

 

NA 100 – blank 
NOA for 
volunteers 

The ESS will enter the following information on the NA 100 – Blank NOA under 
“Here’s why” for volunteers who do not participate in their assigned WTW 
activity: 

 You did not: 
 Provide verification between the 1st and 5th day of the month as required 

in your WTW 2, and/or 
 Meet requirements in your WTW 2. 

 We will not pay transportation, or work-or training-related expenses while 
you are out of WTW. 

 If you are employed, you may receive Child Care benefits. 
 You will not be able to volunteer in WTW again until your current exemption 

ends and you no longer qualify for an exemption. 
 “EAS 42-721” will be entered in the “Rules” section of the notice. 
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Inter-County Transfer Process 

 
Introduction This section contains information regarding expired short term Young Child 

Exemption (YCE) Inter-County Transfer (ICT) customers. 

 
YCE ICTs On 5/20/13, C-IV will have an ICT indicator on the Work Registration Detail 

page that will default to “No”.  If a customer is an ICT who currently has an 
expired short term YCE, however, the other county has not reengaged the 
customer, the Employment Services Specialist (ESS) will: 
 
 Select “Yes” in the drop down menu and reengage the customer at 

his/her next scheduled RE. 
 Select the YCE reason that pertains to the customer, either: 

 Care of Child 12 to 23 months, or 
 Care of two or more children under age six. 

 
Note:  DO NOT select the expired YCE exemption unless the customer is an 
ICT and has not been reengaged by the previous county. 

 
YCE identified 
by Time 
Limits 
reviewer at 
ICT review 

If an ICT case is received in the county and the Time Limit reviewer identifies 
the customer has an existing 316 exemption in the Welfare Data Tracking 
Implementation Tracking Project (WDTIP) system, the Time Limit reviewer will 
send an e-mail to the Welfare-to-Work (WTW) Regional Manager (RM) 
informing him/her of the identified YCE ICT.  The RM will then inform the 
appropriate office so necessary action can be taken to identify the YCE ICT in 
C-IV. 
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WTW 24-Month Time Clock Information 

 
Introduction This section contains information regarding the new Welfare-to-Work (WTW) 

24-Month Time Clock and monthly hours of participation. 

 
Noncompliance 
on a  
case-by-case 
basis 

Effective 1/1/13, the monthly hours of participation have been revised to 
85/128/150 hours per month.  This still equates to 20/30/35 hours per week 
when divided by 4.33 and rounded to the nearest whole number.  The 
Employment Services Specialist (ESS) will not begin the noncompliance 
process if a customer meets monthly/weekly hours of participation. 
 
The ESS will review each customer’s situation on a case-by-case basis to 
identify any barriers or case specifics, i.e., customer had an excused 
absence, a good cause reason, etc., that may help him/her meet the Work 
Participation Rate (WPR) for the month, before initiating the noncompliance 
process. 
 
If a customer is meeting state hours of participation, the ESS will not initiate 
noncompliance. 
 
In some circumstances, customers may not meet federal WPR. 

 
WTW 24-Month 
Time Clock 

The WTW 24-Month Time Clock, within the CalWORKs 48-Month Time Limit, 
will be automated within C-IV.  The WTW 24-Month Time Clock: 

 Applies to all customers who are required to participate in the WTW 
program. 

 Is cumulative, not consecutive. 
 Is intended to support customers’ opportunities to reach self-sufficiency. 
 
Any month in which the customer meets any one of the following conditions 
does not count toward the WTW 24-Month Time Clock: 

 Assessment 
 Cal-Learn customer 
 Exempt (including those exempt under previous Young Child Exemptions 

(YCEs) who have not been reengaged) 
 Good Cause 
 In the process of developing a WTW plan 
 Job Search 
 Job Readiness 
 Meets Federal WPR 
 Orientation/Appraisal 
 Sanctioned 
 
ESSs will inform customers that this new WTW clock was created to provide 
a wide variety of appropriate activities, consistent with the customer’s 
assessments, which the county currently provides. 

Continued on next page 
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WTW 24-Month Time Clock Information, Continued 

 
Customers who 
do not have a 
WTW 24-Month 
Time Clock 

Customers who do not have a WTW 24-Month Time Clock include the 
following: 

 Safety Net (customers who have exceeded their CalWORKs 48-Month 
Time Limit), 

 Drug and fleeing felons, 
 Ineligible non-citizens, 
 Non-needy caretaker relatives, 
 Social Security Disability Insurance (SSDI) recipients, and 
 Supplemental Security Income (SSI) recipients. 

 
What ticks the 
WTW 24-Month 
Time Clock 

If an active WTW customer has a WTW Plan – Activity Agreement (WTW 2) 
that does not meet Federal participation requirements and/or meets only 
hourly/monthly participation requirements (State), the WTW 24-Month Time 
Clock will tick.  The WTW Time Clock will begin the first of the month 
following the WTW 2 sign date. 

 
Exemption 
documentation 
for WTW  
24-Month Time 
Clock 

When documentation of an exemption is received and approved, the 
customer will be considered exempt from WTW under the new criteria 
beginning the first of the month following the month that verification is 
received for WTW 24-Month Time Clock purposes; however, if the exemption 
is due to a medical disability, it will be effective from the provider’s signature 
date. 
 
The ESS will place customers in the appropriate exemption status and start 
the WTW 24-Month Time Clock as appropriate. 

 
Customers 
NOA for the 
WTW 24-Month 
Time Clock 

Customers will receive a Notice of Action (NOA) regarding the status of their 
WTW 24-Month Time Clock at the following times: 

 Application for CalWORKs aid for new applicants, 
 Recipients’ annual Re-evaluation (RE), 
 At least once between WTW 24-Month Time Clock months 18 and 21, 

 This function will be automated in C-IV, and 
 When the WTW 24-Month Time Clock has been exhausted. 
 
An Interim Instruction Notice (IIN) will be issued regarding implementation 
instructions and NOAs for noticing requirements.  Until then, all customers 
will have 24 months left on their WTW 24-Month Time Clocks. 

Continued on next page 
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WTW 24-Month Time Clock Information, Continued 

 
Post WTW  
24-Month Time 
Clock 
requirements 

Once the customer has used all of his/her WTW 24-Months, unless 
otherwise exempt or he/she has received an extension, aided adults must 
meet federal work requirements or cash aid will be decreased.  Additional 
information will follow as it becomes available. 

 
New 
CalWORKs 
recipients and 
the WTW  
24-Month Time 
Clock 

Customers approved for CalWORKs cash aid on or after 1/1/13 will have no 
months counted towards the WTW 24-Month Time Clock until they have a 
signed WTW 2, listing mutually agreed upon WTW activities and supportive 
services.  The WTW 24-Month Time Clock begins the first of the month 
following the date the new WTW 2 is signed.  Additional information will 
follow as it becomes available. 

Continued on next page 
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WTW 24-Month Time Clock Information, Continued 

 
Two-WEI 
Parent 
households 

Each parent in a two Work Eligible Individuals (WEI) parent household will 
have an individual WTW 24-Month Time Clock.  An individual parent’s clock 
will stop in any month that parent meets one of the conditions that stops the 
WTW 24-Month Time Clock (e.g., is exempt, good cause, sanction, meets 
federal work participation requirements, etc.). 
 
Both parents’ WTW 24-Month Time Clocks stop when the family meets 
federal participation requirements for two-WEI parent families (just applies to 
the two-parent rate).  Federal rules require two-WEI parent families to 
participate a total of 150 hours per month/35 hours per week, of which 128 
hours per month/30 hours per week must be in core activities. 
 
The monthly/hourly requirement can be met by one adult or through a 
combination of both adults’ participation hours (core hours can be shared), 
including an exempt parent who volunteers for a portion of the hours. 
 
In situations where one parent is participating and not meeting federal 
participation requirements and the other parent meets criteria for a clock 
stopping condition in the month (other than meeting federal participation 
requirements), the WTW 24-Month Clock ticks for the parent who is 
participating and does not tick for the other parent. 
 
Once both parents have exhausted the WTW 24-Month Time Clock, and any 
extension which may be available, the parents must meet new state standards 
based on federal work participation requirements for two-parent families (just 
the two-parent rate). 
 
In situations where only one parent has exhausted the WTW 24-Month Time 
Clock, the parent that reached the limit must modify his/her participation to 
bring the family into compliance with the federal work participation 
requirements to avoid being removed from the Assistance Unit (AU), unless 
the other parent changes his/her participation to meet those requirements for 
a two-parent household. 
 
If the family meets federal work participation requirements for a two-WEI 
parent household, the other parent’s WTW 24-Month Time Clock will stop.  If 
the family does not meet federal work participation requirements, in order to 
remain in compliance with WTW participation requirements the other parent 
would need to participate a total of 150 hours per month, 35 hours per week 
in WTW activities.  Any parent who has time remaining on the WTW  
24-Month Time Clock may continue in WTW activities until his/her clock runs 
out, regardless of another parent’s status. 

 
Implementation instructions for the post WTW 24-Month Time Clock period 
will be issued when information becomes available. 

 
Note:  C-IV will be automating this functionality; however, ESSs need to 
understand the process to explain to customers what ticks the WTW 24-Month 
Clock. 

Continued on next page 
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WTW 24-Month Time Clock Information, Continued 

 
Voc Ed 
activities 

Vocational Education (Voc Ed) activities can fulfill WTW adults’ allowable 
participation for up to three years. Voc Ed can count as a federal core 
activity for a lifetime maximum of 12 months, which would stop the WTW  
24-Month Time Clock for up to a year.   
 

After 12 months, customers may continue their educational programs, 
utilizing the WTW 24-Month Time Clock for CalWORKs service flexibility, as 
an Education Directly Related to Employment (no High School diploma or 
equivalent) or Job Skills Training activity.   
 

Once the 12 months of federally countable Voc Ed and the WTW 24-Month 
Time Clock are exhausted, education programs may continue as the federal 
non-core job skills training activity or as education directly related to 
employment activity, but must be combined with one or more core activities 
to meet federal work participation requirements. 
 

Customers who already have months counted toward the maximum of 12 
federal months in their lifetime do not receive a new 12 month period for  
Voc Ed beginning 1/1/13.

 
Example of Voc 
Ed, employed 
customer 

The example in this section provides information regarding a Voc Ed 
customer who is also employed. 
 
Jane is a single mother with a 30-hour per week participation requirement.  
 
Jane is employed as a receptionist for 25 hours per week/108 hours per 
month in a hair salon and participates in Voc Ed at a community college to 
become a hair stylist for 10 hours per week/43 hours per month.  Because 
Jane’s Voc Ed program meets the definition of job skills training directly 
related to employment, the ESS is counting her education as a non-core 
activity that meets federal standards to preserve her federal 12-month 
lifetime limit of Voc Ed.   
 
Current policy states that if a customer meets 20 or 30 (depending on the 
household composition) federal core hours, he/she can use the job skills 
training directly related to employment or the education directly related to 
employment activities to save the customer’s time in his/her limited 12-month 
lifetime Voc Ed activity.  
 
In this situation, Jane met her 20 federal core hours with her work activity of 
25 hours per week/108 hours per month.  Since Jane met her core 
requirement with her employment in this situation, the job skills training 
directly related to employment can be added, for 10 hours/43 hours per 
month.  This makes Jane meet the federal Work Participation Rate (WPR). 

Continued on next page 
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WTW 24-Month Time Clock Information, Continued 

 
ESS 
responsibilities 
regarding the 
WTW 24-Month 
Time Clock 

When an ESS has contact with a customer, he/she will: 

 Inform customers of the: 
 New WTW 24-Month Time Clock (include information that the new 

WTW 24-Month Time Clock is within the CalWORKs 48-Month Time 
Limit). 

 Post WTW 24-Month Time Clock requirements. 
 After the WTW 24-Month Time Clock is exhausted, the customer 

must meet federal WPR or his/her cash aid will decrease. 
 CalWORKs 48-Month Time Limit is continuous (does not start over). 
 New birth to 23 month exemption (if applicable). 

 Provide customers with the information needed to make an informed 
choice of all three YCEs (Full Exemption (FE), subsequent child, and birth 
to 23 month) effective 1/1/13. 

 Assist customers to maximize the time left on the CalWORKs 48-Month 
Time Limit to become self-sufficient. 

 Counsel customers to utilize their clock in the most beneficial way in 
conjunction with their assessment results. 

 Journal the discussion and the choice of the exemption (if applicable). 
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WTW 24-Month Time Clock - Time Limits  

 
Introduction This section contains information regarding the Welfare-to-Work (WTW) 

24-Month Time Clock Time Limit pages, activating, ticking and unticking the 
clock in C-IV. 

 
Less than 24 
months left in 
the CalWORKs 
48-month time 
limit 

If a customer has less than 24 months left in his/her CalWORKs 48-Month 
Time Limit as of 1/1/13, the Employment Services Specialist (ESS) will not: 

 Input a signature date on Activity Agreement Detail page, 
 Update the Post Assessment (WTW Clock) box on the Activity 

Agreement Detail page, or 
 Update Time Limit pages. 
 
These customers will reach their CalWORKs 48-Month Time Limit before 
they can use up their WTW 24-Month Time Clock, there is no need to: 

 Activate the WTW clock, or 
 Update Time Limit pages. 
 
A C-IV Announcement and a list of these cases will be posted on the C-IV 
Resource Center on 5/20/13. 
 
The ESS will review the list for his/her cases and create a Journal entry 
stating, “Customer has less than 24-months left on his/her CalWORKs 48 
Month Time Limit and does not require any information to be included in 
his/her WTW 24-Month Time Clock”. 

 
Exempt, good 
cause, and 
sanction 
cases 

If a customer has been in Exempt, Good Cause or Sanction status since 
1/1/13, the ESS will not: 

 Input a signature date on Activity Agreement Detail page, 
 Update the Post Assessment (WTW Clock) box on Activity Agreement 

Detail page, or 
 Update Time Limit pages. 
 
These customer’s time clocks will not tick, so there is no need to start their 
time clocks.  Their WTW clock will begin when they sign a new WTW 2 to 
participate, and the ESS enters a Signature Date and sets the Post 
Assessment to “Yes”. 
 
A C-IV Announcement and a list of cases will be posted on the C-IV Resource 
Center on 5/20/13. 
 
The ESS will review the list for his/her cases and create a Journal entry 
stating, “Case has been in (exempt, good cause or sanction status, whichever 
applies) since 1/1/13; no time clock review needed”. 

Continued on next page 
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WTW 24-Month Time Clock - Time Limits, Continued 

 

Starting the 
WTW 24-
month time 
clock 

Beginning 5/20/13, for new WTW customers and current customers signing a new 
WTW 2, ESSs will be required to enter a Signature Date and Post Assessment 
status of Yes on the Activity Agreement Detail page for each customer to start 
the WTW 24-Month Time Clock. 
 

Post Assessment: 
 Yes = Activate the WTW 24-Month Clock 
 No/Blank = Does not start the WTW 24-Month Clock

 

Note:  “Post Assessment” means the WTW 24-Month Time Clock will be 
activated when Yes is selected.  The name will be changed to “WTW Clock” with 
Release 13.07 on 7/29/13. 

 

WTW codes 
on the Cash 
Aid Time Limit 
page 

Only three WTW codes will show on the Cash Aid Time Limit Month List page 
under WTW: 

 Exempt = Does not tick the WTW 24-Month Time Clock 
 Count = Ticks the WTW 24-Month Time Clock 
 N/A = Not Applicable (clock has not been started or any month before 1/1/13 

is considered not applicable)

 

Determining 
the start date of 
the WTW 24-
Month Time 
Clock 

The ESS will review each customer’s active case during his/her monthly review 
to determine the start date of the WTW 24-Month Time Clock by following the 
chart below. 

If the customer ... Then the ESS will... 
 Has signed a WTW 2 on or after 

1/1/13 that states “New regs 
explained”, or 

 Has signed the new WTW 2 
effective 3/25/13 (date new WTW 
2 available in C-IV) or later, and 

 Had a thorough discussion 
regarding the new WTW 
regulations by an ESS, 

 Ensure there is a Journal entry stating 
the new WTW regulations were 
explained to the customer. 

 Activate the customer’s clock on the 
date he/she signed the new or revised 
WTW 2, the earliest day, if multiple 
WTW 2s have been signed. 

 Journal all actions taken. 

Does not have a WTW 2 on file that 
states “new regs explained” or a new 
WTW 2, 

 Send the customer a new WTW 2 and 
another New Rules for CalWORKs 
WTW Activities (CW 2205). 

 Phone the customer to explain the new 
regulations. 

 Schedule an appointment, if needed. 
 Activate the customer’s clock when the 

new signed WTW 2 is received. 
 Journal all actions taken, including 

phone attempt and why the previous 
Journal entries do not state “new regs 
explained”. 

 

Note: C-IV should automate this once the ESS enters the Signature Date and the 
Post Assessment indicator is set to Yes. 

Continued on next page 
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WTW 24-Month Time Clock - Time Limits, Continued 

 
Activating the 
WTW 24-Month 
Time Clock 

The WTW 24-Month Time Clock must be manually activated for each 
customer (does not include customers with less than 24 months on the 
CalWORKs 48-Month Time Limit and exempt, good cause or sanctioned 
customers who have been in these statuses since 1/1/13).  The ESS will: 

 
Step Action 

1 Research the Journal and Imaged documents to verify there is a 
signed WTW 2 after 1/1/13 with “new regs explained” on the form 
and in a Journal entry, or a new WTW 2 within the C-IV system 
beginning 3/25/13 or later. 

2 Identify the date the customer signed the WTW 2 matching 
criteria in Step 1. 

3 Click the Activities tab in the Local Navigation bar. 
4 Click Activity Agreements on the Task Navigation bar. 
5 Select the Activity Agreement that matches the verified WTW 2 

in Step 2. 
6 Click the Edit button. 
7 Enter the WTW 2 signature date into Signature Date box. 
8 Select Yes in the “Post Assessment” drop down box. 
9 Click the Save and Return button. 

10 Journal all actions taken. 
 

Note:  The Signature Date and Post Assessment indicator must be added 
together or the user will receive an error message.  Once this information is 
saved it cannot be edited. If an incorrect Activity Agreement Detail page 
was saved, the ESS must:  
 
 Complete another Activity Agreement Detail screen in the system with 

the correct information, and  
 Create a detailed Journal entry as to why the incorrect Signature Date 

and/or Post Assessment were entered, and the reason for the duplicate 
entry.    

 

                     

Continued on next page 
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WTW 24-Month Time Clock - Time Limits, Continued 

 

              

 
Reviewing and 
updating the 
WTW 24-Month 
Time Clock 

The ESS must review each month after the activation date of the clock, and 
update Time Limit pages within C-IV.  In many instances C-IV will auto 
populate the customers WTW status based on data in C-IV. 
 
Example:  If the customer is in sanction status, the Time Limit page would 
state “exempt” for both CalWORKs and WTW.  ESSs have edit rights to the 
Time Limits pages.  The ESS will:  

 

Step Action 
1 From the Case Summary page, click the Eligibility tab on the Global 

Navigation bar. 
2 Click on the Customer Information tab on the Local Navigation bar. 
3 Click Time Limits on the Task Navigation bar. The Transitional 

Assistance for Needy Families (TANF), CalWORKs and WTW Time 
Limit Summaries appear for all adult customers. 

4 Select the appropriate customer by clicking their hyperlink. 
5 Review the WTW column.  All months prior and including the month  

the “Signature Date” and the “Post Assessment” set to “Yes” 
should show as N/A. 

6 Review the customers Journal and Activity Progress Detail screens. 
7 Click on the first month to be reviewed and look at the WTW line item 

on the Cash Aid Time Limit Month List page 

Continued on next page 
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WTW 24-Month Time Clock - Time Limits, Continued 

  
Reviewing and updating the WTW 24-Month Time Clock (continued) 

 
Step Action 

8 Click Edit if changes are needed.  A new block titled Exceptions will 
open and allow a Type and Reason to be added. 

9 Select one of the following from the drop down box under Type: 
 
 Exempt 
 Good Cause

10 Select one of the following from the drop down box under Reason: 
 
 Exempt - 319 – Meeting WPR in that month, if the customer met 

WPR, or select another appropriate exemption reason, if 
applicable. 
 Short description:  WTW Clock 
 Long description:  Example:  Jane Smith is Exempt 2/2013 

for Meeting Federal WPR. 
 Good Cause - Select the 404 – SIP reason for all Good Cause 

reasons and create a detailed Journal entry. 
 Short description:  WTW Clock 
 Long description:  Example:  Jane Smith in Good Cause 

2/2013 for Orientation/Appraisal/Assessment. 
Customers in 404 – SIP for Good Cause will need to be moved 
to the appropriate Good Cause reason when C-IV implements 
the new codes in the 7/29/13 release.  More information to 
follow. 

11 Click Save. 
 

If the customer… Then the ESS will… 
Has the same status, i.e., 
exempt, count, or N/A, 

 Review the prior month(s) to 
ensure the correct status.  C-IV 
will continue to duplicate the 
prior month’s status. 

 Complete a WTW Clock Journal 
Entry. 

Status has changed from one 
month to the next, 

 Update the status for each 
month(s) that differs up to the 
month the time clock was 
activated. 

 Complete a WTW Clock Journal 
Entry. 

 

Continued on next page 
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WTW 24-Month Time Clock - Time Limits, Continued 

 
Good Cause 
screen shot 

The screen shot below displays the Cash Aid Time Limit Month Detail page 
for the Good Cause type. The only reasons the ESS will select the 404 – SIP 
Reason for good cause reasons are listed below: 

 Good Cause – 2nd parent 
 Participating in Orientation, Appraisal, Assessment, or development of a 

WTW 2 
 Job Search, Job Readiness 
 
Use the 407- Lack of Supportive Services sparingly.  This good cause reason 
is not a catch all reason code.  ESSs will use all available resources to place 
customers into an activity.  If the ESS runs into barriers, get advice/direction 
from a Supervising Employment Services Specialist I (SESS 1).  The typical 
reasons for Good Cause – Lack of Supportive are: 
 
 Any teen who cannot get into a General Education Development (GED) or 

High school Diploma (HSD) program, or 
 A Full Exemption (FE) until the FE takes effect the following month. 
 
All good cause reasons stop the WTW 24-Month Time Clock, for time limit 
purposes. 

 
Note: When C-IV programming is completed, separate codes will be created 
for these reasons. 404 - SIP is to be used until C-IV is programmed. Additional 
information to follow. 
 

     

Continued on next page 
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WTW 24-Month Time Clock - Time Limits, Continued 

 

Exempt 
screen shot 

The screen shot below displays the Cash Aid Time Limit Month Detail page for 
the Exempt type. The only Reason codes the ESS will select are listed below: 
 
300 - WTW - Under 16 Years (if applicable) 
301 - WTW - Child Attending School 
302 - Disabled (30+ days) 
303 - WTW - 60 Yrs and Older 
305 - WTW - Caring for Ill/Incap HH Member 
306 - WTW - Pregnant/Cannot Work (A woman who is pregnant with medical 
         verification that the pregnancy impairs her ability to be regularly 
         employed.) 
309 - 1st Exemption for Child (First Exemption (FE) for Caring for Child for 1 
         year) 
310 - 2nd Exemption for Child (Subsequent Child) 
314 - Full Time VISTA Volunteer 
316 - Care of 2 or More Children under Age 6 (this exemption expired; however,  
         this will be used for ICTs only if the other county has not begun their 
         reengagement process) 
316 - Care of Child Age 12 to 23 Month (this exemption expired; however, this 
         will be used for ICTs only if the other county has not begun their 
         reengagement process) 
319 - Meeting WPR (meeting Federal WPR) 
 
All exempt reasons stop the WTW 24-Month Time Clock, for time limit purposes. 
 
Note:  Beginning 5/20/13, the birth to 23 month exemption will be available to 
select, if applicable; status Reason is “Care for a Child 23 Months or Younger”. 
The correct Exempt code MUST be selected. If the correct exempt code is not 
selected, it will be an error. 
 

                          

Continued on next page 
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WTW 24-Month Time Clock - Time Limits, Continued 

 

Ticking the 
WTW 24-Month 
Time Clock 

If a customer is meeting participation requirements (State) or they are in a 
services only activity, such as those related to the Department of Behavioral 
Health (DBH), the ESS will need to tick the WTW 24-Month Time Clock by 
completing the following: 

 
Step Action 

1 Check the box next to the Exempt/Good Cause WTW code/reason 
that is to be removed.  

2 Click the Exempt or Good Cause reason Remove button. 
3 Click Save and Return. 
4 Journal all actions taken. 

 

 

 

 

Cash aid time 
limit month 
list page 

The snap shot below is what the Cash Aid Time Limit Month List page will 
look like when the clock is ticked for an Exemption reason.  To see the 
reason for the exemption, click the Month/Year hyperlink. 
 

                                 

Continued on next page 
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WTW 24-Month Time Clock - Time Limits, Continued 

 
Cash Aid 
Time Limit 
Month Detail 
screen 

The screen shot below shows the Cash Aid Time Limit Month Detail page 
with type with the Exception, Type, Reason, Clock, and Status. 

 

 
WTW 2s from 
date of training 

All WTW 2s completed within C-IV must have a Signature Date entered and 
have the Post Assessment set to Yes to start the WTW 24-Month Time 
Clock.  This will ensure the WTW 24-Month clock begins. 

 
Note:  A Signature Date and Post Assessment marked Yes are not 
required with customers who have less than 24 months left on their 
CalWORKs 48-Month Time Limit. A C-IV Announcement and list will be 
published on 5/20/13. 

Continued on next page 
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WTW 24-Month Time Clock - Time Limits, Continued 

 
CalWORKs 
Time Limit 

ESSs will not go into any CalWORKs Time Limit page information.  ESSs 
will only review and update the WTW 24-Month Time Limit Clock. 
 
If there appears to be an inaccurate entry in the CalWORKs portion of the 
CalWORKs Time Limit pages, inform an SESS I.  For example, the case 
has incorrect or conflicting Type or Reason codes; the ESS will need to 
review the exemption to determine the discrepancy and the SESS I may 
need to communicate with the Time Limit Quality Review Supervisor I 
(QRS I) to resolve or clarify the issue(s). 
 
If the codes in the Time Limit pages are not entered correctly for WTW, it 
could affect the CalWORKs Time Limit and will be an ESS error. 
 
Journal all actions taken. 

 
Cash Aid 
Time Limit 
Month Detail 

The screen shot below is for a customer who was placed in the placeholder for 
the birth to 23 month exemption, “Reason 303 – WTW – 60 Yrs and Older”.   
A C-IV Announcement and a list will be issued on 5/20/13 when the new “Care 
for a Child 23 Months or Younger” is available in the C-IV system. 
 

      

 
Questions Managers may contact Brenda Bovee, Program Specialist (PS) II, Program 

Development Division (PDD) at (909) 383-9727 or by e-mail at 
bbovee@hss.sbcounty.gov  or Francine Diaz, PS I, PDD at (909) 383-9847 
or by e-mail at fdiaz@hss.sbcounty.gov with questions regarding this IIN. 
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Welfare-To-Work (WTW) 24-Month Time Clock and 
 CalWORKs 48-Month Time Limit 

Exemptions/Good Cause Clock Stoppers 
 

The chart below provides information regarding WTW 24-Month Time Clock exemptions and good cause for not participating,  
and shows what affect each have on the CalWORKs 48-Month Time Limit. 

 
 

 
Exemption 

 

 
Description 

WTW 24-Month 
Time Clock 
Stopper? 

CalWORKs 
48-Month Time 
Limit Stopper? 

Under 16 Years of Age Customer is under 16 years of age. N/A1 N/A1
 

Child Attending School Customer is 16, 17, or 18 years of age and is attending a school in grade twelve or 
below, or vocational, or technical school on a full-time basis. N/A1 N/A1

 

Cal-Learn Non-Head of Household Customer is receiving aid in their parent’s Assistance Unit (AU), and is eligible for, 
participating in, or exempt from the Cal-Learn program. Yes Yes 

Cal-Learn Head of Household Customer is receiving aid in their own AU, and is eligible for, participating, or exempt from the
Cal-Learn program. Yes Yes 

60 Years of Age or Older Customer who reaches age 60 or older. Yes Yes 
 

Customer Disability Customer has medical verification of a physical and/or mental disability expected to last at 
least 30 days and it significantly impairs the individual’s ability to be employed or participate 
In WTW activities.2

 

 
Yes 

 
Yes 

 

Needy Non-Parent Caretaker 
Relative 

Customer is a Non-Parent caretaker relative who has primary responsibility for caring for a 
child who is either a dependent, ward of the court, receiving Kin-GAP benefits or at risk for 
placement in foster care. These caretaking responsibilities must impair his/her ability to be 
employed or to participate in WTW activities. 

 
Yes 

 
Yes 

 

Caring for Ill or Incapacitated 
Member of Household  

Customer is caring for an ill or incapacitated person residing in the home, has medical 
verification that the illness or incapacity is expected to last at least 30 days, and caretaking 
responsibility impairs the customers ability to be regularly employed or to participate in 
WTW activities. 

 
Yes 

 
Yes 

 

Pregnant and Cannot Work or 
Participate in WTW Activities 
CW 61 documentation/verification 
required 

Customer is a woman who is pregnant with medical verification that the pregnancy impairs 
her ability to be regularly employed or participate in WTW activities, or the county 
determines that participation will not readily lead to employment or that a training activity is 
not appropriate. 

 
Yes 

 
No 

 
 

1    The CalWORKs 48-Month Time Limit and the WTW 24-Month Time Clock do not apply to this population. 
2    This may include pregnancy if the ‘Customer Disability’ criteria are found to apply. 
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Welfare-To-Work (WTW) 24-Month Time Clock and 
 CalWORKs 48-Month Time Limit  

Exemptions/Good Cause Clock Stoppers 
 

The chart below provides information regarding WTW 24-Month Time Clock exemptions 
 and shows what affect each of these exemptions has on the CalWORKs 48-Month Time Limit. 

 
 

 
Exemption 

 

 
Description 

WTW 24-Month 
Time Clock 
Stopper? 

CalWORKs 
48-Month Time 
Limit Stopper? 

 
 
Child Birth-23 Months of Age 

Customer has primary responsibility for personally providing care to a child from birth to 
23 months, inclusive. This exemption shall be available in addition to any other child 
related exemption outlined below. An individual may be exempt only once in a lifetime 
under this exemption. 

 
Yes 

 
Yes 

 
Exemption for Child First Child (FE) Customer is caring for his/her first child, (FE).  

 
 

Yes 
 

No 

Subsequent Exemption for Young 
Child 

Subsequent Exemption: Customer is caring for a subsequent young child.  Yes No 

Short-Term Young Child 
Exemption3

 

Customer has responsibility for personally providing care for one child between 12-23 
months of age or two or more children less than six years of age.3

 
Yes Yes 

VISTA Volunteer Customer is a full-time volunteer in the Volunteers in Services to America (VISTA) Program Yes No 

Good Cause Customer has good cause for not participating  in WTW. Yes No 
 
 

3    This exemption will no longer be available for customer to use as of 01/01/2013. Customers who are taking this exemption as of 12/31/2012 will no longer have the exemption 
as of 01/01/2013, but will not be required to participate in WTW activities and their WTW 24-Month Time Clock and CalWORKs 48-Month Time Limit will remain stopped until they are 
reengaged by the county. The counties must reengage this population by 01/01/2015. 
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County of San Bernardino Human Services 
 

INTERIM INSTRUCTION NOTICE #13-019 

APRIL 2, 2013 
 

SUBJECT: Administrative Transition From KidsNCare (KNC) to Child Care Resource 
Center (CCRC) 

DISTRIBUTION: Child Care, TAD Office 
Procedures, CalWORKs, 
Employment Services and 
Children & Family Services 

FILE: In Front of CCPHB, TOPHB, 
CWPHB, ESPHB and CFSHB 

OBSOLETE: 5/31/2013 

 

Overview This Interim Instruction Notice (IIN) provides information regarding the change 
in the administration of California Department of Education (CDE) Child Care 
programs in San Bernardino County from KidsNCare (KNC) to Child Care 
Resource Center (CCRC). 
 

CCRC Effective 4/12/13, KNC will no longer administer Child Care (CC) services to 
San Bernardino County.  Beginning 4/15/13, CCRC will assume administrative 
responsibilities for the CDE contract of Stage Two, Stage Three and 
Alternative Payment (AP) CC programs and Resource and Referral (R&R) 
duties for San Bernardino County.  CCRC will accept Stage One transfer 
packets from San Bernardino County Transitional Assistance  
Department (TAD) and allocate a percentage to the Pomona Unified School 
District (PUSD). 
 

CCRC 
locations and 
hours 

CCRC will retain the following office locations and office hours: 
 

 1111 Mill Street, Suite 100,  
San Bernardino, CA 92408 
Hours: 8:00am to 5:00pm 

 14397 Amargosa Road,  
Victorville, CA 92392 
Hours: 8:00am to 5:00pm 
 

Note:  CCRC will not utilize the KNC Rancho Cucamonga office location. 
 

Stage One to 
Two transfers 

All Stage One to Stage Two transfers for the month of April must be 
completed as soon as possible. The Stage One CalWORKs Discontinued 
Report will be posted on the C-IV Resource Center for TAD staff on 4/4/13.  
Staff must review, complete and process Stage One transfers no later 
than 4/10/13.   
 
Note:  These transfers will be sent to current KNC addresses, including the 
Rancho Cucamonga office location. 
 

Additional 
information 

Additional information regarding the change in CC administration will be 
issued prior to 5/1/13. 

Continued on next page 
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INTERIM INSTRUCTION NOTICE #13-019, Continued 

 
Questions Questions regarding the information contained in this IIN should be directed 

to: Steven Sablan, Program Specialist (PS) I at (909) 383-9860, or via  
e-mail at ssablan@hss.scounty.gov. 
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County of San Bernardino Human Services 
 

INTERIM INSTRUCTION NOTICE  #13-011 

MARCH 15, 2013 
 
SUBJECT: Cal-Learn Program Reinstatement 

DISTRIBUTION: CalWORKs, Employment 
Services, Child Care, 
TAD Office Procedures 

FILE: CWPHB – In Front of Chapter 4 
ESPHB – In Front of Handbook 
TOPHB – In Front of Handbook  
CCPHB – In Front of Handbook 

REFERENCE: ACL 12-60 
OBSOLETE: 06/30/13 

 
Overview The California Department of Social Services (CDSS) released All County 

Letter (ACL) 12-60 instructing counties to reinstate the Cal-Learn program.  
The purpose of this Interim Instruction Notice (IIN) is to update previous 
information issued, remove the Cal-Learn program from the Employment 
Services Program (ESP), and return all case actions back to the Cal-Learn 
Eligibility Worker (EW).  All previous Cal-Learn regulations have been 
reinstated, including the issuance of bonuses and Cal-Learn penalties. 

Along with this change, new vendors have been chosen to provide case 
management services through 6/30/13; further instructions will be issued 
when vendor information and duties change.  

 
Obsolete The information in this IIN obsoletes Cal-Learn information provided in the 

following: 
 
 IIN #12-038 ERRATA 
 IIN #12-081 
 IIN #13-002 

 
Content This IIN contains the following topics: 
 

Topic See Page 
Transition Process 2 
Case Management Vendors  4 
The Cal-Learn Program 6 
Cal-Learn Registration 10 
Cal-Learn Participation 12 
Cal-Learn Supportive Services 15 
Bonuses and Penalties 26 
Ending Cal-Learn Participation 31 

Continued on next page 
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Transition Process 
 

Overview This section provides information regarding the transition of cases assigned 
the Pregnant and Parenting Teen (PPT) indicator in C-IV from the 
Employment Services Program (ESP) to the Cal-Learn program.  

 
Transition from 
ESP to 
Eligibility 

Cal-Learn cases have transitioned from ESP back to a shared responsibility 
between the Cal-Learn Eligibility Worker (EW) and a Case Manager through 
a designated Cal-Learn vendor.  Each vendor was provided a list of active 
Cal-Learn teens requiring case management services. 

 
Temporary 
vendor 
transition 
duties 

Cal-Learn cases forwarded to the vendor will be provided the following forms 
by the Case Manager: 

 Cal-Learn Registration Program Information Orientation  
Appointment (CL 1) 

 Cal-Learn Program Requirements (CL 2) 
 Cal-Learn Notice of Report Card Submittal Schedule (CL 8) 

 
Vendor 
referrals  

Names of active Cal-Learn teens were forwarded to the appropriate vendor 
for case management services, and an informational flyer regarding program 
transition was mailed to each participant. 
 
New Cal-Learn teens must attend orientation with the Cal-Learn EW but will 
not be referred to a Cal-Learn vendor.  For additional information, see the 
“Cal-Learn orientation” block in this Interim Instruction Notice (IIN). 

 
Discontinued 
Cal-Learn 
cases 

A list will be compiled by the Legislative Research Unit (LRU) on the third 
working day of each month, which will include all Cal-Learn cases which 
have been discontinued the previous month.  This list titled “Cal-Learn 
Discontinuance” will be: 

 Posted to the C-IV Resource Center: Where Cal-Learn EWs are to 
review and ensure that a CL 700 was sent to the assigned Cal-Learn 
vendor informing them of the discontinuance. 

 E-mailed to both Cal-Learn vendors 

 
Cal-Learn 
cases not 
referred to 
vendors 

Some Cal-Learn cases were not referred for case management services but 
must continue to participate in the program.  Teens not referred to a Case 
Manager are still subject to Cal-Learn regulations and are eligible to many of 
the Cal-Learn program resources, such as: 

 Bonuses, 
 Bus passes/mileage reimbursement, and 
 Ancillary services. 
 
Cal-Learn EWs will receive report cards and determine eligibility accordingly, 
but will not impose any penalties on teens who have not been referred to a 
case management vendor. 

Continued on next page 
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Transition Process, Continued 

 
Deregistering 
the WTW 
program 

All Cal-Learn teens with an open WTW program must be deregistered from 
WTW no later than 3/31/13.  A list titled “Active Cal-Learn with Open WTW”, 
has been posted to the C-IV Resource center, which includes Cal-Learn cases 
with an open WTW program.  Employment Service Specialists (ESSs) must 
complete the following to deregister Cal-Learn WTW programs: 

 
Step Action 

1 Access the Cal-Learn case in C-IV.  
2 Determine the case has an open Cal-Learn program in C-IV. 
3 Complete the following on the Work Registration Detail page: 

 End Date:12/31/12  
 Retain the current work registration Status of either 

Mandatory or Exempt, and  
 Ensure the PPT Indicator on the Work Registration Detail 

page remains “Yes”. 
4 Go to the WTW Status Detail page and add: 

 Status=Deregistered, and  
 Status Reason=Not Currently WPR. 
 
Note:  Ensure the PPT Indicator on the WTW Program Detail 
page remains “Yes”. 

5 Journal actions taken. 

 
Restoring 
sanctioned  
Cal-Learn 
teens 

All pregnant/parenting teens (otherwise known as Cal-Learn teens) currently 
sanctioned in the WTW program must have benefits restored as of 1/1/13.  
The reinstatement of the Cal-Learn program invalidates the WTW imposed 
sanctions with penalties being assessed by the designated Case Manager and 
Cal-Learn EW. 
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Case Management Vendors 

 
Overview This section contains information regarding the Cal-Learn case management 

vendors. 

 
Case 
management 
vendors 

Prior to the suspension of the Cal-Learn program, case management 
services were facilitated by the Maternal, Child, Adolescent Health (MCAH) 
program.  New vendors have now been assigned this duty, with the following 
agencies designated to handle case management services for the Cal-Learn 
program: 

 Aspiranet 
 Walden Family Services 

 
Case flags Eligibility Workers (EWs) will no longer create a Special Need and Referral 

in C-IV indicating Walden or Aspiranet as the case management provider.  
EWs will use the following case flags to track referred Cal-Learn cases in  
C-IV: 

 Cal-Learn: Walden 
 Cal-Learn: Aspiranet 

 
Case flag list A list of active Cal-Learn cases that have been referred to Walden or 

Aspiranet, titled “Active Cal-Learn Cases”, has been posted to the C-IV 
Resource Center.  This list must be reconciled no later than 3/31/13.  EWs 
must complete the following: 

 
Step Action 

1 Access the case in C-IV. 
2 Select the Case Flag link from the Task Navigation bar. 
3 Click the Add button, to add a case flag. 
4 Click the Select button under Title. 
5 Select the radio button next to one of the following case flags, as 

appropriate: 
 Cal-Learn: Walden 
 Cal-Learn: Aspiranet

6 Click the Select button. 
7 Complete the following on the Case Flag Detail page: 

 Name: Select the Cal-Learn teen’s name 
 Begin Date: Date the teen was referred for case 

management services. 
 Notes: Type “Cal-Learn teen referred to (vendor’s name) 

for case management services”. 
 Click Save  

8 Journal actions taken. 

Continued on next page 
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Case Management Vendors, Continued 

 
Referrals Cal-Learn EWs will not refer cases to either Cal-Learn vendor.  Each vendor 

was provided a list of cases requiring services, and additional referrals must 
not be forwarded by Cal-Learn EWs. 

 
Contacting the 
Cal-Learn 
vendor 

When communicating with a Case Manager, use the following vendor 
contact information: 

 
Vendor Contact 

Name 
Email Address Phone 

Number 
Fax 

Number 
Mailing Address 

Aspiranet Henry McKee hmckee@aspiranet.org (909)  
890-9022 
Ex. 3535 

(909) 
890-3672 

164 W. Hospitality 
Ln. Suite 1 
San Bernardino, CA 
92408 

Jamie Cooks jcooks@aspiranet.org 

Walden 
Family 
Services 

Leslie Miles lmiles@waldenfamily.org (951)  
788-5905 

(951) 
788-5903 

3576 Arlington Ave 
#106 
Riverside, CA 92506 

Mary Frame mframe@waldenfamily.org
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The Cal-Learn Program 

 
Overview This section contains general information regarding the Cal-Learn program. 

 
Cal-Learn 
program- 
general 

A parent’s lack of basic education is a major barrier to self-sufficient families.  
When teens start families before they graduate from high school or obtain an 
equivalent (General Education Development - GED), the likelihood the family 
will live in poverty and rely on public assistance is greater than for those 
families where the parents have at least a high school education.   

The goal of the Cal-Learn program is to guide pregnant and parenting teens 
toward achieving a high school diploma.  To assist in accomplishing this 
goal, teen parents may receive: 

 Case management services through one of the designated vendors 
(Aspiranet or Walden Family Services) who provide guidance in obtaining 
educational, health, and social services. 

 Supportive services through the Transitional Assistance  
Department (TAD) CalWORKs Eligibility Worker (EW), such as 
transportation, school supplies and child care to help overcome obstacles 
to school attendance. 

 Financial bonuses or penalties through the CalWORKs Eligibility  
Worker (EW), based on school performance. 

 
Definitions The following  are definitions pertaining to the Cal-Learn program: 

Cal-Learn criteria:  All CalWORKs pregnant and parenting teen/pre-teen 
custodial parents must participate in the Cal-Learn program unless they are 
exempt, deferred, or have a high school diploma or equivalent.  

Cal-Learn teen:  Any customer in the Assistance Unit (AU) who is pregnant 
and/or a parent, under the age of 19, who does not have a high school 
diploma or equivalent (GED).  

Case management services:  A designated Cal-Learn vendor will provide 
assistance to teen/pre-teen parents to obtain educational services necessary 
to earn a high school diploma or equivalent.  These may include health 
services, parenting skills or suitable living arrangements. 

Deferral:  Cal-Learn requirements are suspended while a Cal-Learn teen 
has a condition that temporarily prevents full-time school attendance.  Case 
management services will continue during the deferral period.  

Exemption:  A teen parent may not be registered for Cal-Learn services 
when circumstances prevent full-time school attendance for more than three 
months.  Case management services are not provided to teen parents 
exempt from Cal-Learn.   

Supportive Services:  Services that assist the Cal-Learn teens in attending 
school regularly, such as child care and transportation costs. 

Continued on next page 
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The Cal-Learn Program, Continued 

 
Who must 
participate in 
Cal-Learn 

Cal-Learn is mandatory for AU members who meet all of the following 
conditions: 

 Under 19 years old, 
 Pregnant or a parent residing with his/her child,  
 Included in the same AU as his/her child, and 
 Have not earned a high school diploma or equivalent. 
 
Teens who meet the Cal-Learn criteria must participate in the Cal-Learn 
program unless exempted or deferred.  Teen parents who turn 19 years old 
while they are in the Cal-Learn program and have not graduated from high 
school or its equivalent may participate in the program until they turn 20 
years old. 

  
Next steps 
when a teen 
earns a 
diploma or 
turns 20 

When the teen parent earns a high school diploma or equivalent, or turns 
20 years old, he/she is referred to Welfare to Work (WTW) activities 
through the Employment Services Program (ESP).  Although the former 
Cal-Learn customer may become exempt from meeting ESP requirements, 
he/she is expected to continue working toward becoming a financially  
self-sufficient family through employment. 

 
Cal-Learn EW 
responsibility 

Specialized EWs manage the Cal-Learn programs.  This worker is referred 
to as the Cal-Learn EW.  The job responsibilities of the Cal-Learn EW 
include, but are not limited to: 

 Carrying the CalWORKs program with the teen’s Cal-Learn program. 
 Interfacing with designated case managers about the needs and 

welfare of referred Cal-Learn teens. 
 Completing the Cal-Learn Orientation with the teen. 
 Communicating with Cal-Learn teens about program eligibility, issuance 

of support services, and bonuses/penalties. 
 Authorizing and issuing supportive services. 
 Administering bonuses and penalties. 
 Referring teens to ESP when they are no longer required to participate 

in Cal-Learn 
 
Note:  Penalties may only be imposed on Cal-Learn teens who have been 
referred to a case management vendor.  Teens not receiving case 
management services are not subject to a penalty. 

Continued on next page 
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The Cal-Learn Program, Continued 

 
Cal-Learn 
eligibility 
criteria 

All pregnant (even if not receiving Pregnancy Special Needs (PSN)) and 
parenting teens who do not have their high school diploma will be eligible to 
receive Cal-Learn program resources (up to their 19th birthday).   

  
When to refer 
teen parents to 
Cal-Learn 

Teens who meet the Cal-Learn criteria must participate in the Cal-Learn 
program unless exempt or deferred. 
 
EWs review for Cal-Learn eligibility at: 

 Application, reapplication, or restoration 
 Annual Re-evaluation (RE) 
 Report of pregnancy 
 Report of the birth of a child 
 Inter-County Transfer (ICT) in 
 
Note:  The Cal-Learn program may be created manually by the EW, or 
automatically in C-IV when Eligibility Determination Budget Calculation 
(EDBC) is run, accepted and saved.  Automation of the Cal-Learn program 
ensures all parenting and pregnant teens are referred to the Cal-Learn 
program so that their required participation and services are met.  C-IV 
creates an automated Journal entry when the  
Cal-Learn program is automatically opened. 

 
Voluntary  
Cal-Learn 
participation 

Current or former Cal-Learn teens who are 19 years old and attending school 
full-time may volunteer to participate in the Cal-Learn program up to age 20.  
The chart below instructs the EW about how to continue services for 
voluntary Cal-Learn participants: 

 
If the Cal-Learn teen was… Then the EW must… 

Previously referred to a  
Cal-Learn vendor, 

Advise the designated Case Manager to 
continue participation. 

Not previously referred to a  
Cal-Learn vendor, 

 Not refer to a case management 
vendor, and 

 Allow the teen access to Cal-Learn 
resources up to age 20. 

 
Cal-Learn  
Self-Appraisal 
form (CL 27) 

The Cal-Learn Self Appraisal (CL 27) form is completed for all pregnant and 
parenting teens receiving CalWORKs at application or when a 
pregnant/parenting teen is identified as living in the home.  This form is used 
to determine the teen’s eligibility to participate in the Cal-Learn program.  

Continued on next page 
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The Cal-Learn Program, Continued 

 
Teen parent of 
a Maximum 
Family Grant 
(MFG) child 

Many families are aware of the Maximum Family Grant (MFG) rule, which 
states that benefits will not increase for any child born into a family that has 
received cash aid continuously for 10 months prior to the birth of the child. 
 
Even though cash assistance may not increase, the newborn is still 
considered an AU member for eligibility purposes.  Therefore, the pregnant 
and/or parenting teen cash aid customer must participate in the Cal-Learn 
program. 
 
It is important for staff to remind customers to report any pregnancy in the 
family. 
 
Note:  For more information regarding MFG children, including the nested 
teen, see the “MFG” and “Teens Turning 18 Years Old – Seamless 
Determination of Eligibility” sections of the CalWORKs Policy Handbook 
(CWPHB). 
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Cal-Learn Registration 

  
Overview This section contains information regarding the Cal-Learn registration 

process. 

 
Registration 
and approval 
process 

The Cal-Learn registration and approval process is described in the table 
below: 

 

Stage Description 
1 Intake Eligibility Worker (EW) or C-IV system identifies the pregnant 

or parenting teen. 
2 Intake EW:

 Completes the electronic Cal-Learn Self-Appraisal (CL 27) form, 
using information provided by the teen. 

 Processes the CalWORKs application. 
3 Intake EW or C-IV system opens the Cal-Learn program. 
4 Intake EW assigns program to the Cal-Learn EW. 

 
Reverse 
referral 

Reverse referrals will not be received from the Cal-Learn vendors.  In the 
event that a Cal-Learn teen contacts a Cal-Learn vendor, he/she will be 
referred to the local district office. 

 
Cal-Learn 
Forms 

The following table lists the required Cal-Learn forms to be sent by the  
Cal-Learn EW, as appropriate: 

 
Form 

Number Form Name 

CL 1 Cal-Learn Registration Program Information Orientation Appointment
CL 2 Cal-Learn Program Requirements 
CL 3 Cal-Learn Notice of Participation Problem 
CL 4 Cal-Learn Notice to Parent/Legal Guardian of Cal-Learn Participant 
CL 8 Cal-Learn Notice of Report Card Submittal Schedule 
CL 9 Cal-Learn Notice of Good Cause Determination 

NA 310 Cal-Learn Exemption/Deferral Notice 
CL 11 Cal-Learn Notice of Incomplete Grades 
CL 15 Cal-Learn Case Management Information Intercounty Transfer Form 
CL 16 Cal-Learn Case Management Information Intercounty Transfer Form 
CL 27 Cal-Learn Self Appraisal Form 

CL 700 Cal-Learn Communication Form 
CL 753 Cal-Learn Travel Claim form 

CL 735.2 CalWORKs Attendance Report form 
NA 113 Approval/Denial Supportive Services-Cal-Learn 
NA 374 Cal-Learn Sanction 
NA 836 Discontinuance of Supportive Services-Cal-Learn 
NA 370 Discontinuance/Cal-Learn 
NA 373 Cal-Learn Bonus 

Continued on next page 
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Cal-Learn Registration, Continued 

 
Report card 
submittal 
schedule 

The Cal-Learn EW must contact the school where the teen is attending to 
determine when report cards are issued.  Once the report card schedule is 
obtained, the Cal-Learn EW will complete the CL 8 indicating the report card 
is due to the Cal-Learn EW or Case Manager (if assigned) 10 days after the 
date the school issues the report card. 

 
Sending 
encrypted 
emails 

All forms/information containing Personally Identifiable Information (PII)  
e-mailed to the Cal-Learn vendor must be encrypted by typing the following 
phrase in the e-mail subject line: 
 
“Encrypted Email from the County of San Bernardino.” 
 
Note:  When Utilizing the encryption method, the word “Email” must be 
capitalized and must not include a hyphen or the encryption method will not 
function properly. 

 
Cal-Learn 
orientation 

The Cal-Learn EW will conduct orientation on all new Cal-Learn cases.  The 
Cal-Learn EW will contact the teen to schedule the Cal-Learn orientation (via 
the CL 1) within five business days of receiving the case.   

 
When the teen… Then the Cal-Learn EW… 

Completes orientation, Completes and/or provides the following 
forms to the customer: 
 CL 2,  
 CL 8, and 
 CL 27. 

Fails to attend orientation, Sends the following forms to the customer:   
 CL 2,  
 CL 3,  
 CL 4, and  
 CL 8. 
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Cal-Learn Participation 

 
Overview This section contains information regarding Cal-Learn participation and the 

exemption and deferral process. 

 
Cal-Learn teen 
participation 

Cal-Learn teens who are not exempt must participate in the program.  The 
Cal-Learn teen must: 

 Attend orientation  
 Cooperate with the designated Case Manager (as appropriate),  
 Attend school or equivalent activities 
 Maintain an acceptable Grade Point Average (GPA) 
 
The consequence for failing to participate without good cause is a penalty 
applied each time the report card is due.  No other punitive action can be 
taken. 
 
Note:  Penalties are only applied to Cal-Learn teens who have been referred 
to a Case Manager. 

 
Deferrals or 
exemptions 

Occasionally a teen may advise the Case Manager or Cal-Learn Eligibility 
Worker (EW) of a problem that keeps him/her from attending school.  The 
Case Manager or Cal-Learn EW works with the teen to resolve the problem 
or comes up with the best solution for the teen.  In some cases the Cal-Learn 
teen may need to be evaluated for an exemption or deferral: 

 Exempt because of circumstances that prevent full-time school 
attendance for more than three months.  
Example:  Teen needs transportation and no services are available for a 
period of four months.  Teen is not registered for Cal-Learn services. 

 Defer because of a condition that temporarily prevents full-time school 
attendance. 
Example:  Teen gives birth and doctor requests post-partum recovery 
period.  Cal-Learn requirements are suspended, but teen is registered for 
Cal-Learn and is provided services by the designated Case Manager. 

 
Teen parents who are exempt from Cal-Learn will not receive any services 
provided by the Cal-Learn vendor.  Because of this, it is very important that 
exemption reasons and solutions be explored thoroughly prior to approval. 
Whenever possible, defer the teen rather than exempting him/her from 
the program. 
 
Note:  When a teen is assigned a Case Manager, the Cal-Learn EW will be 
notified via the CL 700 of any deferral/exemption requests; otherwise the 
Cal-Learn EW will determine if a teen is eligible to be exempt or deferred 
from program requirements.  

Continued on next page 
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Cal-Learn Participation, Continued 

 
Evaluating for a 
deferral or 
exemption 

The table below outlines circumstances when a Cal-Learn teen may be 
eligible to an exemption or deferral: 

 

Exemption Deferral 
Has an extended illness (over three 
months) or physical disability 
preventing school attendance. 

Needs supportive services which are 
temporarily unavailable. 

Expelled from school and enrollment 
in another school cannot be 
arranged. 

Has a special need that deprives the 
teen the ability to meet the program 
requirements. 

Cannot obtain child care or 
transportation for three or more 
months. 

Recovery time following child birth. 

Receives Foster Care benefits. 
 

Note:  Cal-Learn EWs must not defer Cal-Learn teens who have not been 
referred to case management vendors.  All Cal-Learn program resources are 
available to Cal-Learn teens; see the “Cal-Learn cases not referred to 
vendors” block in the “Transition Process” section of this IIN. 

Continued on next page 
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Cal-Learn Participation, Continued 

 
Deferral and 
exemption 
process 

The Cal-Learn deferral and exemption process is described in the following 
table: 

 

Stage Description 
1 Cal-Learn teen tells the designated Case Manager or Cal-Learn 

EW of problems preventing full time school attendance, and: 
 

If the teen contacts the… Then 
Case Manager, Go to step 2. 
Cal-Learn EW,  Go to step 3. 

  
2 Designated Case Manager discusses the problem with the teen to 

determine if a solution can be found. 
 
If a solution… Then the Case Manager will… 

Can be found, Stop here, the teen does not need to be 
exempt or deferred from the program. 

Cannot be found, E-mail a CL 700 form, referring the teen 
to the Cal-Learn EW to be evaluated for 
a deferral or exemption. 

 

3 Cal-Learn EW: 
 Evaluates the situation by : 

 Reviewing the received CL 700 (if received from the Case 
Manager), 

 Discussing the problem with the Cal-Learn teen and Case 
Manager, as appropriate. 

 Obtains any necessary verification.  
 Approves or denies a deferral or exemption as appropriate. 
 Sends a NA 310 - Cal-Learn Notice of Exemption/Deferral to 

the teen. 
 Immediately e-mails CL 700 to the Case Manager advising 

him/her of the approval or denial, as appropriate. 
 Journals actions in C-IV. 
 Sets a Task for one month prior to the deferral/exemption 

expiration date. 
 

Note:  When a Cal-Learn teen who has been referred to a Case 
Management vendor is subsequently exempted, the Case Flag must be end 
dated. 
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Cal-Learn Supportive Services 

  
Overview This section contains information regarding Cal-Learn Supportive Services. 

 
Supportive 
services 

Supportive services for Cal-Learn teens include: 

 Child Care: Provided through the Transitional Assistance Department’s 
(TAD’s) Child Care Eligibility Workers (EWs). 

 Transportation: Bus passes and tickets, parking, etc. 
 Ancillary: Vouchers issued to Cal-Learn teen to cover education 

expenses, which may include: General Education Development (GED) 
fees, gym clothes, school supplies, books, and back packs (if school 
lockers are not available). 

 
Note:  Tuition is not a covered supportive service expense. 

Continued on next page 
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Cal-Learn Supportive Services, Continued 

 
Cal-Learn Child 
Care 

The following table describes the Child Care process: 

 

Stage Description 
1 Cal-Learn teen discusses Child Care need with the Case Manager or the Cal-

Learn EW. 
 

If the teen contacts the… Then 
Case Manager, Go to step 2. 
Cal-Learn EW,  Go to step 3. 

  
2 Designated Case Manager refers the teen to the Cal-Learn EW by forwarding a 

CL 700 requesting Child Care. 
3 Cal-Learn EW refers the teen to a Child Care EW either by completing a CL 700 

or by forwarding the CL 700 which had been received from the assigned Case 
Manager. 
 

If the Cal-Learn EW… Then he/she… 
Receives a CL 700 from the 
assigned Case Manager, 

Forwards the CL 700 to the 
designated Child Care EW. 

Does not receive the CL 700 
(because the Cal-Learn teen has 
not been referred to a Cal-Learn 
vendor), 

 Completes a CL 700, and  
 Forwards to the designated Child 

Care EW. 

  
4 Child Care EW: 

 Contacts Cal-Learn teen and Child Care provider. 
 Writes child care contract. 
 Sets up Child Care program in C-IV. 
 E-mails a CL 700 to the Cal-Learn EW and designated Case Manager (if 

applicable) advising of child care contract and expiration date of services.  
5 Cal-Learn EW: 

 Journals Child Care services are provided. 
 Advises the Child Care EW of any changes to the CalWORKs and Cal-

Learn programs that may affect the Child Care program. 
6 Cal-Learn teen: 

 Contacts the Child Care EW once child care services are requested. 
 Signs child care contract. 
 Complies with Child Care program requirements. 

7 Child Care EW completes Service Agreement to issue benefits. 

 
Cal-Learn 
Transportation 

Often the Cal-Learn teen requires transportation to school and to take his/her 
child to the child care provider.  The Cal-Learn EW must choose the least 
costly form of transportation to meet the needs of the Cal-Learn teen. 
 
Normally the issuance of a bus pass is the best choice for transportation.  If 
bus transportation is not available, reimbursing mileage for the use of a 
personal vehicle may be necessary.  In very infrequent occasions, gas card(s) 
may be provided as a temporary solution. 

Continued on next page 
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Cal-Learn Supportive Services, Continued 

  
Bus Passes or 
tickets 

Whenever possible, bus passes or tickets are provided to the Cal-Learn teen. 
The following table describes the transportation process: 

 
Stage Description 

1 Cal-Learn teen discusses transportation need with his/her 
designated Case Manager or Cal-Learn EW. 
 

If the teen contacts the… Then 
Case Manager, Go to step 2. 
Cal-Learn EW,  Go to step 3. 

  
2 Designated Case Manager refers the Cal-Learn teen to the  

Cal-Learn EW for bus pass issuance. 
3 Cal-Learn EW: 

 Approves transportation request. 
 Completes a Service Arraignment in C-IV. 
 Sends an e-mail to the appropriate District Issuance Inbox, 

requesting the AIOA to issue a bus pass.  
 Advises Cal-Learn teen that transportation was approved and 

when to pick up. 
 Sends a CL 700 to the designated Case Manager (if applicable) 

confirming the issuance of a bus pass. 
4 Authorized Issuance Office Assistant (AIOA) issues bus passes to 

the Cal-Learn teen in the district office according to the procedures 
in the TAD Office Procedures Handbook (TOPHB). 

5 Cal-Learn teen: 
 Picks up bus pass in district office. 
 Signs a Valuable Issuance Acknowledgement (FIN 115) 
 Signs the bus pass, if required. 

Continued on next page 
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Cal-Learn Supportive Services, Continued 

 
Student ID 
cards for bus 
transportation 

The Cal-Learn teen may need to show the bus driver student  
identification (ID) when using a bus pass.  If the school does not issue 
student ID cards, Human Services (HS) Personnel will make a Cal-Learn 
Student ID card for the Cal-Learn teen.  When referring the Cal-Learn teen to 
HS Personnel to obtain a student ID card, advise the teen: 

 To call HS Personnel at (909) 386-3700 to set up an appointment. 
 Student IDs are made every Tuesday at 9 a.m. 
 The ID card will have the Cal-Learn teen’s name and “TAD Cal-Learn” 

printed on it with the teen’s picture.  It does not expire. 
 
For districts served by Victor Valley Transit Authority: 

 The Issuance Clerk will automatically issue Victor Valley Transit Authority 
Student IDs to all Cal-Learn teens who receive a bus pass. 

 The ID card will have the Cal-Learn teen’s name, the word “Cal-Learn” 
and the effective dates. 

 The ID card is good for four months.  A new card must be issued upon 
expiration. 

 
Reimbursement 
for Cal-Learn 
transportation 
costs 

In certain circumstances it may be necessary to reimburse the Cal-Learn 
teen for travel costs to go back and forth to school and to go to the child 
care provider.  Prior approval from the designated Case Manager and  
Cal-Learn EW is required.  Travel costs may be reimbursed for: 

 Use of a personal vehicle when bus transportation is not available.  The 
reimbursement for personal vehicle use is 38.1 cents a mile. There is 
no capped amount. 

 Use of a personal vehicle when bus transportation is available.  The   
Cal-Learn teen will be reimbursed the cost of a local bus pass. 

 Parking, if required for school activity. The Cal-Learn teen must provide 
verification unless metered parking.  There is no capped amount. 

 Bus fare, if not supplied by the TAD office. The Cal-Learn teen must 
provide verification. Limited to cost of a local bus pass. 

Continued on next page 
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Cal-Learn Supportive Services, Continued 

 
Steps for 
reimbursing 
transportation 

The following table describes the process for reimbursing transportation 
costs to the Cal-Learn teen: 

 
Stage Description 

1 Cal-Learn teen discusses need to pay for own transportation and requests expense 
reimbursement with designated Case Manager or  
Cal-Learn EW. 
 

If the teen contacts the… Then 
Case Manager, Go to step 2. 
Cal-Learn EW,  Go to step 3. 

  
2 Designated Case Manager refers Cal-Learn teen to the Cal-Learn EW. 
3 Cal-Learn EW: 

 Explains to the Cal-Learn teen how to complete and submit the  
CL 753 Cal-Learn Travel Claim form and CL 735.2 CalWORKs Attendance Report 
form. 

 Approves request (may discuss with Case Manager). 
 Sends NA 113 to Cal-Learn teen, including enough CL 753 and  
       CL 735.2 forms for future months as needed. 

4 Cal-Learn teen, on or after the last day of the month: 
 Completes CL 753 for each trip made to school or child care provider. 
 Has instructor or school attendance secretary or teacher sign CL 735.2 for each 

school day attended. 
 Turns in the above forms with any receipts required to the Cal-Learn EW. 

5 Cal-Learn EW: 
 Reviews CL 753 and reconciles trips reported against the CL 735.2. 
 Totals the approved expenses in the “County Use Section” on the CL 753. 
 Calculates the reimbursement. 
 Images all forms and receipts into the C-IV system. 
 E-mails his/her EWSI requesting approval for the travel reimbursement. 
 Completes a Need and Service Arrangement in C-IV. 

6 Supervisor approves the payment by replying to the Cal-Learn EW’s e-mail. 
7 Cal-Learn EW: 

 Images a copy into C-IV of the approval e-mail from the designated Supervisor by 
using the ImageNow virtual printer. 

 E-mails the appropriate “District Issuance” Inbox, requesting the AIOA to issue the 
travel reimbursement. 

8 AIOA completes the Payment Request Detail page and issues the reimbursement via 
Electronic Benefit Transfer (EBT or warrant.  The Issuance Method will be defaulted 
to: 
 EBT: When the Payee on the Payment Request is the same as the Payee on the 

active CalWORKs program. 
 Warrant: When the CalWORKs program is not active or the Payee on the 

Payment Request is not the same as the Payee on the CalWORKs program. 
9 HS Auditing mails the reimbursement warrant to the Cal-Learn teen within five days 

when Warrant is selected as the Issuance Method. 

Continued on next page 
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Cal-Learn Supportive Services, Continued 

 
Costs for bus 
passes 

The following table below lists the county costs for bus passes. 

 
Agency Name Operation Hours Type Cost  Service Area 
Omnitrans 
909-379-7100 
Web: 
Omnitrans.org 

 Weekdays: 4 am – 
10:30 pm 

 Saturdays: 6 am –      
8 pm 

 Sundays: 8 am –    
6:30 pm 

Daily pass $4.00 San 
Bernardino 
Valley  

31 day pass  $47.00 (good for 
31 consecutive 
days of use from 
the first day used) 

Student pass $35.00 
Victor Valley 
Transit 
760-948-4710 
Web: 
vvta.org 

 Weekdays: 6 am – 
9:00 pm 

 Saturdays 7:00 am – 
8:00 pm 

Daily bus ticket $3.50 Victor Valley 
Sub area 

31 day pass – 
suburban 
Adult 

$50.00 

31 day pass – 
suburban  
Student 

$40.00 

31 day pass – 
County 
Adult 

$75.00 

31 day pass – 
County 
Student 

$65.00 

County Adult day 
pass 

$5.50 

County Student 
day pass 

$4.50 

Morongo Basin 
Transit 
Authority 
(MBTA) 
1-800-794-
6282 
Web: 
mbtabus.com 

Weekday service runs for 
approximately 15½ hrs a 
day. 
Saturday service runs for 
approximately 14¾ hrs.  

Monthly pass 
(good for 30 
days of unlimited 
use within the 
same month) 

$30.00 Adult 
monthly 

Morongo 
Basin Sub 
area $20.00 Student 

monthly 

MV 
Transportation 
760-255-3330 

 Weekdays: 6 am – 
6 pm 

 Saturdays: 9 am –  
6 pm 

Daily bus ticket $4.00 Barstow area 
and 
surrounding 
communities 

Adult monthly 
bus pass (good 
only in month 
issued) 

$43.00 

Student monthly 
bus pass  

$38.00 

Continued on next page 
  



IIN #13-011  (03/13)  DM:SMB:ker  PAGE 21 OF 32 

Cal-Learn Supportive Services, Continued 

  
Costs for bus passes (continued) 

 
Agency Name Operation Hours Type Cost  Service Area 
Mountain Area 
Regional 
Transit 
Authority 
(MARTA) 
909-878-5200 
Web: 
Marta.cc 

 Weekdays: 6:35 am –  
6:30 pm 

 Saturdays: 6:35 am – 
6:30 pm 

 Sundays: 8:45 am – 
6:30 pm 

10-Ride Pass $8.50 San Bernardino 
Mountains and/to 
City of San 
Bernardino – 
service available 
through Redlands 
Employment 
Services Program 
(ESP) 

Dial a Ride $20.00 
$40.00 

Adult Fixed 
Route and Off-
the-Mountain 
(OTM) 

$15.00 

Student $7.50 

 
Gas Card(s) Gas card(s) will be issued as a temporary solution only.  The amount issued 

should be for: 

 Approximately a week’s worth of transportation needs, and  
 Only until the Cal-Learn teen can pay for her/his own gasoline.   
 
The Cal-Learn teen must submit a travel claim at the end of the month.  
The value of the gas card(s) will be deducted from that month’s travel 
reimbursement (see “Reimbursement for Cal-Learn transportation costs” 
block in this Interim Instruction Notice (IIN) section.) 
 
Note:  The total value of the gas card(s) issued cannot be more than the cost 
of a local bus pass when bus transportation is available. 

Continued on next page 
  



IIN #13-011  (03/13)  DM:SMB:ker  PAGE 22 OF 32 

Cal-Learn Supportive Services, Continued 

 
Steps taken to 
issue gas 
card(s) 

Follow the process below to issue gas card(s): 

Stage  Description 
1 Designated Case Manager or Cal-Learn EW discusses 

transportation needs and appropriateness of gas card(s) to 
temporarily pay for gas with Cal-Learn teen.  

2 Cal-Learn EW: 
 Explains to the Cal-Learn teen how to complete and submit the  

CL 753 Cal-Learn Travel Claim and CL 735.2 CalWORKs 
Attendance Report.  

 Approves request after discussion with Case Manager (if 
applicable). 

 Determines number of gas card(s) needed. 
 Completes Service Arrangement. 
 E-mails the appropriate “District Issuances” Inbox. 
 Sends a NA 113 with CL 753 and CL 735.2 to Cal-Learn teen.  
 Advises the Cal-Learn teen that transportation was approved 

and when to pick up gas card. 
 Sends a CL 700 notifying the designated Case Manager (if 

applicable) that the gas card was approved and issued. 
3 AIOA issues the gas cards according to the TAD Office Procedures 

Handbook (TOPHB). 
4 Cal-Learn teen picks up gas card(s) in the district office. 

 
Cal-Learn 
ancillary 
services 

Ancillary services are offered for education related expenses.  The 
designated Case Manager and the Cal-Learn teen determine what expenses 
are needed.  Expenses must be related to getting a diploma or GED.  A 
request is sent to the Cal-Learn EW to authorize payment to the vendor in 
the form of a voucher. 
 
Example:  Cal-Learn teen requests supplies totaling $37.25 to complete a 
physical science class project.  The Cal-Learn EW approves the expenses 
and completes a Service Arrangement in C-IV. 
 
If unsure about approving a specific request or if the request is other than for 
books and more than $75, contact the Program Development Division (PDD) 
through appropriate channels for guidance. 

Continued on next page 
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Cal-Learn Supportive Services, Continued 

 
Issuing ancillary 
services 

Follow the process below to issue ancillary services. 

Stage Description 
1 Cal-Learn teen discusses education needs with Case manager or  

Cal-Learn EW, and: 
 Picks out the needed items at the school or store (which 

accepts vouchers). 
 Obtains a pre-receipt that lists the items needed, including tax 

and store name and address. 
 Turns the pre-receipt into the Cal-Learn EW (Cal-Learn teen 

may call Cal-Learn EW to make arrangements to drop off pre-
receipt and pick up voucher). 

 
If the teen contacts the… Then he/she… 

Case Manager, E-mails a CL 700 to the Cal-
Learn EW, recommending 
specific ancillary expenses. 

Cal-Learn EW,  Go to stage 2. 
  

2 Cal-Learn EW: 
 Approves ancillary request.  
 Images paperwork into the C-IV system. 
 Completes Service Arrangement in C-IV. 
 E-mails the appropriate “District Issuances” inbox, requesting 

the AIOA to issue the voucher. 
3 AIOA: 

 Prepares voucher per Service Arrangement and pre-receipt. 
 Issues voucher to Cal-Learn teen. 

4 Cal-Learn Teen: 
 Picks up and signs the Valuable Issuance  

Acknowledgement (FIN 115) and voucher in the district office. 
 Purchases supplies or services with voucher. 

5 Store/Service Provider: 
 Provides products or services to Cal-Learn teen. 
 Accepts and signs voucher. 
 Mails voucher to Human Services (HS) Auditing according to 

the instructions found on the back of the voucher. 

Continued on next page 
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Cal-Learn Supportive Services, Continued 

  
Reimbursement 
for ancillary 
expenses 

Occasionally the Cal-Learn teen or his/her parent may purchase ancillary 
services and request reimbursement.  The table below lists the process for 
reimbursing ancillary expenses. 

 
Stage Description 

1 Cal-Learn teen discusses education needs with Case Manager or Cal-Learn 
EW, and: 
 
 Turns the original receipt with store name and address into the  

Cal-Learn EW. 
 Advises the Cal-Learn EW whose name should be on the reimbursement. 

 
If the teen contacts the… Then he/she 

Case Manager, E-mails a CL 700 with attached 
receipt to the Cal-Learn EW 
recommending specific ancillary 
expenses. 

Cal-Learn EW,  Goes to stage 2. 
 

2 Cal-Learn EW: 
 Approves ancillary request.  
 Images all paperwork into C-IV. 
 Completes a Service Arrangement in C-IV. 
 E-mails his/her Supervisor requesting approval of the ancillary request. 

3 Supervisor authorizes reimbursement by replying to the Cal-Learn EW’s e-mail.
4 Cal-Learn EW: 

 Images the Supervisor’s approval e-mail into C-IV using the ImageNow 
virtual printer. 

 E-mails the appropriate “District Issuances” inbox to request payment by the 
AIOA. 

5 AIOA issues the reimbursement according to the procedures found in the 
TOPHB. 

 
Note:  When a Cal-Learn teen is not the Payee on the CalWORKs program, 
ancillary services and reimbursements will not be issued via EBT, but will be 
issued as a warrant from HS Auditing.   

Continued on next page 
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Cal-Learn Supportive Services, Continued 

 
Overpayments Supportive services are generally issued in advance to assist the Cal-Learn 

teen in attending school.  If the Cal-Learn teen fails to follow-through with 
school or an activity for which supportive services were issued, the 
designated Case Manager (if appropriate) will inform the Cal-Learn EW of 
the teen’s failure to comply with requirements.  The Cal-Learn EW must 
process the overpayment in the C-IV system for collection.  
 
Example:  In September, a Cal-Learn teen received school supplies and a 
bus pass.  The teen failed to attend school at all during the quarter.  The 
value of the school supplies and the bus pass are a collectable 
overpayment.  In December, the designated Case Manager sent a CL 700 
to the Cal-Learn EW informing him/her of the noncompliance.   
 
Note:  For additional information, see the overpayment procedures in the 
Income Chapter of the CalWORKs Policy Handbook (CWPHB). 
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Bonuses and Penalties 

 
Overview This section contains information regarding Cal-Learn bonuses and 

penalties. 

 
Report cards The Cal-Learn teen must submit report cards to the designated Case 

Manager or Cal-Learn EW for evaluation.  The teen must submit up to four 
report cards per school year and provide proof when a high school diploma 
or equivalent is received. 
 
The Cal-Learn teen is eligible to bonuses for acceptable school grades and 
for earning a high school diploma or equivalent. The Cal-Learn teen is also 
subject to penalties for failure to provide report cards, earning a Grade Point 
Average (GPA) below 1.0, or otherwise not cooperating with the  
Cal-Learn vendor.   
 
Note:  Penalties are only imposed on teens who have been referred for case 
management services. 

 
Not passing 
high school 
exit exam 

If a student does not pass the high school exit exam (even though he/she is 
receiving a certificate of completion of high school requirements) and is not 
getting a diploma, he/she is not eligible to receive the $500 bonus or exit the 
Cal-Learn program. The $500 bonus will be issued once documentation is 
received indicating graduation from high school or its equivalent.  The  
Cal-Learn Eligibility Worker (EW) will leave the Cal-Learn program open. 

 
Good cause 
criteria 

Good cause occurs when an event is beyond the teen’s control and 
substantially deprived the teen of the ability to make adequate progress in 
school, and no home study or other special arrangements could be made 
with the school. 

Continued on next page 
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Bonuses and Penalties, Continued 

 
Good Cause 
process 

The good cause determination process is described in the table below: 

Stage Description 
1 Cal-Learn teen tells the designated Case Manager or Cal-Learn EW of 

reasons for not making adequate progress in school. 
 

If the teen contacts the… Then… 
Case Manager, Go to stage 2. 
Cal-Learn EW,  Go to stage 3. 

  
2 Designated Case Manager: 

 Discusses good cause with the teen. 
 E-mails a CL 700 form requesting a good cause determination to the 

Cal-Learn EW. 
3 Cal-Learn EW: 

 Reviews the Good Cause determination request. 
 Requests verification, when appropriate.  
 Approves or denies good cause as appropriate. 
 Immediately e-mails the CL 700 to the designated Case Manager (if 

appropriate) advising of good cause determination. 
 Sends notice (CL 9) to the teen and head of the Assistance  

Unit (AU) regarding the good cause determination. 
 Journals actions in C-IV.  

  
Bonus and 
penalty basics 

Bonuses will be issued or financial penalties imposed based on the  
Cal-Learn teen’s progress in school.  The following is an overview of the 
bonuses and penalties: 

 
When the teen… And it is… The Cal-Learn EW will 

authorize… 
Submits a report card 
showing at least a ‘C’ or 
2.0 GPA, 

 Timely, or 
 Late with good cause,

$100 bonus. 

 Late without good 
cause, 

$50 penalty. 

Submits a report card 
showing a ‘D’ or 1.0 GPA, 

 Timely, or 
 Late with good cause,

Neither a bonus or penalty.

 Late without good 
cause, 

$50 penalty. 

Submits a report card 
showing an ‘F’ GPA 
(anything under 1.0), 

Either timely or late, $100 penalty. 
 
 
Note: $100 penalties are 
applied over a two month 
period. 

Fails to submit a report 
card,  

Receives a high school 
diploma or equivalent,  $500 bonus. 

 
Note:  Penalties are only applied to Cal-Learn teens who have been referred 
to a case management vendor. 

Continued on next page 
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Bonuses and Penalties, Continued 

 
Authorizing 
bonuses and 
penalties 

The following process will take place when a Cal-Learn teen provides a 
report card to either the Cal-Learn EW or designated Case Manger:  

If the report card is sent to the… Then he/she will… 
Cal-Learn EW,  Complete a bonus/penalty 

determination,  
 Issue/impose the bonus/penalty as 

appropriate, and  
 Notify the Case Manager (if 

appropriate) via CL 700 of any 
actions taken. 

Case Manager,  E-mail the CL 700 to the Cal-Learn 
EW with the teen’s current GPA, 
and  

 Request a bonus/penalty 
determination. 

 
Note:  Penalties are only applied to Cal-Learn teens who have been referred 
to a case management vendor. 

 
Cal-Learn and 
attendance 
penalties 

School attendance requirements do not apply to Cal-Learn teens.  If a  
TAD 144 is received indicating the Cal-Learn teen has missed 20 or more 
days of school in a school year, school attendance penalties will not be 
imposed. 

 
Bonus rules The Cal-Learn bonus: 

 Is issued for the month in which the report card was due, even if  
mid-quarter. 

 Will be issued if the Cal-Learn teen was eligible in the month the bonus 
was earned, even if since discontinued from cash assistance. 

 Is given to the AU of which the Cal-Learn teen is a member when the 
bonus is paid. 

 Is paid to the parent or caretaker relative if it is a $100 bonus. 
 Is paid to the Cal-Learn teen if it is a $500 bonus. 
 Will be issued no later than the month following the receipt of the report 

card from the Cal-Learn teen, or the CL 700 from the designated Case 
Manager (if appropriate). 

 Cannot be used to offset an overpayment. 
 Is exempt income in the CalFresh allotment computation. 
 Is authorized for each Cal-Learn teen in the AU. 
 Is not included in the calculation of a Homeless Assistance (HA) 

payment. 

Continued on next page 
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Bonuses and Penalties, Continued 

 
How to issue a 
bonus 

The Cal-Learn EW will issue the bonus upon receipt of the report card and/or 
the CL 700 from the designated Case Manager, following the steps below: 

 
Step Action 

1 Creates a Service Arrangement in the C-IV system to issue the 
bonus. 

2 E-mails the appropriate “District Issuances” inbox to request 
payment by the AIOA. 

3 Sends a Notice of Action (NOA) to notify the AU of the bonus.  
4 Journals issuance of the bonus. 
5 E-mails a CL 700 to the designated Case Manager (if appropriate) 

advising the bonus was issued. 
 

Note:  The AIOA will process the bonus payment according to the 
procedures in the TOPHB. 

 
Rules about 
penalties 

The Cal-Learn penalty: 

 Is applied for one month when the penalty amount is $50. 
 Is applied equally over two months when the penalty amount is $100 

($50 per month). 
 Is subtracted after the grant has been computed, prior to any 

overpayment adjustments.  The AU will receive any remaining grant 
amount, even if the amount is less than $10. 

 Will be applied even if the grant amount before the penalty is less than 
the penalty amount. 
Example: Total grant authorized: $35 
  Subtract penalty amount: $50 
  Resulting grant amount:   $0 
  Unimposed penalty amount: $15 

 Any unimposed penalty amount, as the $15 in the above example, will 
not be applied to any other month. 

 Is applied as necessary for each Cal-Learn teen in the AU. 
 Is applied to the AU in which the Cal-Learn teen is a member when the 

penalty is applied.  
 Is not included in the calculation of an overpayment adjustment and will 

be applied mid-quarter, as it is a County Initiated change. 
 
Note:  Penalties are only applied to Cal-Learn teens who have been referred 
to a case management vendor. 

Continued on next page 
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Bonuses and Penalties, Continued 

 
How to impose 
a penalty 

The Cal-Learn EW will impose the penalty when the CL 700 is received from 
the designated Case Manager.  The penalty is imposed when 10-day 
advance notice can be sent advising the family the grant will be decreased, 
as follows: 

 
Step Action 

1 Determine the penalty month using timely notification rules. 
2 Enter the penalty in the C-IV system. 
3 Send a NOA to notify the AU of the penalty and grant decrease. 
4 Journal case actions.. 
5 E-mail a CL 700 to the designated Case Manager to verify the 

penalty was imposed. 

 
Imposing and 
tracking 
penalties  

Penalties are imposed and tracked in the C-IV system.  To penalize the 
family for the correct number of months, be careful with start and stop dates.  
The Cal-Learn EW will determine the penalty reason and make necessary 
entries in the C-IV system. 

 
Penalty 
reason 

Amount Start Stop Monthly 
Amount 

Late report 
card, no good 
cause, 
adequate 
progress 

$50 Future month Future month $50 

Report card 
shows “F” 
GPA 

$100, applied 
over a two 
month period 

Future month The month 
after future 

$50 

No report 
card 
submitted 

$100, applied 
over a two 
month period 

Future month The month 
after future  

$50 

 
Note:  Future month is also known as “High Date.” 
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Ending Cal-Learn Participation 

 
Overview This section contains information when a Cal-Learn teens ends participation, 

through discontinuance or by aging out of the program. 

 
Special note 
regarding 
CalFresh 
companion 
programs 

When the teen parent reaches age 18 and is too old to remain on a 
CalWORKs program with his/her parent, the teen and his/her child will 
establish a CalWORKs program for themselves.  If the teen and child still live 
in the household with the senior parent(s), they remain in the original 
CalFresh household. 

 
Discontinuance When a Cal-Learn teen moves out of San Bernardino County, is discontinued 

from cash aid, or does not meet the Cal-Learn criteria, notifications must be 
made.  C-IV completes the following: 

 Discontinues the Cal-Learn teen when CalWORKs Eligibility 
Determination Benefit Calculation (EDBC) is run, accepted, and saved,  

 Generates a discontinuance NOA for the Cal-Learn program, and 
 Updates the Status and Status Reason of the teen when he/she no 

longer meets the program requirements. 
 
The Cal-Learn Eligibility Worker (EW) will complete the following actions: 

 
Step Action 

1 Run and accept EDBC to discontinue the Cal-Learn teen. 
2 Send the appropriate NOA. 
3 E-mail the CL 700 to the designated Case Manager and Child 

Care EW, as appropriate, advising of the discontinuance. 
4 Access the Need Detail page for the Need Type: Parenting with 

Status: Indicated and update the following: 
 Status: Met 
 End Date 
 Status Reason: Referral Created 

5 Access the Referral Detail page to ensure the Need Status on 
the displays as Met. 

6 Journal all case actions. 
 

Note:  In the event a Cal-Learn teen submits a new application following 
discontinuance (and the case is not restored back to the previous application 
date), the Cal-Learn vendor will not be reassigned, and the Cal-Learn teen 
will not be referred for case management services. 

Continued on next page 
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Ending Cal-Learn Participation, Continued 

 
No longer 
required to 
participate 

When a Cal-Learn teen is no longer required to participate in the Cal-Learn 
program due to age, scholastic achievement, or family composition, the 
following will occur: 

 
Stage Description 

1 Cal-Learn teen: 
 Graduates from high school or earns an equivalency diploma. 
 Turns 19 and does not wish to volunteer for the Cal-Learn 

program. 
 Turns 20. 
 Is no longer a pregnant or parenting teen. 

2 Cal-Learn EW: 
 Sends a NOA to Cal-Learn teen advising of change in his/her 

program participation from Cal-Learn to the Employment 
Services Program (ESP). 

 Sends a NOA to stop supportive services. 
 E-mails a CL 700 to the designated Case Manager to 

discontinue case management services. 
 Refers teen to the WTW program as determined by the district 

office within 10 days. 
 Pends the Welfare to Work (WTW) program. 
 Journals changes. 
 Transfers the imaged case through district procedures to the 

appropriate EW, if applicable. 
 
Note:  Cal-Learn and WTW programs must never be open at the 
same time. 

 
Questions District Managers (DMs) or Employment Service Managers (ESMs) with 

questions regarding this IIN should contact Karem Evans, Program  
Specialist (PS) I at the Program Development Division (PDD), at  
(909) 383-9717 or kevans@hss.sbcounty.gov. 
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County of San Bernardino Human Services 

INTERIM INSTRUCTION NOTICE #12-075 ERRATA 
MARCH 8, 2013 

SUBJECT: Young Child Exemptions (YCEs), New Welfare-to-Work (WTW) 
Regulations 

DISTRIBUTION: ESP, CalWORKs, 
QRU, Child Care, 
TAD Office 
Procedures, CSC 

FILE: ESPHB – In Front Handbook 
CWPHB – In Front of Chapter 7 
QRUHB – In Front of Chapter D 
CCPHB – In Front of Handbook 
TOPHB – In Front of Handbook 
CSCHB – In Front of Handbook 

REFERENCE: SB 1041, ACL #12-53, 
#12-53E, #12-67, #12-69, 
#12-72, #13-01,   #13-02  

OBSOLETE: When Handbook Material is 
Updated 

 
Overview This Interim Instruction Notice (IIN) contains information regarding 

CalWORKs Welfare-to-Work (WTW) short term exemptions ending 12/31/12 
and new regulations/exemption effective 1/1/13, created by Senate Bill (SB) 
1041, including: 
 
 Expiration of the following short-term Young Child Exemptions (YCEs): 

 One child is between the ages of 12 to 23 months (last day of the 23rd 
month). 

 Two or more children are under six (6) years of age. 
 Granting Good Cause – Lack of Supportive Services, which currently 

stops the CalWORKs time clock for subsequent children from age 
birth -11 months (last day of the 11th month). 

 New regulations/exemption: 
 State participation hours match Federal participation hours of 

85/128/150 monthly, 20/30/35 weekly. 
 County monthly hours of participation have been revised to 

85/128/150 hours per month.  
 Elimination of Priority Approach 

 Birth to 23 month (last day of the 23rd month) exemption. 
 WTW 24-Month Time Clock, within the CalWORKs 48-Month Time 

Limit. 
 New Processes: 

 YCE Reengagement Process (for expired short-term YCEs) 
 New WTW 2 (within C-IV) 

 
Although the YCEs expire on 12/31/12, counties have two years to reengage 
customers if the exemption still applies. 

Continued on next page 
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INTERIM INSTRUCTION NOTICE #12-075 ERRATA, Continued 

 
Effective date This policy is effective 1/1/13.  These changes require information to be 

released in phases; therefore, IINs will be issued in phases. 

 
YCE reasons 
no longer used 
by Eligibility 
Workers (EW) 
and 
Employment 
Services 
Specialists 
(ESS) 

Beginning 1/1/13 Eligibility Workers (EWs) and Employment Services 
Specialists (ESSs) will not use the following expired exempt status reasons: 
 
 One child is between the ages of 12 to 23 months. 
 Two or more children under six years of age. 
 
The CalWORKs 48-Month Time Limit will remain stopped until the customer 
has been reengaged and becomes a mandatory participant. 
 
Beginning 1/1/13, the Good Cause – Lack of Supportive Services reason will 
still be available; however, it will not stop the CalWORKs 48-Month Time 
Limit. 
 
EWs and ESSs will not use the Good Cause – Lack of Supportive Service 
reason for YCE customers with a child between birth and 11 months 
beginning 1/1/13. 

 
Contents This IIN contains the following topics: 
 

Topic See Page 
Hours of Participation 3 
Young Child Exemptions (YCEs) 4 
Reengagement Requirements 7 
Young Child Exemption (YCE) Reengagement Process 11 
WTW 2 – WTW Activity Plan Assignment 14 
WTW 24-Month Time Clock 15 
Exempt Volunteers 22 
Inter-County Transfer (ICT) Process  23 
WTW 24-Month Time Clock and CalWORKs 48-Month 
Time Limit – Clock Stoppers 

24 
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Hours of Participation 

 
State 
participation 
hours 

Effective 1/1/13, new hours of participation for the state will match current 
federal hours of participation: 85/128/150 hours per month, 20/30/35 hours 
per week. 
 

Household Composition Monthly/Weekly Hours 
Single adult with a child under 6 years old 85 monthly/20 weekly 
 Single adult with no children under 6 years old, or  
 All Families 

128 monthly/30 weekly 

Two-parent families 150 monthly/35 weekly 
 

 
Participation 
hours 

Effective 1/1/13, the monthly hours of participation have been revised to 
85/128/150 hours per month.  This still equates to 20/30/35 hours per week 
when divided by 4.33 and rounded to the nearest whole number.  The 
Employment Services Specialist (ESS) will not begin the noncompliance 
process if a customer meets monthly hours of participation, either state or 
federal. 

 
Current priority 
approach 

The current priority approach no longer applies because state hours now 
mirror federal hours of participation.   
 
Customers now have the opportunity to be engaged in a wide array of 
activities on a case-by-case, individualized basis; based on their assessment 
results.  The ESS will assist customers to utilize the new Welfare-to-Work 
(WTW) 24-Month Time Clock to best suit each customer’s current needs.  
 
Work Participation Rate (WPR) is the ultimate goal; however, customers 
must be allowed to participate in all available, appropriate activities that align 
with their assessment results and needs. 
 
Example:  If a customer is meeting federal core hours of participation with 
employment and currently has no barriers to overcome, the ESS will develop 
a Welfare-to-Work (WTW) plan (WTW 2) that reflects this fact.  The ESS will: 
 
 Counsel and guide each customer to what is most beneficial for that 

particular customer.   
 Review each customer’s CalWORKs Time Limit Clock to determine how 

much time is left on his/her CalWORKs 48-Month Time Limit.   
 Discuss all options with the customer, including: 

 New WTW regulations,  
 Review exemption criteria (if they qualify), and 
 Develop a WTW 2 that benefits the customer while encouraging 

him/her to meet federal WPR if it will be most beneficial; this will 
preserve time on the customer’s WTW 24-Month Time Clock that 
he/she may need at a later date to remove barriers that may arise. 
 In some circumstances, customers may not meet federal WPR. 

 Journal all actions taken. 
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Young Child Exemptions (YCEs) 
 

Introduction This section contains information on all current Young Child  
Exemptions (YCEs). 

 
Birth to 23 
month 
exemption 

The new birth to 23 month (last day of the 23rd month, which is the month 
prior to the child turning 2 years old) exemption is effective 1/1/13.  This 
request should be documented with the CW 2186A and a Journal entry. 
 
Customers must be informed of the following: 
 

 This exemption stops both the Welfare-to-Work (WTW) 24-Month Time 
Clock and the CalWORKs 48-Month Time Limit. 

 This is a once-in-a-lifetime, customer choice exemption. 
 The aided parent or needy caretaker relative must have primary 

responsibility for personally providing care to the child. 
 The Employment Services Specialist (ESS) will communicate with the 

customer by asking who has primary responsibility for personally 
providing care to the child(ren), and document the answer in a 
Journal entry. 

 This exemption includes a Maximum Family Grant (MFG) or Social 
Security Income (SSI) child in the cash aid Assistance Unit (AU). 

 
C-IV will not have this new exemption programmed into the system by the 
effective date.  ESSs will use the exemption reason of “60 years of age or 
older” for customers choosing this exemption and Journal the action taken. 
 

Note:  No YCE customers will be placed in this exemption reason unless the 
customer chooses the new birth to 23 month exemption.  Customers who are 
truly exempt for the reason of “60 years of age or older” may continue to 
be placed in this exemption reason. 

 
Birth to 23 
month 
exemption and 
CalWORKs 
discontinuance 
or rescind 

If a customer was exempt for a child birth to 23 months and his/her 
CalWORKs is discontinued, the customer will not receive this exemption 
again if he/she reapplies for aid.  This is a once-in-a-lifetime exemption. 
 
If a customer’s case is rescinded, he/she can continue in this exemption if 
he/she chooses to do so.   If the customer chooses not to continue in this 
exemption and to become a mandatory participant, the exemption will be 
considered exhausted as this is a once-in-a-lifetime exemption. 

 
Example of 
birth to 23 
month 
exemption 

The following is an example of the birth to 23 month exemption: 
 

Jane, a single custodial parent has a child who is 15 months old.  The ESS 
explains to her that she only has eight months left of the birth to 23 month 
exemption, and that this is a once-in-a-lifetime, customer choice exemption.  
Jane chooses to not utilize this exemption at this time and to fully participate 
in her prescribed activities (per her WTW 2) for the required 85 hours per 
month/20 hours per week.  The ESS Journals the customer’s decision to not 
use the birth to 23 month exemption.  Jane can decide at a later date to use 
this birth to 23 month exemption, for instance, if she has another child. 

Continued on next page 
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Young Child Exemptions (YCEs), Continued 
 

Two-parent 
household – 
birth to 23 
month 
exemption 

One parent in a two-parent household may choose the new birth to 23 month 
exemption; however, the aided parent or needy caretaker relative must have 
primary responsibility for personally providing care to the child.  The ESS will 
communicate with the customer by asking this question and documenting the 
answer in a Journal entry. 
 

Only one parent at a time may be granted this exemption; however, the 
parents have the option to alternate which parent uses it.  The determination 
is made when the ESS asks the customers which parent has the primary 
responsibility of personally providing care for the child(ren) and there has 
been no break in the exemption.  Once the ESS has determined which 
parent meets the qualification, he/she will document and complete a Journal 
entry with the customers’ statement about which parent is providing care and 
is eligible to the exemption.  
 A new 2186A and CW 2186B are required each time customers choose 

to change the exemption between parents.  
 If the customer verbally requests the exemption, the ESS will send the 

CW 2186A to the customer for completion.  
  If the ESS does not receive the CW 2186A back from the customer, 

he/she will Journal this information and send the CW 2186B to the 
customer to confirm his/herchoice.  

 

The WTW 24-Month Time Clock and the CalWORKs 48-Month Time Limit 
will stop for the parent who receives this exemption. 
 
Note:  There is no limit to the number of times the exemption may be 
alternated between parents in a two-parent household. 

 

First child and 
subsequent 
child 
exemptions 

The first child exemption, also known as a Full Exemption (FE), and 
subsequent child exemptions still apply and customers have the right to 
make an informed decision as to which of the three exemptions they would 
like to choose. 
 

See Employment Services Policy Handbook (ESPHB) pages 3-16 and 3-17, 
“Researching care of first child exemption” block, for information about 
researching and determining FE. 
 

Customers must be informed that these two exemptions stop the WTW  
24-Month Time Clock but do not stop the CalWORKs 48-Month Time Limit. 
 

The subsequent child exemption option is effective 1/1/13 and is currently 
available in C-IV. 

 

Note:  Young child exemptions do not apply to pregnant and parenting teens 
under the age of 20 who have not earned a high school diploma or 
equivalent. 

 

Customers 
currently in the 
FE  

Customers currently in the FE will be left in this exemption, unless the FE 
exemption no longer applies, or until the ESS can have the detailed 
discussion with the customer so he/she has an informed choice of which 
exemption he/she would like to choose.  The ESS will document the 
customer’s choice in a Journal entry. 

Continued on next page 
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Young Child Exemptions (YCEs), Continued 

 

Documentation 
of YCEs 

Documentation for YCEs can be either in writing via the CW 2186A or 
verbally; however, the ESS should always have documentation of a YCE 
(CW 2186A, CW 2186B, and Journal entries).  
 
If the customer verbally requests a particular YCE, the ESS will send the  
CW 2186A to the customer for completion.  If the ESS does not receive the 
CW 2186A back from the customer; he/she will Journal this information and 
send the CW 2186B to confirm the customer choice. 
 
If the customer does not choose one of the exemptions either verbally or in 
writing, the ESS will attempt to contact the customer by phone.  If the ESS 
does not hear from the customer as to which YCE he/she chooses, the ESS 
will schedule the customer for an appointment to either provide 
documentation of the YCE choice or sign a WTW plan (WTW 2). 
 
If the customer fails, without good cause, to attend an appointment to sign a 
WTW plan (WTW 2), he/she will be subject to noncompliance and possible 
sanction. 

 

Informed 
choice for 
customers 

Customers need to be given an informed choice of all three young child 
exemption options on a case-by-case basis.  ESSs must Journal the 
customer’s choice and any other action taken. 

 

Current YCE 
volunteers 

The current YCEs expire effective 12/31/12; however, counties have two 
years to reengage customers.  ESSs will follow the chart below for YCE 
volunteers: 
 

If a... Then the ESS will... 
 Customer’s WTW 

plan (WTW 2) 
expires, and 

 He/she does not 
qualify for another 
exemption, 

Review the expired WTW plan (WTW 2) to 
determine if the customer can remain in the 
same activities, 

 Make the customer a mandatory participant 
following current policy, 

 Create a new WTW Plan (WTW 2), and 
 Journal all action taken. 

 Customer comes 
into the office for 
an appointment or 
to pick up 
supportive 
services, and  

 His/her volunteer 
WTW plan has not 
expired, 

 Leave the customer in his/her exempt 
volunteer status, as long as he/she is 
meeting requirements in the current WTW 
Plan (WTW 2), 

 Explain to the customer that when his/her 
WTW plan expires, he/she will be a 
mandatory participant, unless he/she 
qualifies for another exemption,  

 Explain all new WTW regulations, and 
 Journal all action taken. 

 

 
Note: If the customer’s WTW 2 plan expires and he/she qualifies for another 
exemption but fails to attend their reengagement appointment, without good 
cause, he/she will be subject to noncompliance and possible sanction. 
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Reengagement Requirements 
 

Reengagement 
evaluations 

Reengagement evaluations for customers being reengaged in Welfare-to-
Work (WTW) activities will be determined on a case-by-case basis, based on 
an individual’s status and needs.  The Employment Services Specialist (ESS) 
will include the following when reviewing a customer’s case: 
 
 Determine whether the customer qualifies for another exemption or has 

good cause for not participating in WTW. 
 Inform the customer of the number of months left on his/her CalWORKs 

48-Month Time Limit. 
 Located in C-IV under Eligibility/Customer Information/Time 

Limits/Time Limit Summary page. 
 Determine which stage in the WTW flow is appropriate to begin 

reengaging the customer. 
 Identify possible barriers to participation. 
 Evaluate Self-Initiated Program (SIP) eligibility (if applicable). 
 Provide a general description of program requirements. 
 Provide a description of supportive services available to customers and 

advance payment options. 
 Provide information regarding program changes that have occurred since 

the customer became exempt including, but not limited to, the new WTW  
24-Month Time Clock and the customer’s participation requirements after 
the 24 months have expired. 
 Customers are required to meet federal core hours of participation 

when their WTW 24-MonthTime Clock expires or their cash aid will 
decrease. 

 Journal all actions taken and items discussed with the customer. 

 
Reengagement 
flow 

Each individual reengagement evaluation will be unique; however, the 
following provisions apply to customers whose case is being reviewed to 
determine what activity(ies) to place a customer in, and where to place 
him/her in the WTW flow process: 
 
 Customers who have never attended a WTW appraisal prior to 

reengagement shall be able to qualify for a SIP if they meet all other SIP 
requirements. 
 Individuals who were in SIPs prior to becoming exempt may remain in 

their programs, provided they continued to make satisfactory progress 
through the exemption period or had their program interrupted for a 
reason that meets good cause criteria. 

 Customers who are notified by the ESS that they are beginning the 
reengagement process and who have an active volunteer WTW plan will 
be allowed to continue in their plan as a mandatory participant if the 
WTW plan meets new participation requirements. 
 Reengagement is structured to minimize the disruption of any 

employment or training program in which an individual is enrolled.   
 A new WTW plan must be signed to reflect the change in status from 

a volunteer to a mandatory participant.   
 Volunteers are not considered engaged until a new WTW Plan (WTW 2) 

is signed and the provision of supportive services is met. 

Continued on next page 
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Reengagement Requirements, Continued 

 
CW 2206 
Reengagement 
Informing 
Notice – first 
notice 

On 1/17/13, WTW customers (excluding Good Cause – Lack of Supportive 
Services) were mailed the CW 2206 Reengagement Informing Notice 
(English and Spanish) notifying them that their exemption had ended and, 
although their time on aid will not start until reengaged, they are required to 
participate in reengagement activities when contacted by the county.   
 
The CW 2206 must be sent 30 days before the second notice, the ADM 102 
C-IV Appointment Letter.   

 
Second notice 
ADM 102 C-IV 
Appointment 
Letter 

A second notice, the ADM 102 C-IV Appointment Letter, will be sent to 
customers who have not been reengaged (i.e., customers whose volunteer 
contract has ended or child has aged out of their exemption), to schedule an 
appointment at the next Reevaluation (RE) date. The appointment may be 
conducted in person, by mail, or by phone, depending on the customer’s 
specific circumstances.   
 
When the ESS mails the ADM 102 C-IV Appointment Letter to YCE 
customers who are scheduled for an RE appointment, the following items will 
be included: 
 
 CW 2206 Reengagement Informing Notice 
 CW 2186A CalWORKs Exemption Request form 

 
Note:  Both forms are available in English and Spanish in the online 
Transitional Assistance Department (TAD) Forms Catalog, under 
Employment Services. 

 
Participation 
requirement 
after the 
second notice 

Customers are considered required to participate once the second notice 
informing them of the requirement to take an action has been sent. 
 
The customer’s WTW 24-Month Time Clock will not begin until he/she signs 
a WTW plan (WTW 2) and is provided necessary supportive services.   
 
If the customer fails, without good cause, to attend an appointment or 
otherwise participate in reengagement he/she will be subject to  
non-compliance and possible sanction. 

 
Note:  The ESS is not required to send another CW 2186A because, in this 
instance, the form was included in the second notice. 

Continued on next page 
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Reengagement Requirements, Continued 

 
Required 
language for 
the ADM 102  
C-IV 
Appointment 
Letter – YCE 
customers at 
RE 

The ADM 102 C-IV Appointment Letter will contain the following language for 
YCE customers who are scheduled for an RE appointment: 
 
“You have been scheduled for an appointment to go over the new WTW 
rules and develop/sign a new WTW plan (WTW 2).  If you cannot make this 
appointment, please call your Employment Services Specialist (ESS) right 
away to reschedule.  If you do not call, or do not attend the appointment, 
your cash aid may be lowered.  If you are in a two-parent family and want to 
share hours to meet your participation requirements, both parents must 
attend the appointment.  Your WTW 24-Month Time Clock and CalWORKs 
48-Month Time Limit will start when you sign a WTW plan (WTW 2).   
 
If you think you qualify for another exemption, please complete the attached 
CW 2186A form and return it to your worker.  If you qualify for another 
exemption you may still participate in WTW activities as a volunteer.” 

 
Third contact A subsequent contact must be initiated to ensure the customer is able to 

attend his/her appointment to discuss new WTW regulations or submit 
necessary verification.  The third contact must occur after the ADM 102 
Appointment Letter is sent, and prior to the scheduled appointment.  This 
contact may be verbal or written.  The ESS will set a Task or Reminder in 
their Outlook calendar to make this third contact between the ADM 102 
Appointment Letter being sent and prior to the scheduled appointment.  
Some reengagement customers may not be required to attend an in-person 
appointment, such as those who qualify for another exemption; for example, 
a person who is caring for an ill family member (and provides verification/ 
documentation). 
 
The third contact will include a comprehensive discussion that covers the 
following: 
 
 WTW 24-Month Time Clock, 
 Conditions that allow a month not to count toward the WTW 24-Month 

Time Clock, 
 Post WTW 24-Month Time Clock participation requirements (must meet 

federal Work Participation Rate (WPR) or his/her cash aid may be 
lowered), 

 Monthly/weekly hours of participation 85/128/150 monthly, 20/30/35 
weekly, and 

 Criteria for WTW exemptions. 
 

A Journal entry must be made, including all aspects of this contact. 

Continued on next page 
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Reengagement Requirements, Continued 

 
Revised  
CW 2186A and 
CW 2186B 
forms 

The following forms have been revised to include new regulations, effective 
1/1/13: 
 
 CW 2186A – CalWORKs 48-Month Time Limit, WTW Participation, and 

WTW 24-Month Time Clock Exemption Request Form 
 CW 2186B – CalWORKs 48-Month Time Limit, WTW 24-Month Time 

Clock 
 
ESSs will use the revised forms available in the online TAD Forms Catalog, 
under Employment Services, and not the forms located within C-IV.  Staff will 
be notified when C-IV provides the revised forms within the system. 
 
These forms include important information regarding the new WTW  
24-Month Time Clock and the new birth to 23 month YCE. 
 
These forms are currently available in English and Spanish.  Customers who 
have elected to receive materials in languages other than English or Spanish 
should be sent the English version of the form along with the GEN 1365 – 
Notice of Language Services. 

 
Note:  C-IV will program in the new CW 2186A and CW 2186B forms on 
5/20/13, with the 13.05 Release.  A C-IV announcement will be issued when 
the revised forms are available in the C-IV system. 
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Young Child Exemption (YCE) Reengagement Process 

 
Introduction This section contains information regarding the Young Child  

Exemption (YCE) Reengagement process.  Expired YCE customers will be 
reengaged at their scheduled Re-evaluation (RE) appointments. 

 
Employment 
Services 
Manager (ESM) 
responsibilities 

The Employment Services Manager (ESM) will designate a Supervising 
Employment Services Specialist I (SESS I) to pull the “Young Child 
Exemption Cases-CW RE in (month/year)” list, located on the C-IV Resource 
Center, beginning with the April 2013 RE list.  The April 2013 RE list is 
currently posted.  The Legislation and Research Unit (LRU) will continue to 
post this list on the last week of each month for the following RE month.   
 
Example:  The list posted the week of 2/25/13 will be the April 2013 RE list. 

 

SESS I 
responsibilities 

The designated SESS I in each district office will: 
 

Step Action 
1  Filter the “Young Child Exemption Cases-CW RE (month/year)” 

list for their district office, and  
 Determine equitable assignment to Employment Service 

Specialists (ESSs).  
2 Request the designated Office Assistant (OA) reassign these cases 

to ESSs so appointments can be scheduled by the 10th calendar 
day of each month, prior to the RE. 

3 Have each appointment reported back to the SESS I so that the 
appointment time can be added to the “YCE appt” column on the 
“Young Child Exemption Cases-CW RE (month/year)” spread sheet 
for their district office. 

4 Scan the completed district spreadsheet with “YCE appt” column 
completed and email the list to the district Process Approach to 
Case Excellence (PACE) supervisor/scheduler by the next 
business day. 

 
Note:  ESSs will schedule the Welfare-to-Work (WTW) reengagement 
appointment for the April 2013 YYCE RE appointments by 3/15/13. 
Thereafter, the ESS will schedule YCE RE appointments by the 10th 
calendar day of each month, prior to the RE month. 

Continued on next page 
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Young Child Exemption (YCE) Reengagement Process, 
Continued 

 
ESS 
responsibilities 

Once the SESS I equitably distributes the filtered “Young Child Exemption 
Cases-CW RE (month/year)” list to assigned ESSs, and the cases are 
reassigned to the ESS by the designated OA, the ESS will: 

 

Step Action 
1 Block off one hour time in his/her Outlook Calendars between the 

hours of 12:00 pm and 1:00 pm, and/or 2:00 pm and 3:00 pm for YCE 
RE appointments. 
 All YCE WTW RE appointments will be scheduled at 12 pm and 

2 pm only. 
 

Note:  ESSs must review the CalWORKs RE appointment and location 
once the CalWORKs RE appointment is scheduled to ensure that the 
customer is allowed time to attend the CalWORKs RE appointment 
when it is at a different office than the WTW appointment.  

2  Schedule each customer on the list for one of the YCE RE blocked 
off time slots. 

 Do not schedule these appointments on the first two working days 
of the month. 

 All appointments must be scheduled before 10-day Notice of  
Action (NOA) cutoff. 

3 Complete the second and third contacts as described in the blocks 
titled “Second notice – ADM 102 C-IV Appointment Letter” and “Third 
contact” in this Interim Instruction Notice (IIN). 

4 Send the following to each customer: 
 CW 2206,  
 CW 2186A, and the  
 Appointment Letter (ADM 102 CIV).

5 Use the Excel YCE spreadsheet provided by his/her SESS I to 
complete the “YCE Appt.” column (last column in the Excel 
spreadsheet) with the scheduled appointment date and time. 

6 Return the completed list to his/her SESS I by the 10th calendar day of 
each month. 

7 Journal all actions taken. 

 
PACE 
supervisor/ 
scheduler 

The PACE supervisor/scheduler in each district office will: 

Step Action 
1 Review the completed “Young Child Exemption Cases-CW RE 

(month/year)” list received by the SESS I. 
2 Schedule the RE appointments to coincide with the YCE appointment 

scheduled by the ESS. 
 These appointments are given priority for the last two RE 

appointments slots of the day, at 1 pm and 3 pm. 
 

Example:  If a YCE case is set to meet with the ESS from 12-1 pm, the 
PACE supervisor will schedule the RE appointment for the 1 pm time 
slot. 

3 Follow other current protocol for scheduling appointments. 
4 Journal all actions taken. 

Continued on next page 
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Young Child Exemption (YCE) Reengagement Process, 
Continued 

 
Customer 
Service Center 
(CSC) 

If the Customer Service Center (CSC) receives a call from a customer who 
requests to reschedule his/her RE appointment, the CSC Eligibility  
Worker (EW) will review the case to see if a WTW YCE appointment has also 
been scheduled for the customer.  If the customer has a WTW YCE 
appointment scheduled, the CSC EW will ask the customer if he/she plans to 
attend the scheduled WTW YCE appointment, and: 

 
If the customer states he/she 

will... 
Then the CSC EW will... 

Attend the WTW YCE 
appointment, 

Journal this information. 
 

Not be able to keep the WTW 
YCE appointment,  

 Inform the customer to contact 
his/her ESS,  

 Provide the customer with the ESS 
phone number, 

 E-mail the ESS stating the 
customer will not be able to attend 
the scheduled appointment,  

 Provide the customer’s current 
phone number to the ESS, and 

 Journal all actions taken. 
 
Note:  The CSC EW will not cancel the 
WTW YCE appointment. 

 
ESS 
responsibility 
if RE is 
rescheduled 

If the ESS is notified that the RE appointment has been rescheduled and the 
customer will also need to reschedule his/her WTW YCE appointment, the 
ESS will: 

Step Action 
1 Contact the customer to reschedule the WTW YCE appointment 

following current protocol. 
2 Send out another: 

 CW 2206,  
 CW 2186A, and  
 Appointment Letter (ADM 102 CIV). 

3 Journal all actions taken. 
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WTW 2 – WTW Plan Activity Assignment 

 
Introduction This section contains information on the WTW 2 – WTW Plan Activity 

Assignment. 

 
New WTW 2 – 
WTW Plan 
activity 
assignment 
(12/12) within 
C-IV 

The new WTW 2 – WTW Plan Activity Assignment will be available within the 
C-IV system on 3/25/13.  Employment Services Specialists (ESSs) will use 
this form beginning 3/25/13.  A Forms and Procedures (F&P) guide, and 
sample WTW 2 plans will be available in the on-line Transitional Assistance 
Department (TAD) Forms Catalog, under Employment Services. 

 
Employed 
customers – 
WTW 2 

If the customer has a current WTW 2 for employment and he/she is currently 
meeting participation requirements, the ESS will: 
 
 Talk to the customer at the next scheduled appointment or phone 

contact. 
 Explain all the new WTW regulations. 
 Journal actions taken (i.e., New regulations explained). 

 
WTW 2 plans 
for existing 
customers 

During the next regularly scheduled contact between the ESS and the 
customer, the ESS must have a comprehensive discussion regarding new 
Welfare-to-Work (WTW) regulations.   
 
The ESS will develop new plans with customers who want to have their plans 
reviewed and/or modified considering the new participation requirements that 
are consistent with the customers’ assessments and needs. 
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WTW 24-Month Time Clock 

 
Introduction This section contains information regarding the new Welfare-to-Work (WTW) 

24-Month Time Clock and monthly hours of participation. 

 
Noncompliance 
on a  
case-by-case 
basis 

Effective 1/1/13, the monthly hours of participation have been revised to 
85/128/150 hours per month.  This still equates to 20/30/35 hours per week 
when divided by 4.33 and rounded to the nearest whole number.  The 
Employment Services Specialist (ESS) will not begin the noncompliance 
process if a customer meets monthly hours of participation, either state or 
federal. 
 
The ESS will review each customer’s situation on a case-by-case basis to 
identify any barriers or case specifics, i.e., customer had an excused 
absence, a good cause reason, etc., that may help him/her meet the Work 
Participation Rate (WPR) for the month, before initiating the noncompliance 
process. 
 
If a customer is meeting state hours of participation, the ESS will not initiate 
noncompliance. 
 
In some circumstances, customers may not meet federal WPR. 

 
WTW 24-Month 
Time Clock 

The WTW 24-Month Time Clock, within the CalWORKs 48-Month Time Limit, 
will be automated within C-IV.  The WTW 24-Month Time Clock: 
 
 Applies to all customers who are required to participate in the WTW 

program. 
 Is cumulative, not consecutive. 
 Is intended to support customers’ opportunities to reach self-sufficiency. 
 
Any month in which the customer meets any one of the following conditions 
does not count toward the WTW 24-Month Time Clock: 
 
 Assessment 
 Cal-Learn customer 
 Exempt (including those exempt under previous Young Child Exemptions 

(YCEs) who have not been reengaged) 
 Good Cause 
 In the process of developing a WTW plan 
 Job Search 
 Meets Federal WPR 
 Orientation/Appraisal 
 Sanctioned 

 
ESSs will inform customers that this new WTW clock was created to provide 
a wide variety of appropriate activities, consistent with the customer’s 
assessments, which the county currently provides.   

Continued on next page 
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WTW 24-Month Time Clock, Continued 

 
Customers who 
do not have a 
WTW 24-Month 
Time Clock 

Customers whose WTW 24-Month Time Clock will not tick include the 
following: 
 
 Safety Net (customers who have exceeded their CalWORKs 48-Month 

Time Limit), 
 Drug and fleeing felons, 
 Ineligible non-citizens, 
 Non-needy caretaker relatives,  
 Social Security Disability Insurance (SSDI) recipients, and 
 Supplemental Security Income (SSI) recipients. 

 
What ticks the 
WTW 24-Month 
Time Clock 

If an active WTW customer has a WTW Plan (WTW 2) that meets state  
(non-core) hours of participation, the WTW 24-Month Time Clock will tick.  
The WTW Time Clock will begin the first of the month following the WTW 
Plan (WTW 2) sign date.   

 
Exemption 
documentation 
for WTW  
24-Month Time 
Clock 

When documentation of an exemption is received and approved, the 
customer will be considered exempt from WTW under the new criteria 
beginning the first of the month following the month that verification is 
received for WTW 24-Month Time Clock purposes; however, if the exemption 
is due to a medical disability, it will be effective from the onset date.  
 
The ESS will place customers in the appropriate exemption status and C-IV 
will automate when the WTW 24-Month time clock begins. 

 
WTW 24-Month 
Time Clock 
begin date 

C-IV will automate Phase 1 of the WTW 24-Month Time Clock functionality 
on 3/25/13.  The WTW 24-Month Time Clock will begin to tick in the month 
after the sign date of the first signed activity agreement where the “Post 
Assessment” indicator is set to “Yes”.  The WTW clock will begin to tick 
regardless of the county in which the activity agreement was signed.  All 
months prior to this signature will display as “N/A” in C-IV.  More information 
will follow as it becomes available. 

 
Customers 
NOA for the 
WTW 24-Month 
Time Clock 

Customers will receive a Notice of Action (NOA) regarding the status of their 
WTW 24-Month Time Clock at the following times: 
 
 Application for CalWORKs aid for new applicants, 
 Recipients’ annual Re-evaluation (RE),  
 At least once between WTW 24-Month Time Clock months 18 and 21, 

 This function will be automated in C-IV, and 
 When the WTW 24-Month Time Clock has been exhausted. 
 
An Interim Instruction Notice (IIN) will be issued regarding implementation 
instructions and NOAs for noticing requirements.  Until then, all customers 
will have 24 months left on their WTW 24-Month Time Clocks.   

Continued on next page 
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WTW 24-Month Time Clock, Continued 

 
Post WTW  
24 -Month Time 
Clock 
requirements 

Once the customer has used all of his/her WTW 24-Months, unless 
otherwise exempt or he/she has received an extension, aided adults must 
meet federal work requirements or cash aid will be decreased.  Additional 
information will follow as it becomes available. 

  
New 
CalWORKs 
recipients and 
the WTW  
24-Month Time 
Clock 

Customers approved for CalWORKs cash aid on or after 1/1/13 will have no 
months counted towards the WTW 24-Month Time Clock until they have a 
signed WTW Plan (WTW 2), listing mutually agreed upon WTW activities and 
supportive services.  The WTW 24-Month Time Clock begins the first of the 
month following the date the new WTW Plan is signed.  Additional 
information will follow as it becomes available. 

Continued on next page 
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WTW 24-Month Time Clock, Continued 

 
Two-WEI 
Parent 
households 

Each parent in a two-Work Eligible Individuals (WEI) parent household will 
have an individual WTW 24-Month Time Clock.  An individual parent’s clock 
will stop in any month that parent meets one of the conditions that stops the 
WTW 24-Month Time Clock (e.g., is exempt, good cause, sanction,  
non-compliance, meets federal work participation requirements, etc.). 
 
Both parents’ WTW 24-Month Time Clocks stop when the family meets federal 
participation requirements for two-WEI parent families (just applies to the  
two-parent rate).  Federal rules require two-WEI parent families to participate 
a total of 150 hours per month/35 hours per week, of which 128 hours per 
month/30 hours per week must be in core activities. 
 
The monthly/hourly requirement can be met by one adult or through a 
combination of both adults’ participation hours (core hours can be shared), 
including an exempt parent who volunteers for a portion of the hours. 
 
In situations where one parent is participating and not meeting federal 
participation requirements and the other parent meets criteria for a clock 
stopping condition in the month (other than meeting federal participation 
requirements), the WTW 24-Month Clock ticks for the parent who is 
participating and does not tick for the other parent. 
 
Once both parents have exhausted the WTW 24-Month Time Clock, and any 
extension which may be available, the parents must meet new state standards 
based on federal work participation requirements for two-parent families (just 
the two-parent rate). 
 
In situations where only one parent has exhausted the WTW 24-Month Time 
Clock, the parent that reached the limit must modify his/her participation to 
bring the family into compliance with the federal work participation 
requirements to avoid being removed from the Assistance Unit (AU), unless 
the other parent changes his/her participation to meet those requirements for 
a two-parent household.     
 
If the family meets federal work participation requirements for a two-WEI 
parent household, the other parent’s WTW 24-Month Time Clock will stop.  If 
the family does not meet federal work participation requirements, in order to 
remain in compliance with WTW participation requirements the other parent 
would need to participate a total of 150 hours per month, 35 hours per week 
in WTW activities.  Any parent who has time remaining on the WTW  
24-Month Time Clock may continue in WTW activities until his/her clock runs 
out, regardless of another parent’s status. 

 
Implementation instructions for the post WTW 24-Month Time Clock period 
will be issued when information becomes available. 

 
Note:  C-IV will be automating this functionality; however, ESSs need to 
understand the process to explain to customers what ticks the WTW 24-Month 
Clock. 

Continued on next page 
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WTW 24-Month Time Clock, Continued 

 
Customers with 
24 months or 
less on their 
CalWORKs  
48-Month Time 
Limit 

Customers with 24 months or less left of their CalWORKs 48-Month Time 
Limit will likely exhaust their time on aid prior to becoming subject to the post 
WTW 24-Month Time Clock federal work participation requirements.  
 
Therefore, after 1/1/13, all months on cash aid will count towards the WTW 
24-Month Time Clock, unless one of the conditions for not counting a month 
applies (e.g., a WTW exemption applies).  C-IV will be automating this 
functionality and will provide a list of customers who fall into this category at 
a later date. 

 
Voc Ed 
activities 

Vocational Education (Voc Ed) can fulfill WTW adults’ allowable 
participation for up to three years. Voc Ed can count as a federal core 
activity for a lifetime maximum of 12 months, which would stop the WTW 
24-Month Time Clock for up to a year.   
 
After 12 months, customers may continue their educational programs, 
utilizing the WTW 24-Month Time Clock for CalWORKs service flexibility, 
as an Education Directly Related to Employment (no High School diploma or 
equivalent) or Job Skills Training activity.   
 
Once the 12 months of federally countable Voc Ed and the WTW 24-Month 
Time Clock are exhausted, education programs may continue as the 
federal non-core job skills training activity or as education directly related to 
employment activity, but must be combined with one or more core activities 
to meet federal work participation requirements. 
 
Customers who already have months counted toward the maximum of 12 
federal months in their lifetime do not receive a new 12 month period for 
Voc Ed beginning 1/1/13.

Continued on next page 
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WTW 24-Month Time Clock, Continued 

 
Example of Voc 
Ed, employed 
customer 

The example in this section provides information regarding a Voc Ed 
customer who is also employed. 
 
Jane is a single mother with a 30-hour per week participation requirement.  
 
Jane is employed as a receptionist for 25 hours per week/108 hours per 
month in a hair salon and participates in Voc Ed at a community college to 
become a hair stylist for 10 hours per week/43 hours per month.  Because 
Jane’s Voc Ed program meets the definition of job skills training directly 
related to employment, the ESS is counting her education as a non-core 
activity that meets federal standards to preserve her federal 12-month 
lifetime limit of Voc Ed.   
 
Current policy states that if a customer meets 20 or 30 (depending on the 
household composition) federal core hours, he/she can use the job skills 
training directly related to employment or the education direction related to 
employment activities to save the customer’s time in his/her limited 12-month 
lifetime Voc Ed activity.  
 
In this situation, Jane met her 20 federal core hours with her work activity of 
25 hours per week/108 hours per month.  Since Jane met her core 
requirement with her employment in this situation, the job skills training 
directly related to employment can be added, for 10 hours/43 hours per 
month.  This makes Jane meet federal Work Participation Rate (WPR). 

 
Alert and 
required 
noticing form 

An Alert flyer (Flyer #12-260) regarding the new WTW 24-Month Time Clock 
and required hours of participation, effective 1/1/13, was sent to all 
Transitional Assistance Department (TAD) staff on 11/13/12. 
 
The CW 2205 – New Rules for CalWORKs WTW Activities was sent to all 
non-excluded WTW eligible adults, both English and Spanish speaking, who 
receive cash aid on behalf of or with a child, including sanctioned adults and 
customers with a current YCE on 11/9/12.   

Continued on next page 
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WTW 24-Month Time Clock, Continued 

 
ESS 
responsibilities 
regarding the 
WTW 24-Month 
Time Clock 

When an ESS has contact with a customer, he/she will: 
 
 Inform customers of the: 

 New WTW 24-Month Time Clock (include information that the new 
WTW 24-Month Time Clock is within the CalWORKs 48-Month Time 
Limit). 

 Post WTW 24-Month Time Clock requirements. 
 After the WTW 24-Month Time Clock is exhausted, the customer 

must meet federal WPR or his/her cash aid will decrease. 
 CalWORKs 48-Month Time Limit is continuous (does not start over). 
 New birth to 23 month exemption (if applicable). 

 Provide customers with the information needed to make an informed 
choice of all three YCEs (Full Exemption (FE), subsequent child, and birth 
to 23 month) effective 1/1/13. 
Assist customers to maximize the time left on the CalWORKs 48-Month 
Time Limit to become self-sufficient. 

 Counsel customers to utilize their clock in the most beneficial way in 
conjunction with their assessment results. 

 Journal the discussion and the choice of the exemption (if applicable). 
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Exempt Volunteers  
 

Introduction This section contains information regarding the exempt volunteer process. 

 

Exempt 
volunteer 
information 

There are no monthly/weekly participation requirements for exempt 
volunteers.  Exempt Welfare-to-Work (WTW) eligible adults are allowed to 
volunteer to participate in activities established in their WTW plan, which 
must include identification of necessary supportive services.   
 
Allow volunteers to participate on a first-come, first-serve basis with priority to 
existing customers over new applicants, consistent with the legislative intent 
regarding these changes, to the extent that funds are available to serve all of 
their needs. 
 
A customer may choose to use any Young Child Exemption (YCE) applicable 
to his/her situation and volunteer, as long as the Employment Services 
Specialist (ESS) is providing the customer with an informed choice. 
 
The ESS will review each customer’s case, assessment results, time left on 
aid, etc., on a case-by-case basis, to determine the activities in which the 
customer should be enrolled.  If a customer has three months left on his/her 
exemption and four months left on the CalWORKs 48-Month Time Clock, 
going to school for two hours a week in a Vocational Education program that 
will take two years to complete may not be the best option for him/her.  
 
The ESS’s job is to counsel and guide customers utilizing all available 
resources to assist them in becoming self-sufficient. 

 

Note:  A customer who is exempt for the birth to 23 month exemption may 
choose to be an exempt volunteer, and may return back to his/her exempt 
status if he/she chooses to no longer volunteer. 

 

Exempt 
volunteers who 
fail to meet 
requirements 

An exempt volunteer who fails to fulfill his/her WTW plan requirements will 
not be allowed to volunteer again until the exemption ends.  The ESS will first 
call the customer to determine if he/she had a good cause reason for not 
participating, and will Journal all actions taken.  The ESS will use the Notice 
of Action (NA 100 CIV) form to notify the customer he/she has failed to meet 
his/her volunteer requirements. 

 

NA 100 – blank 
NOA for 
volunteers 

The ESS will enter the following information on the NA 100 – Blank NOA 
under “Here’s why” for volunteers who do not participate in their assigned 
WTW activity: 
 

 You did not: 
 Provide verification between the 1st and 5th day of the month as 

required in your WTW 2 Plan, and/or 
 Meet requirements in your WTW 2 Plan. 

 We will not pay transportation, or work-or training-related expenses while 
you are out of Welfare-to-Work (WTW). 

 If you are employed, you may receive Child Care benefits. 
 You will not be able to volunteer in WTW again until your current 

exemption ends and you no longer qualify for an exemption. 
  “EAS 42-721” will be entered in the “Rules” section of the notice. 
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Inter-County Transfer Process 

 
Introduction This section contains information regarding expired short term Young Child 

Exemption (YCE) Inter-County Transfer (ICT) customers. 

 
YCE ICTs On 3/25/13, C-IV will have an ICT indicator on the Work Registration Detail 

page that will default to “No”.  If a customer is an ICT who currently has an 
expired short term YCE in another county, the Employment Services 
Specialist (ESS) will select “Yes” in the drop down menu and reengage the 
customer at his/her next scheduled RE.  This follows the expired YCE 
Reengagement process. 

 
YCE identified 
by Time Limits 
at ICT review 

If an ICT case is received in the county and the Time Limit reviewer identifies 
the customer has an existing 316 exemption in the Welfare Data Tracking 
Implementation Tracking Project (WDTIP) system, the Time Limit reviewer 
will send an e-mail to the Employment Services Program (ESP) Regional 
Manager (RM) informing him/her of the identified YCE ICT.  The RM will then 
inform the appropriate office so necessary action can be taken to identify the 
YCE ICT in C-IV. 

 
Questions Managers may contact Brenda Bovee, Program Specialist (PS) II, Program 

Development Division (PDD) at (909) 383-9727 or via county e-mail at 
bbovee@hss.sbcounty.gov with questions regarding this Interim Instruction 
Notice (IIN). 
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Welfare-To-Work (WTW) 24-Month Time Clock and 
 CalWORKs 48-Month Time Limit 

Exemptions/Good Cause Clock Stoppers 
 

The chart below provides information regarding WTW 24-Month Time Clock exemptions and good cause for not participating,  
and shows what affect each have on the CalWORKs 48-Month Time Limit. 

 
 

 
Exemption 

 

 
Description 

WTW 24-Month 
Time Clock 
Stopper? 

CalWORKs 
48-Month Time 
Limit Stopper? 

Under 16 Years of Age Customer is under 16 years of age. N/A1 N/A1
 

Child Attending School Customer is 16, 17, or 18 years of age and is attending a school in grade twelve or 
below, or vocational, or technical school on a full-time basis. N/A1 N/A1

 

Cal-Learn Non-Head of Household Customer is receiving aid in their parent’s Assistance Unit (AU), and is eligible for, 
participating in, or exempt from the Cal-Learn program. Yes Yes 

Cal-Learn Head of Household Customer is receiving aid in their own AU, and is eligible for, participating, or exempt from the
Cal-Learn program. Yes Yes 

60 Years of Age or Older Customer who reaches age 60 or older. Yes Yes 
 

Customer Disability Customer has medical verification of a physical and/or mental disability expected to last at 
least 30 days and it significantly impairs the individual’s ability to be employed or participate 
In WTW activities.2

 

 
Yes 

 
Yes 

 

Needy Non-Parent Caretaker 
Relative 

Customer is a Non-Parent caretaker relative who has primary responsibility for caring for a 
child who is either a dependent, ward of the court, receiving Kin-GAP benefits or at risk for 
placement in foster care. These caretaking responsibilities must impair his/her ability to be 
employed or to participate in WTW activities. 

 
Yes 

 
Yes 

 

Caring for Ill or Incapacitated 
Member of Household  

Customer is caring for an ill or incapacitated person residing in the home, has medical 
verification that the illness or incapacity is expected to last at least 30 days, and caretaking 
responsibility impairs the customers ability to be regularly employed or to participate in 
WTW activities. 

 
Yes 

 
Yes 

 

Pregnant and Cannot Work or 
Participate in WTW Activities 
CW 61 documentation/verification 
required 

Customer is a woman who is pregnant with medical verification that the pregnancy impairs 
her ability to be regularly employed or participate in WTW activities, or the county 
determines that participation will not readily lead to employment or that a training activity is 
not appropriate. 

 
Yes 

 
No 

 
 

1    The CalWORKs 48-Month Time Limit and the WTW 24-Month Time Clock do not apply to this population. 
2    This may include pregnancy if the ‘Customer Disability’ criteria are found to apply. 
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Welfare-To-Work (WTW) 24-Month Time Clock and 
 CalWORKs 48-Month Time Limit  

Exemptions/Good Cause Clock Stoppers 
 

The chart below provides information regarding WTW 24-Month Time Clock exemptions 
 and shows what affect each of these exemptions has on the CalWORKs 48-Month Time Limit. 

 
 

 
Exemption 

 

 
Description 

WTW 24-Month 
Time Clock 
Stopper? 

CalWORKs 
48-Month Time 
Limit Stopper? 

 
 
Child Birth-23 Months of Age 

Customer has primary responsibility for personally providing care to a child from birth to 
23 months, inclusive. This exemption shall be available in addition to any other child 
related exemption outlined below. An individual may be exempt only once in a lifetime 
under this exemption. 

 
Yes 

 
Yes 

 
Exemption for Child First Child (FE) Customer is caring for his/her first child, (FE).  

 
 

Yes 
 

No 

Subsequent Exemption for Young 
Child 

Subsequent Exemption: Customer is caring for a subsequent young child.  Yes No 

Short-Term Young Child 
Exemption3

 

Customer has responsibility for personally providing care for one child between 12-23 
months of age or two or more children less than six years of age.3

 
Yes Yes 

VISTA Volunteer Customer is a full-time volunteer in the Volunteers in Services to America (VISTA) Program Yes No 

Good Cause Customer has good cause for not participating in WTW. Yes No 
 
 

3    This exemption will no longer be available for customer to use as of 01/01/2013. Customers who are taking this exemption as of 12/31/2012 will no longer have the exemption 
as of 01/01/2013, but will not be required to participate in WTW activities and their WTW 24-Month Time Clock and CalWORKs 48-Month Time Limit will remain stopped until they are 
reengaged by the county. The counties must reengage this population by 01/01/2015. 
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Chapter 1 

Introduction to the Transitional Assistance Department 
Employment Services Program 

Overview 

  

Introduction The objective of the Transitional Assistance Department Employment 
Services Program (TAD ESP) is to help program customers become 
self-sufficient.  Recipients of public assistance face time limits for receiving 
aid under CalWORKs and need to be able to support themselves once they 
reach those limits.  Welfare-to-Work activities are designed to help program 
customers remove barriers to employment, develop self-esteem, and prepare 
to find and retain employment, thereby moving toward self-sufficiency and a 
better future for their families. 

  

ESPHB The Employment Services Policy Handbook (ESPHB) includes procedures 
for the Employment Services Specialist (ESS) to ensure: 
 
 Excellent customer service, 
 Effective case management, and  
 San Bernardino County meets work participation requirements. 

  

Our mission The mission of the Transitional Assistance Department is to enhance the 
quality of life in the communities we serve by assisting individuals and 
families as they transition to self-sufficiency.  We provide our services 
accurately and efficiently, with a high emphasis on integrity, respect, and 
customer service. 

  

References References for this section are: 
ACL 08-08 
ACL 08-07 
ACL 07-05 
ACL 07-03 
ACL 06-42 
EAS 42-701 

  

In this chapter This chapter contains the following topics: 
 

Topic See Page 
Definitions 1-2 
The “Work First” Culture 1-5 
The Employment Specialist 1-7 
Introduction to Work Participation Rate 1-10 
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Definitions 

  
Introduction This section provides definitions for some of the most common terms 

associated with the Welfare-to-Work program. 

 
California’s 
Work 
Verification 
Plan 

In response to DRA 2005, California’s approved Work Verification Plan 
(WVP) was effective on October 1, 2007 by providing: 
 
 Definitions of Federally-countable work-related activities 
 Procedures for documentation and verification of work-related activities, 

and  
 Definitions for “Work-Eligible Individuals” (WEI). 

 
CalWORKs California Work Opportunity and Responsibility to Kids program is 

California’s cash aid and Welfare-to-Work program that was signed into law 
as AB 1542 on August 11, 1997, and became effective January 1, 1998. 
CalWORKs is a major component of California’s implementation of the TANF 
program.  The Transitional Assistance Department Employment Services 
Program (TAD ESP) administers the CalWORKs Welfare-to-Work (WTW) 
program [formerly the Greater Avenues to Independence (GAIN) program] in 
San Bernardino County. 

 
Case workers Two types of caseworkers serve CalWORKs customers.  Communication 

between these two workers is vital in order to provide the customer with the 
best customer service possible. 

 An Employment Services Specialist (ESS) is the person who works with 
the customer while s/he is receiving guidance and services through ESP. 

 An Eligibility Worker (EW) assists the customer with his/her eligibility for 
public assistance and determines cash grant and food stamp amounts. 

  
EDA The Transitional Assistance Department (TAD) has contracted with the 

Economic Development Agency (EDA) to provide job development, job 
referrals, and job placement services for CalWORKs customers. See ESPHB 
Chapter 11 – Business Services/Job Placement/Job Match for additional 
information. 

Continued on next page 
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Definitions, Continued 

 
TAD TAD is the acronym for the Transitional Assistance Department.  TAD 

administers public assistance programs such as: 

 Temporary Assistance for Needy Families (TANF) 
 Cal-Learn (which serves pregnant/parenting teens on TANF who have 

not received a high school diploma or equivalent) 
 Child Care 
 CalFresh 
 Medi-Cal 
 Welfare-to-Work (WTW) 

  
TAD ESP TAD ESP stands for the Transitional Assistance Department Employment 

Services Program.  TAD ESP is a mandatory employment-focused Welfare-
to-Work program for most adults who are receiving cash aid under 
CalWORKs. 

  
TANF Temporary Assistance for Needy Families (TANF) is a Federal block grant to 

States designed to provide temporary assistance while moving recipients into 
work and self-sufficiency.  TANF was the result of the Federal welfare reform 
effort authorized by the Personal Responsibility and Work Opportunity 
Reconciliation Act (PRWORA) in 1996 which changed the administration of 
public assistance by: 
 

 Eliminating the following programs: 
 Aid to Families with Dependent Children (AFDC), and  
 Job Opportunity Basic Skills Training (JOBS). 

 Ending long-term dependency by: 
 Establishing time limits for public assistance, and 
 Emphasizing a work expectation for all able-bodied public assistance 

recipients to join or re-join the workforce. 

  
TANF 
reauthorization 

TANF was initially authorized through Fiscal Year (FY) 2002, and Congress 
had funded TANF through a series of short-term extensions.  The program 
was reauthorized through FY 2010 when the Deficit Reduction Act of 2005 
(DRA 2005) was signed into law on February 8, 2006.  DRA 2005 retained 
nearly all of the original welfare reform efforts of 1996, however has the 
following major distinctions: 
 

 Narrowed definitions of countable Federal Work Activities (see ESPHB 
Chapter 14 – Welfare-to-Work Activities for additional information). 

 Established tougher work verification and documentation requirements by 
requiring all states to: 
 Submit a Work Verification Plan (WVP), and to  
 Comply with their approved WVP. 

 Added populations to the Work Participation Rate (WPR) defined as 
Work-Eligible Individuals.  

 Continued on next page 
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Definitions, Continued 

 
WDD The Workforce Development Department (WDD) administers and operates 

the Department of Labor’s Workforce Investment Act (WIA), effective July 1, 
2000, replaced the Job Training Partnership Act (JTPA) here in San 
Bernardino County.  The WIA Program sets a priority on employment and 
training.  

 
Note:  WTW and WIA may serve some customers concurrently. 

 
Work-Eligible 
Individual 

A Work-Eligible Individual (WEI) is defined as an adult (or minor head-of-
household) receiving assistance under Temporary Assistance to Needy 
Families (TANF) or a Separate State Program (SSP), or a non-recipient 
parent (Safety Net, Drug/Fleeing Felon, etc.) living with a child receiving such 
assistance (usually a child-only case) unless the parent is: 

 A minor parent and not the head-of household (HOH) or spouse of HOH, 
 An alien who is ineligible to receive assistance due to his/her immigration 

status, 
 A recipient of the Supplemental Security Income (SSI) or the State Cash 

Assistance Program for Immigrants (CAPI) for persons who are ineligible 
for SSI benefits solely due to immigration status, or 

 A parent caring for a disabled family member living in the home if: 
 Family member does not go to school full time, and 
 Need for care is supported by medical documentation. 
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The “Work First” Culture 

  
Introduction This section describes San Bernardino County’s “work first” philosophy. 

  
The “work 
first”philosphy 

San Bernardino is a “work first” County and is committed to actively 
promoting clear messages to our customers about joining or re-joining the 
workforce and staying employed.   The Transitional Assistance Department 
Employment Services Program (TAD ESP) staff collaborates to facilitate self-
sufficient families through employment and personal responsibility for 
improving one’s situation. 

  
TAD’s 
CalWORKs 
program goals 

The goal for most of our Work-Eligible Individuals (WEI) and teens are to 
actively participate in the appropriate Welfare-to-Work (WTW) program and 
to become employed as soon as possible after applying for assistance.   
Once the customer becomes employed, the customer’s goal should be to 
plan, act, and commit to eliminate their family’s need for public assistance. 
Our goals are to: 
 Divert customers from public assistance when appropriate during the 

intake process. 
 Thoroughly educate customers about their role in becoming self-sufficient 

from the very beginning of the application process. 
 Reduce the amount of time customers receive public assistance. 
 Reduce assistance payments through increased earnings.  
 Facilitate job retention. 
 Build cooperative relationships and open communication among Eligibility 

(EW) and Employment Services Specialist (ESS) staff. 
 Create a sense of urgency for staff and customers toward the goal of 

self-sufficient customers. 

  
ESS role TAD ESSs will: 

 Openly communicate with Eligibility staff. 
 Serve as liaison between TAD ESP and TAD Eligibility staff. 

  
EW role TAD EWs will: 

 Make referrals to the TAD ESP when the customer qualifies for WTW. 
 Apply financial sanctions when a WTW customer fails or refuses to 

comply with program requirements without good cause and compliance 
efforts have failed.   

 Take actions as directed by the Appeals Unit. 
 End financial sanctions when the customer fulfills WTW requirements 

prior to the sanction effective date. 
 Openly communicate with TAD ESP staff. 
 Serve as a liaison between TAD Eligibility and TAD ESP as necessary. 

Continued on next page 
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The “Work First” Culture, Continued 

  
ESS and EW 
collaboration 

The ESS and EW will collaborate to reinforce the “work first” message to all 
Work-Eligible Individuals (WEI) by: 

 Making the program understandable, accessible, and useful to 
customers. 

 Enforcing program requirements. 
 Stressing the value of economic independence and assuming 

responsibility for one’s own circumstances. 
 Helping customers understand the opportunities that TAD ESP and TAD 

CalWORKs offers to facilitate the goal of self-sufficiency. 
 Encouraging and motivating the customer to accept employment by 

explaining the benefits of working over cash aid dependency. 
 Holding customers accountable for their actions. 
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The Employment Services Specialist 

  
Introduction This section provides in-depth information about the Employment Services 

Specialist (ESS). 

  
ESS as role 
model 

The ESS plays an important role in the customer’s success while 
participating in the Welfare-to-Work program.  Though it may not always be 
obvious, the way an ESS interacts with his/her customers can have a lasting 
effect on the customer, and can directly impact the customer’s willingness to 
actively participate in the Transitional Assistance Department Employment 
Services Program (TAD ESP).  The ESS is a true role model for his/her 
customers. 

  
Interpersonal 
skills 

Having effective interpersonal skills is critical to the success of customers in 
the TAD ESP program.  The ESS: 
 
 Communicates respect by their behavior toward the customer. 
 Is a good listener. 
 Resists the temptation to “solve” problems for the customer. 
 Guides customers toward removing barriers and developing solutions to 

their problems. 
 Encourages customers to set goals and begin working toward them. 
 Provides consistent, positive support and feedback. 
 Encourages and motivates customers to accept employment by 

explaining the benefits of working as opposed to welfare dependency. 
 Has the same expectation for customers as they do for themselves. 
 Holds each customer accountable for his/her actions. 
 Helps each person participate to the full extent of his/her potential. 

  
Focus on 
employment 

One of the main concerns of the ESS is to help customers find unsubsidized 
employment as quickly as possible during their participation in the program.  
To facilitate this, the ESS makes the program understandable, accessible 
and useful to each customer by awareness of the customer’s needs. 

  
Role of the ESS The role of the ESS varies within each district office depending on the size 

and needs of the office.  In smaller district offices, ESSs may have the 
opportunity to “do it all”, while in larger offices, caseloads and duties may be 
more specialized.   
 
In general, functions of the ESS position include working with customers 
(both individually and in a group setting), case management, facilitating 
group functions, job placement and development, and assisting customers in 
resource settings.   

Continued on next page 
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The Employment Services Specialist, Continued 

   
ESS as case 
manager 

As a case manager, the ESS: 
 
 “Sells” the benefits of employment and self-sufficiency at every 

opportunity. 
 Refers customers to available job openings and/or to the Job Placement 

Specialist, and encourage employment at the earliest opportunity in 
program participation. 

 Reviews customer’s case to become familiar with his/her 
background/history. 

 Conducts individual Orientations or Assessments, when necessary. 
 Complete Appraisals. 
 Enforces program requirements. 
 Assigns customers to activities, monitor those activities, and evaluates 

customer progress and attendance. 
 Develops individualized Action Plans based on the customer’s 

Assessment results. 
 Completes noncompliance actions, when necessary. 
 Arranges supportive services as needed. 
 Refers customers to collaborators/services, as appropriate:  behavioral 

health, substance abuse, domestic abuse, assessment, job services, 
Learning Disability Evaluations, education/training, work 
experience/community service, community resources, and Employment 
Development Department (EDD). 

 Completes case actions in the C-IV system in a timely manner. 
 Completes monthly case reviews to ensure full customer participation 

and that WPR is met. 
 Re-engages customers as soon as possible. 
 Monitors sanctioned cases for the first three (3) months.   

 Takes prompt action to move customers into the next activity to ensure 
seamless services.   

 Completes clear Journal entries to justify all actions taken on the case. 

 Continued on next page 
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The Employment Services Specialist, Continued 

  
ESS as 
facilitator 

As a facilitator, whether for Orientation or Job Club activities, the ESS: 
 
 Conducts activities to introduce customers to the program and to 

convince them of the benefits of employment. 
 Counsels customers on interview techniques, dress, punctuality, and 

employer expectations. 
 Helps and/or provides the customer with a resumé. 
 Reviews the customer’s application and/or resumé ensuring that it is neat 

and correct. 
 Discusses interview feedback with the customer, offering encouragement 

and suggestions for improvement. 
 Conducts activities designed to teach customers basic job-seeking skills. 
 Uses methods to build self-esteem in individual customers, both during 

workshops and in personal interactions. 
 Creates/designs/implements educational materials for workshops and 

presentations. 
 Uses facilitation skills to elicit interaction, discussion, participation and 

relationship building among customers and with the ESS. 
 Offers job leads and supervised resource room with access to Job 

Placement Specialists (JPS), Internet, telephones, fax machine, and copy 
machine.   

 Is proactive in determining and enrolling customer into the next 
appropriate activity to ensure seamless services. 

 Journals all interactions with the customer to justify any current/future 
actions taken on the case. 
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Introduction to Work Participation Rate 

 
Introduction This section provides an introduction to work participation rate (WPR), 

including a listing of the activities that meet core requirements. 

  
Background If California does not meet Federal work participation requirements, counties 

that fail to meet these requirements will have to share any penalty imposed 
on the state for failure to achieve the outcomes required by Federal law. 
 

One of the most important factors in ensuring funding for the Transitional 
Assistance Department Employment Services Program (TAD ESP) is 
customer participation in Welfare-to-Work (WTW) activities.  Meeting the 
standards for participation coincides with TAD ESP’s objective of self-
sufficiency for the customer. 

  
WPR The Work Participation Rate (WPR) is used to measure the percentage of 

All-family and Two-parent family cases that have verifiable documentation in 
their case record which supports meeting WTW program requirements for 
the minimum required hours per week. 
 
 Fifty percent (50%) of all-parent families must participate 32 hours per 

week, and 
 Ninety percent (90%) of two-parent families must participate 35 hours per 

week (both parents can contribute toward meeting the 35 hour 
requirement). 

  
ESS role in 
WPR 

The ESS has an important role in helping San Bernardino County meet work 
participation requirements.  Each ESS must strive to place as many 
customers as possible in jobs and work-related activities.  In addition, each 
ESS makes every effort to: 
 

 Ensure that each non-exempt customer is active and assigned to an 
activity. 

 Encourage active participation as soon as possible when a customer is in 
noncompliance or good cause status.  

 Document all scheduled hours of required participation in paid and 
unpaid work-related activities with verification of actual hours. 

  
Verifiable 
documentation 
for paid 
activities 

Verifiable documentation for paid WTW activities to count for WPR must 
include: 
 

 Pay stubs with QR7, and/or 
 Other employer-produced documents. 
 
See ESPHB Chapter 15 – Employment Activities for additional information. 

 Continued on next page 
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Introduction to Work Participation Rate, Continued 

  
Verifiable 
documentation 
for unpaid 
activities 

Verification for unpaid WTW activities to count for WPR must include signed 
documents: 
 

 Verifying actual hours of scheduled participation, 
 Name of work site supervisor, education provider, or other service 

provider, and 
 Name and phone number of the person verifying hours. 
 

See ESPHB Chapter 14 – Welfare-to-Work Activities for additional  
information. 

  
Current WPR 
Requirements 

San Bernardino County requires: 
 

 All-parent households are involved in Welfare-to-Work activities for thirty-
two (32) hours each week.   

 Two-parent households must participate for thirty-five (35) hours each 
week. 

 
The following are paid and unpaid activities that will count towards core WPR 
requirements: 
 

 Unsubsidized employment (paid) 
 Subsidized private sector employment (paid) 
 Subsidized public sector employment (paid) 
 Unpaid Work Experience (unpaid)  
 On-the-job training (unpaid) 
 Work study (paid) 
 Self-employment (paid) 
 Community service (unpaid)  
 Vocational education/training [limited to a cumulative total of twelve (12) 

months during a customer’s time on aid since 1996] (unpaid) 
 Job search/job readiness [limited to 6 weeks per Federal Fiscal Year 

(October 1 - September 30), as a core activity] (unpaid) 
 

Note:  Non-core WTW activities and exceptions to the core hourly 
requirements are explained in Employment Services Policy Handbook 
(ESPHB) Chapter 14 – Welfare-to-Work Activities.  

  
WPR team 
communication 

The Eligibility Worker (EW) and the ESS can help increase WPR in the 
following ways: 
 

 Promoting WTW, 
 Informing customers of the benefits of WTW, and 
 Encouraging participation in WTW. 

 

Note:  EWs and ESSs will both communicate via email within 24 hours when 
a customer reports any change in employment (new job, increase/decrease 
in wages or hours of employment, termination, etc.).  See ESPHB Chapter 
15 – Employment Activities for additional information. 
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Chapter 2 

Welfare-to-Work Intake Process 

Overview 

  
Introduction  This chapter explains the intake process that customers enrolled in the 

Welfare-to-Work (WTW) program, administered by Transitional Assistance 
Department Employment Service Program (TAD ESP), must follow.   
 
Some potential applicants may receive a lump sum Diversion payment 
instead of completing the application process. 

  
Reference The following reference applies to this section: 

 

 ACL 08-08 
 ACL 08-07 
 ACL 07-05 
 ACL 07-03 
 EAS 42-710 
 EAS 42-711 
 EAS 42-711.5 
 EAS 42-711.541(a)(1) 

  
Philosophy CalWORKs contains work participation requirements and time limits for 

people receiving public assistance.  San Bernardino County is a “Work First” 
county and is committed to encouraging aided Work-Eligible Individual (WEI) 
customers who are approved to obtain employment at the earliest 
opportunity.  See ESPHB Chapter 1 – Introduction to Transitional Assistance 
Department Employment Services Program for additional information. 

Continued on next page 
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Overview, Continued 

  
Forms The table below contains information on forms listed in this chapter. 
 

Form # Title Location 
ESP 411 EE 
ESP 411 EE (SP) 

Think of the Possibilities Brochure Forms and 
Distribution Unit 
(FDU) 

SAWS 1 Application for Cash Aid, CalFresh, 
and/or Medi-Cal 

FDU 

TAD 107 (E/S) Key Tips for a Successful Application TAD Forms Catalog 
TAD 278 ID (E/S) Customer Identification TAD Forms Catalog, 

Operations & 
Reference 

TAD 730 (E/S) Work Pays Informational Flyer FDU 
TAD WTW CKLST 
101 (E/S) 

TAD WTW Program Checklist TAD Forms Catalog, 
TAD Clerical 

WTW 2 WTW PLAN – Activity Assignment C-IV 
WTW 5 
WTW 5 (Sp) 
WTW 5 (Vn) 

WTW Program Notice TAD Forms Catalog 

  
In this chapter This chapter contains the following topics: 
 

Topic See Page 
Customers 2-3 
Diversion 2-4 
Secondary Diversion Program 2-7 
Overview of Intake Flow 2-8 
Pending Application Process 2-11 
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Customers 

  
Introduction This section contains information regarding customers who are required to 

participate in Welfare-to-Work (WTW) activities and those that are not 
required to participate. 

  
Work-Eligible 
Individual 
definition 

A Work-Eligible Individual (WEI) is defined as an adult (or minor head-of-
household) receiving CalWORKs assistance, or a non-recipient parent 
(sanction, safety net, drug/fleeing felon) living with a child receiving such 
assistance (usually a child-only case) unless the parent is: 
 
 Illegal immigrants. 
 A minor parent who is not the head-of household (HOH) 
 Parent providing care for a disabled family member living in the home 

when the need for such care is medically documented. 
 Recipients of the State Cash Assistance Program for Immigrants (CAPI), 

Supplemental Security Income (SSI) or Social Security Disability 
Insurance (SSDI). 

 Unaided caretaker relatives. 
 
All WEIs are included in the Work Participation Rate (WPR) calculation. 

  
Mandatory 
customers 

Any non-exempt aided WEI customer must participate in Welfare-to-Work 
(WTW) activities. 
 
 Adults may be penalized for reasons such as failure to cooperate with the 

District Attorney or failure to immunize their children.  A penalized adult is 
still required to participate in WTW activities unless s/he has a reason to 
be exempt.    

 Teens age 16 and 17 who are not regularly attending school on a full-
time basis are referred to the Transitional Assistance Department 
Employment Service Program (TAD ESP).  Teen participation 
requirements are discussed in ESPHB Chapter 23 – Teen Participation 
Requirements.  

  
Work 
registration 
code 

In order to accurately count time on aid, the work registration code must be 
current in the C-IV system.  The Employment Services Specialist (ESS) 
must: 
 Enter, 
 Update, or 
 End date a work registration code, as necessary. 
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Diversion 

  
Introduction This section provides information concerning Diversion that is sometimes 

available to customers applying for aid. 

 
Background Customers who apply for cash aid are sometimes close to achieving financial 

self-sufficiency or have recently lost the ability to support themselves due to 
various obstacles.  Counties have the option of offering a lump sum payment 
to divert these customers from accepting monthly CalWORKs cash aid 
payments when the lump sum payment will help the customer eliminate the 
barrier to financial self-sufficiency.   
 
The Diversion payment is intended to meet a particular need or needs 
related to accepting or retaining employment.  With this help, and perhaps 
other assistance such as CalFresh, Medi-Cal and/or Child Care, it is 
expected that the customer can obtain immediate full-time employment. 
 
 An applicant customer may qualify for Diversion if they are apparently 

eligible for CalWORKs cash aid. 
 A stable customer with recent employment history who applies for 

CalWORKs cash aid might be a Diversion candidate. 
 When Diversion funds are issued to, or on behalf of, a customer, the 

application for CalWORKs cash aid is denied. 
 Diversion is not available to those already receiving CalWORKs. 

  
Uses for 
Diversion 
payments 

Diversion payments can be used for needs such as: 
 
 Tools 
 License or background check fees 
 Fines or assessments preventing employment 
 Car repairs, insurance, other transportation costs 
 Clothing or uniforms 
 Child care – only when the care cannot be provided through other funds 
 Relocation assistance 
 Health care or appliances such as glasses, dental care, or hearing aids 

that cannot be provided by Medi-Cal in time to divert the family from 
CalWORKs cash aid 

 Continued on next page 
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Diversion, Continued 

  
Eligibility for 
Diversion 

Customers do not actually apply for Diversion.  As applicants are interviewed 
by the Eligibility Worker (EW), and s/he reviews the customer’s paperwork, 
Diversion may be an option when the EW believes that Diversion will 
eliminate the customer’s barrier to self-sufficiency and the customer is likely 
to stay off cash aid for the Diversion period and an additional six months. 
 
The Diversion period is the amount of time the customer would have been 
aided if s/he had received a cash grant amount equal to the Diversion 
payment. 

  
Approval 
process 

The approval process for Diversion involves three people: an EW, an 
Employment Services Specialist (ESS), and the customer who is applying for 
aid.  All involved discuss the situation and come to a mutual decision about 
whether Diversion would be the best choice for the customer.  Their 
individual responsibilities are as follows: 

 
Person Role in the Approval Process 
Eligibility 

Worker (EW) 
 Conducts initial screening for apparent CalWORKs 

eligibility and potential as a Diversion candidate. 
 Authorizes Diversion voucher when suitable. 
 Denies cash aid application when Diversion is 

approved. 
 Continues with original aid application when Diversion 

is not appropriate. 
Employment 

Services 
Specialist 

(ESS) 

 Reviews employment history. 
 Evaluates probability of immediate employment to 

eliminate the need for cash assistance. 
 Assists EW in deciding whether Diversion would be a 

viable option. 
Applicant 
Customer 

 Agrees to Diversion. 
 Provides verification of item(s) of need. 

 Continued on next page 
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Diversion, Continued 

 
What should 
be considered 

When considering diversion as an option, the following issues are evaluated.  
Does the customer have: 
 
 A significant work history that indicates marketable job skills and good 

work habits? 
 The resources to pay for routine expenses, especially work-related 

expenses, on a long-term basis without further help? 
 No history of: 

 Substance abuse, 
 Custody battle issues, 
 Unstable receipt of child support or other income, 
 Mental or behavioral health issues, and/or 
 Homelessness? 

 
Diversion 
limits 

In San Bernardino County, a Diversion customer cannot receive additional 
Diversion for at least twelve (12) months after issuance.  Any exceptions 
must be approved by a TAD Deputy Director. 

 
CalWORKs 
48-month 
time limit 

Diversion can impact the CalWORKs 48-month time limit in different ways.  It 
is the responsibility of the EW to ensure the customer understands all options 
when considering Diversion, and also understands the impact it may have 
should the customer apply for cash aid again at a later date. 

 
Deciding 
against 
Diversion 

Because of the many issues that must be considered in order to approve 
Diversion, it is not an option for most customers.  The EW continues to 
evaluate the CalWORKs application when Diversion has been eliminated as 
an option. 
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Secondary Diversion Program 

  
Introduction This section provides information regarding the secondary Diversion 

program. 

  
Background A customer who loses “apparently eligible” status before CalWORKs cash 

aid is approved also loses eligibility for Diversion. 
 
In San Bernardino County, a special secondary Diversion may be available 
for two-parent households who are no longer “apparently eligible” before 
cash aid approval, specifically when the primary wage earner accepts a job 
and is expected to work over 100 hours per month. 

  
Uses for 
secondary 
Diversion 
payments 

Secondary Diversion payments may be used for the same needs described 
earlier in this chapter under the Diversion topic.  Further, cash may be issued 
to meet the needs of the family until the employed person receives his/her 
first paycheck. 

  
Process As described in the Diversion section of this chapter, the same basic process 

of evaluation and approval is used when secondary Diversion is being 
considered as an option. 
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Overview of Intake Flow 

  
Introduction This section provides information concerning the intake flow for customers 

coming into the Welfare-to-Work (WTW) program administered by TAD ESP.  

  
Welfare-to-
Work intake 
flow 

The following exceptions may be made to the WTW intake flow.  The 
exceptions mentioned below also list another ESPHB chapter to reference 
for further information. 
 
 Customers who are already employed may be given an individual 

Orientation and Appraisal if necessary so as not to interfere with 
employment hours (see ESPHB Chapter 4 – Orientation, Appraisal, and 
Reappraisal). 

 Customers who receive lump sum Diversion before Group 
Orientation/Appraisal (O/A) are not eligible for CalWORKs and therefore 
are not required to attend O/A (see the Diversion topic in this chapter). 

 Customers enrolled in vocational education/training programs at the time 
of O/A may qualify to be evaluated/approved as Self-Initiated Programs 
(SIPs).  A SIP may be given an individual O/A so as not to interfere with 
school hours (see ESPHB Chapter 7 – Self-Initiated Programs (SIPs). 

 Customers enrolled in an adult education course: 
 English-as-a-Second Language (ESL), 
 Adult Basic Education (ABE), or 
 General Educational Development (GED) certificate at the time of 

O/A may qualify to have the course as one of their approved activities 
(see ESPHB Chapter 16 – Education and Training). 

 Teens who do not have their high school diplomas or GEDs must attend 
a GED/diploma program after completing O/A (see ESPHB Chapter 23 – 
Teen Participation Requirements). 

 Most pregnant and/or parenting teens under the age of 19, who do not 
have a high school diploma/GED, are required to participate in Cal-Learn. 
Cal-Learn is administered by a TAD Eligibility (see ESPHB Chapter 24 –   

      Cal-Learn). 
 Customers providing verification of exemption may not have to follow the 

usual program flow (see ESPHB Chapter 3 – Exemptions). 

Continued on next page 
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Overview of Intake Flow, Continued 

  
Add person 
instructions 

The intake flow procedure of attending Orientation/Appraisal (O/A) also 
applies to an adult being added to an existing all-family case, making it a 
two-parent case.  The added adult must attend O/A after s/he has been 
added to the case. 

  

All-family 
customers 
employed and 
meeting the 
weekly 
participation 
requirements 

All-family customers who are working and meeting the weekly participation 
requirements with employment alone and: 
 
 Are not required to attend group O/A. 
 Are required to attend an individual O/A with an ESS to sign a Welfare-to-

Work (WTW) Activity Assignment (WTW 2).  
  
See ESPHB Chapter 4 – Orientation/Appraisal (O/A) and Reappraisal for 
additional information. 

  
Appraisal 
information 

Appraisal information must be entered in the C-IV system for all customers, 
even those who are meeting participation requirements with employment. 

  

All-family 
customers 
employed less 
than weekly 
participation 
requirement 

Customers who are employed less than the weekly participation requirement 
must have a concurrent Welfare-to-Work activity in order to meet 
participation requirements.  They attend the group O/A if possible; otherwise 
they will have an individual O/A as explained above, and will need an 
Assessment activity.   See ESPHB Chapter 12 – Assessment for additional 
information. 

  

Employed 
customer from 
two-parent 
household 

Employed customers who are part of a two-parent household are not 
required to attend Job Readiness if the combined work hours of the two 
parents total at least 35 hours per week and one parent works at least 30 
hours per week.   
 

 If one of the parents is unemployed, s/he is required to attend O/A, if the 
employed parent is meeting the 35-hour requirement, the unemployed 
parent may choose to participate in a Welfare-to-Work activity or may 
choose to be excused from participation with good cause non-
participation status. 

 An employed parent who is unable to attend the group O/A due to work 
hours is required to attend an individual O/A with an ESS and to sign a 
WTW 2. 

 If one parent works at least 30 hours and the other is working 2 hours per 
week the combined hours of employment don’t satisfy the 35-hour 
requirement Federal Work Participation Rate requirement.  Both parents 
will attend O/A.   

 

In an effort to help move the two-parent family towards self-sufficiency, 
both parents should be encouraged to participate. 

Continued on next page 
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Overview of Intake Flow, Continued 

  
Example of 
employed 
customer from 
two-parent 
household 

The following is an example of an employed customer from a two-parent 
household: 
 
A husband and wife in a two-parent household are both employed.  The wife 
works 20 hours per week and is unable to attend O/A.  The husband works 
eight hours per week at night.  The wife attends an individual O/A with an 
ESS and is enrolled in Unsubsidized Employment.  Her husband attends the 
group O/A and attends Job Readiness during the day, the following week.   
 
See ESPHB Chapter 14 - Participation Requirements, Welfare-to-Work 
Activities for additional information on the Priority Approach and weekly 
participation requirement. 
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Pending Application Process 
  

Introduction This section provides information concerning Transitional Assistance 
Department (TAD) staff responsibilities during the application process, 
situations that may interfere with Orientation/Appraisal (O/A), and responding 
to a customer’s need for child care. 
  

TAD Eligibility 
responsibilities 

When a customer comes into the TAD office to apply for cash assistance, 
TAD Eligibility staff does the following: 

 

Stage Description 
1 Customer: 

 Requests CalWORKs, and 
 Completes: 

 TAD 278 ID (E/S) – Customer Identification, 
 TAD 99 – C-IV Root Questions, 
 TAD WTW CKLST 101 (E/S) – TAD/WTW Program Checklist (for CalWORKs 

applicants only),   
 SAWS 1 – Application for Cash Aid, CalFresh, and/or  

Medi-Cal, and 
 Resource referral list. 

2 TAD Reception Office Assistant (OA): 
 Reviews:   

 TAD 278 ID (E/S), 
 TAD 99, 
 TAD WTW CKLST 101 (E/S), and  
 SAWS 1. 

 Refers customer to Child Care, if requested, following the CDC 4 – Child Care 
Intake Screening Sheet. 

 Places all the paperwork in the designated Advance Eligibility Determination (AED) 
interviewer tray. 

Note:  If the AED Interviewer determines potential eligibility, s/he will schedule the 
customer for a return appointment with an Intake Eligibility Worker (EW) or if the 
customer has an open CalFresh case will schedule an appointment with the Continuing 
EW.  

3 TAD Intake/Pending OA: 
 Completes file clearance, 
 Pends the appropriate program(s), 
 Reviews TAD WTW CKLST 101 (E/S), and  
 Pends the WTW program, if applicable. 

4 Intake EW: 
 Completes the application interview. 
 Gives the customer Work Pays Informational Flyer (TAD 730) and Think of the 

Possibilities Brochure (ESP 411 EE). 
 Explains to the customer s/he will be required to attend the Welfare-to-Work (WTW) 

Orientation/Appraisal (O/A) once CalWORKs is approved. 
 Confirms the customer received the WTW 5. 
 Ensures the customer has completed the following, if required: 

 Interview with the Child Support Officer (CSO). 
 Finger imaged via Statewide Finger Imaging System (SFIS). 
 Electronic Benefit Transfer (EBT) card issuance. 
 Health Care Options (HCO) representative. 

Continued on next page 
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Pending Application Process, Continued 

  
TAD ESP 
responsibilities 

Designated TAD Employment Services Program (TAD ESP) Intake/Pending 
Office Assistant (OA) staff will: 
 

 Check the Workload Inventory for newly assigned WTW programs. 
 Reassign the customer to the appropriate Employment Services 

Specialist (ESS), once CalWORKs is approved. 
 Enter O/A activities in C-IV and send the O/A appointment letter to the 

customer. 
 Check the Unassigned Programs List and assign cases to an ESS, who 

will assign the next appropriate activity following O/A. 
 

See ESPHB Chapter 4 – Orientation/Appraisal (O/A) and Reappraisal for 
additional information. 

 
Note:   When the CalWORKs case is denied, the pended WTW program is 
automatically deregistered by C-IV.  See ORHB, Chapter B – Caseload 
Management for additional information. 

 
Situations that 
may interfere 
with O/A 

When a customer is scheduled for O/A, the customer may state s/he should 
be excused from the group O/A.  In this situation, the ESS will talk with the 
customer to determine the reason the customer cannot attend. 
 
 If the ESS concludes the customer has a good reason to be excused 

from group O/A (such as school or employment), the ESS conducts an 
individual O/A. 

 The customer will be offered the opportunity to reschedule the O/A 
activity to a date/time that is more convenient for him/her.  The 
rescheduled activity will take place as soon as possible. 

  
Child care If, at any time during the intake process, the ESS or EW identifies a 

customer’s need for child care, the customer is referred to the TAD Child 
Care worker. 
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Chapter 3 

Exemptions 

Overview 
 

Introduction All individuals who receive cash aid are expected to fully participate in 
Welfare-to-Work (WTW) and job-seeking activities.  However, some 
customers have barriers to effective participation in WTW activities and 
therefore, may be exempt from participating in the Transitional Assistance 
Department, Employment Services Program TAD/ESP. 

The goal for exempt customers is to overcome barriers to successfully 
complete WTW activities whenever possible. 

Exempt individuals may volunteer to participate and may end participation at 
any time without loss of eligibility for aid, provided a valid exemption 
continues to exist. 

Some exemptions stop the CalWORKs 48-month time limit clock. 

 
Forms This section contains information on the following forms: 
 

Form # Title Location 
GR 14 (E/S) Caseworker Referral to TAD SSI Advocate  TAD Forms 

Catalog  
ESP 19 Memo to Service Provider  TAD Forms 

Catalog  
CW 61 Medical Report C-IV 
PLAN 100 Employment Services  C-IV 
VER 105 Pregnancy Verification C-IV 
PLAN 112 Care of a Household Member Verification  C-IV 
CW 2186A WTW Plan – Exemption Request C-IV 
CW 2186B WTW Plan – Exemption Determination C-IV 

 
In this chapter This chapter contains the following information: 
 

Topic See Page 
Determining Exemptions 3-2 
Exemption Reasons 3-9 
CW 61 – Medical Report 3-18 
Reviewing and Re-evaluating an Exemption 3-21 
48-month Time Limit 3-23 
Welfare Data Tracking Implementation Project (WDTIP) 3-24 
SSI Advocacy 3-25 
Learning Disabilities 3-26 
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Determining Exemptions 
 

Introduction This section contains information regarding the definition of an exemption 
and how to determine exemption status. 

  
Reference The reference for this section is EAS 42-712. 

  
Overview The Employment Services Specialist (ESS) reviews the customer’s status for 

possible exemption when: 
 
 The customer requests an exemption. 
 The customer’s situation indicates a possible exemption. 
 The Eligibility Worker (EW) or CalWORKs case indicates an exemption. 

 
Documentation 
of an 
exemption 

If a customer has documentation of an exemption s/he is not required to 
attend Orientation, Appraisal or Assessment activities (or any Welfare-to-
Work (WTW) activity) before the exemption is approved. 

 
Determining an 
exemption 

Use the following procedure to determine an exemption from WTW activities: 

 
Step Action 

1 Complete a Journal entry for reason of possible exemption. 
2 Have the customer complete the CW 2186A  WTW Plan – 

Exemption Request, when an exemption is requested.  Mail the form 
to the customer if s/he has made a request by telephone.  

3 Request the customer provide the required verification (CW 61, VER 
105,  PLAN 112) the exemption and set a task or reminder for return 
of the verification. 

4 Review verification. 
  
    If the … Then …  

  Customer does not provide 
verification of the exemption, or if 
the verification does not 
substantiate an exemption, 

Proceed to Step 5. 
 

 

  Verification shows the customer 
should be exempt, 

Proceed to Step 6. 
 

 

  

Continued on next page 
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Determining Exemptions, Continued 

  
Distribution (continued) 

 
Step Action 

5 Complete and mail the customer a CW 2186B, WTW Plan – Exemption 
Determination, informing the customer of denying the exemption.  Complete 
Section A only; the Time Limits Unit will complete Section B.  Update C-IV: 
  
 Send an appointment notice to the customer, and 
 Proceed to Step 7. 

6 Complete and mail a CW 2186B, WTW Plan – Exemption Determination, 
informing the customer of the exemption.  Complete Section A only; the Time 
Limits Unit will complete Section B. Update C-IV:  
 
 Close any open activities, 
 Discontinue supportive services, 
 Notify contracted service provider via the ESP 19, if appropriate, 
 Add exemption status to the WTW Status List page by adding the Work 

Registration and Program Status with the correct status reasons. 
7 Complete a Journal entry and image all necessary documents. 
8 Forward the completed TAD 19 Random Equitable Assignment of Cases 

(REAC) memo to the designated Office Assistant (OA) for reassignment. 
 
The ESS must enter the correct district office exemption identification (ID) 
number in the Specialized Programs WTW section of the TAD 19 REAC. 

 
Exemption 
status 
 
 
 

 

The ESS will document the reason for the exemption from WTW on the Work 
Registration Detail page, and the program status on the WTW Status Detail 
page located on the WTW Status List page (see the C-IV User Guide, 
Exemption). 
 
An Ad Hoc will be used to report exemptions for state reports and WTW 
participation rates utilizing information entered on the Work Registration 
Detail page.  This affects Work Participation Rates (WPR) so the ESS will 
ensure the Work Registration Detail page is correct. 
 
When the customer’s WTW status becomes active, add “Mandatory” status 
to the Work Registration Detail page and add the correct status to the WTW 
Status Detail page. 
 
It is the ESSs responsibility to change the Work Registration Detail page and 
the WTW Status Detail page whenever there is a change in the Work 
Registration status.  The ESS will review the WTW Status List page every 
month. 

 
Note:  Do not edit the Work Registration Detail page.  The ESS will only use 
the add button to update the Work Registration status.  

Continued on next page 
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Determining Exemptions, Continued 

  
Voluntary 
participation 

A customer who is not required to participate in WTW because s/he is 
exempt may volunteer to participate.  Exempt customers are allowed to 
volunteer to participate in whatever activities are established in their 
personalized WTW plan, which must include identification of necessary 
supportive services. 
 
To add a Voluntary Status to the Work Registration page in C-IV (Empl. 
Services/WTW), the ESS will follow the step/action chart below:   

 
Step Action 

1 Click the Add button on the WTW Status List page under Work 
Registration. 

2 Select the status of Exempt, and the appropriate Status Reason 
from the drop down boxes. 

3 Select Yes from the Volunteer drop down box; the system defaults 
to No. 

4 Enter Begin Date, and click Save and Return. 
5 Review Effective Dating Confirmation List page to ensure it is 

correct and click Save. 
6 Click the Add Status button under Program and add the 

appropriate Status, Status Reason and Begin Date. 
7 Click Save and Return. 
8 Review Effective Dating Confirmation List page to ensure it is 

correct and click Save. 

 
Voluntary 
participation 
ends 

A volunteer may end his/her participation at any time without loss of eligibility 
for aid, provided his/her status has not changed in a way that requires 
participation. 
 
On the WTW Status List page in C-IV (Empl. Services/WTW) the ESS will 
follow the step/action chart below: 

 
Step Action 

1  Add the Work Registration “Status” of Exempt with the 
appropriate “Status Reason” and ensure the “Volunteer” 
status is set to No if an exempt volunteer no longer wishes to 
participate, and an exemption still applies, or 

 Add the status of “Mandatory” if the customer stops 
volunteering and the exemption expired or no longer applies. 

2 Add appropriate Program Status information by clicking Add 
Status button under Program. 

3 Click Save and Return. 
4 Review Effective Dating Confirmation List page to ensure it is 

correct and click Save. 

Continued on next page 
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Determining Exemptions, Continued 

  
Family member Parent caring for a disabled family member living in the home  – a family 

member means the individual is a relative living in the household. A relative 
may be any relation by blood, marriage or adoption who is within the fifth 
degree of kinship to the dependent child. See table below for degrees of 
kinship. 

 
Degree Kinship 

1st  Parent 
2nd Grandparent, sibling 
3rd Great-grandparent, uncle, aunt, nephew, niece 
4th Great-great grandparent, great uncle, great aunt, first 

cousin 
5th  Great-great uncle, great-great aunt, first cousin once 

removed 

 
Non-Parent 
caring for a 
disabled family 
member 

A non-parent is a caretaker who is not a parent (natural, adoptive) or a step-
parent caring for a disabled family member. A non-parent could be a 
grandparent or aunt, etc. A non-parent is exempt from WTW participation but 
not excluded from WPR, if s/he is a needy aided caretaker relative. A non-
needy caretaker relative IS NOT a Work-Eligible Individual (WEI). 

 
Documentation 
for disabled 
family member 

The ESS will use the CW 61 or the Plan 112 as the required documentation 
of a family member living in the home, since the disabled person may not be 
listed on the case.  If there are any questions, confirm the exemption with the 
EW and Journal the determination. 

 
Change of CW 
61 or other 
medical 
statement 

The customer may submit another CW 61 or other medical statement stating 
s/he is no longer required to care for the disabled family member living in the 
home. If so, this customer becomes a mandatory WTW customer. 

 
Who 
determines the 
exemption 

The EW or ESS may determine exemptions for SSI, SSDI, and caring for a 
disabled family member in the home, depending on who identifies the 
potential exemption. 

Continued on next page 
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Determining Exemptions, Continued 

 
CalWORKs  
Eligibility 
Worker (EW) 
referrals 

The CalWORKs EW will not refer customers who are: 
  
 Receiving SSI or SSDI, based on their own disability, and  
 A parent caring for a disabled family member living in the home. 
 
If a customer loses his/her exempt, excluded status, the EW will refer the 
customer to WTW. 

  
SSI SSI is Supplemental Security Income.  Social Security pays benefits to 

disabled children and adults who have limited income and resources and it is 
not based on the individuals work quarters.  SSI benefits also are payable to 
people age 65 and older without disabilities who meet the financial limits.  
Dependents of the disabled or aged individual do not receive SSI benefits. 

 
SSDI SSDI is Social Security Disability Insurance.  Social Security pays benefits to 

individuals who worked sufficient quarters and paid Social Security taxes and 
cannot work because they have a medical condition that is expected to last at 
least one year or may result in death.  The dependents (spouse and children) 
of the disabled individual may also receive benefits from Social Security under 
this program.   

 
Note: Only the disabled individual receiving SSDI is exempt, excluded and 
deregistered from WTW. 

Continued on next page 
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Determining Exemptions, Continued 

  
Verifying SSDI  To verify if the customer is receiving SSDI and is exempt from WTW 

participation the ESS will: 
 
 Click Eligibility on the Global Task bar. 
 Click Customer Information on the Local Task bar 
 Click the + sign on Financial in the Task bar 
 Click Income 
 
The Income List page will appear. Check the person and the category SSDI. 
 
If the status of the customer is questionable, the ESS will contact the EW for 
clarification before deregistering the case. 

 
Note: Only the disabled SSDI customer is eligible for the exemption, 
exclusion status. 

  
Excluded 
customers in 
WTW 

If the ESS discovers an SSI, SSDI recipient or a parent caring for a disabled 
family member living in the home has a WTW status because: 
 
 The exemption did not occur until after the customer’s aid was approved, 

or 
 The customer was inadvertently referred to WTW. 
 
The ESS will review the case to ensure verification of the exemption is in the 
customer’s case file and follow the chart below. 

 
If the customer is … Then the ESS will … 

SSI or SSDI recipient,  Exempt the customer. 
 Deregister the WTW case. 

A parent caring for a disabled 
family member, 

 Exempt the customer (if the 
customer is not already in an 
exempt status) following existing 
regulations (i.e. Notice of Action 
(NOA) to discontinue supportive 
services), see ESPHB Chapter 8. 

 Set a task two weeks before the 
end date of the CW 61 or PLAN 
112 to review the case. 
 DO NOT deregister the WTW 

case, leave the customer in 
Exempt status. 

 Journal all actions. 
 

Note: These customers are not Work-Eligible Individuals (WEIs) and do not 
count in the WPR calculation. 

Continued on next page 
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Determining Exemptions, Continued 

 
Verification The ESS will not exempt a customer without the proper verification, PLAN 

112, CW 61, or SSDI verification as listed on the Income Detail page (if the 
ESS has any questions about an exemption they will contact the EW for 
clarification and Journal the results). 

  
Exemption 
Journal entry 

The ESS will create a Journal entry to approve/deny a customer’s exemption.  
The Journal entry should include: 
 
 When and how (appointment or mail) the verification (CW 61, VER 105, 

PLAN 112,) was received. 
 If the exemption was approved or denied, and the reason.   
 The ending date of exemption, if approved.  
 That the CW2186B – CalWORKs and WTW Time Limit Exemption 

Determination was mailed and/or given to the customer.  
 Setting of task 30 days before exemption ends. 
 
Example: CW 61 on file and received through the mail on 09/01/07. 
Exemption approved, the customer has a broken leg and is temporarily 
incapacitated until 12/15/07. CW 2186B mailed to customer approving 
exemption. Task set for 11/15/07.  
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Exemption Reasons 
  

Introduction This section contains information regarding exemption reasons; who is 
eligible, documentation required and review process.  

  
Definition of 
exemption 

An exemption is a temporary or permanent condition expected to last at least 
30 days, which excuses the customer from Welfare-to-Work (WTW) 
activities.  The customer is required to provide documentation to substantiate 
any claim to an exemption.  The exemption is valid for as long as the 
condition exists. 

  
Exemption 
table 

Use the following table to determine a WTW exemption: 
 

Exemption Who is Eligible Documentation 
Required 

Review Process TANF 60-
Month 
Clock 
Ticks 

CalWORKs 
48-Month 

Clock Ticks

Child under 16 
years old. 
 
The Eligibility 
Worker (EW) 
determines this 
and does not 
refer the child to 
WTW. 

Any child under 16 
years old unless a 
Cal-Learn teen. 
 

Proof of the 
child’s age. 

The EW will set a 
Task for 30 days 
before the child’s 
16th birthday. 

No No 

Child enrolled in 
school full time. 
Note:  An 
individual 16 or 
17-years of age 
who has obtained 
a high school 
diploma, or its 
equivalent, and is 
enrolled or 
planning to enroll 
in a 
postsecondary 
educational, 
vocational, or 
technical school 
training program 
is exempt from 
WTW 
participation.  
There is no unit 
or hourly/weekly 
participation 
requirement. 

16-18 year old 
children: 
 In high school 

and/or 
vocational/ 
technical 
school full 
time, and 

 Have not 
completed 12th 
grade, GED, or 
graduated, and 

 Will graduate 
by 19th 
birthday, and 

 Not attending 
school as a 
WTW activity. 

 Proof of the 
child’s age. 

 TAD 144.1  
 TAD 44 for 18 

year olds 

The EW will set a 
Task for 30 days 
before the child’s 
18th birthday. 

No No 

Age 60 or older. Any Assistance 
Unit (AU) member 
age 60 or older. 

Proof of age. N/A Yes No 

Continued on next page 



ESPHB #0245  (11/11) EXEMPTIONS 3-10 

Exemption Reasons, Continued 
 

Exemption table, (continued) 
 

Exemption 
 
 

Who is Eligible 
 
 

Documentation 
Required 

 

Review Process 
 
 

TANF 
60-Month 

Clock 
Ticks 

CalWORKs 
48-Month 

Clock Ticks 
Physically/ 
mentally 
incapacitated. 

Any AU member 
who: 
 Will be 

incapacitated 
for at least 30 
days from the 
date proof of 
the incapacity 
is provided, 
and 

 Is actively 
seeking 
medical 
treatment to 
overcome the 
incapacity, or 

 Is a woman 
whose doctor 
prescribes a 
postpartum 
recovery period 
of more than 
six months. 

 CW 61, or 
 Copies of 

disability 
benefit checks  
(temporarily 
until the CW 
61 is provided) 

 CW 61 is the 
preferred 
verification  

 
In the absence of 
the CW 61, 
verification may be 
a statement from a 
physician or 
licensed/ certified 
psychologist, 
chiropractor, or 
osteopath.  A 
written statement 
is preferred.  
Verbal verification 
must be narrated 
thoroughly in the 
C-IV Journal and 
followed up with a 
request for written 
verification. A 
written or narrated 
doctor’s statement 
must include the: 
 Reason the 

customer 
cannot work 
or attend 
training. 

 Duration of 
the disability. 

 Description of 
postpartum 
complications 
and the baby's 
DOB. 

 Doctor’s 
name, 
address and 
telephone 
number. 

 Set a Task for 
the month prior 
to the 
condition’s 
expected end 
date. 

 Prior to the 
exemption 
ending, send 
the customer a 
Plan 100 
appointment 
letter to come in 
and sign an 
activity 
agreement for a 
specific activity 
as determined 
by the ESS 
because the 
exemption is 
expiring. 

 Re-verify 
yearly even if 
the condition is 
acute, 
permanent or 
expected to last 
more than one 
year. If the 
condition is 
expected to last 
more than one 
year refer 
customer to the 
Social Security 
Administration 
(SSA) to apply 
for SSI. 

 Re-verify any 
time there is 
reason to 
believe that 
there has been 
a change in the 
condition and/or 
ability to work.

Yes No 

Continued on next page 
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Exemption Reasons, Continued 

 
Exemption table, (continued) 
 

Exemption 
 
 
 

Who is Eligible 
 
 
 

Documentation 
Required 

 
 

Review Process 
 
 
 

TANF 
60-Month 

Clock 
Ticks 

CalWORKs 
48-Month 

Clock 
Ticks 

Care for a 
household 
Member 
Mentally/ 
Physically 
impaired. 

 Any parent or 
non-parent 
member needed 
in the home on a 
continuous basis 
to care for 
another 
household 
member (any 
member of the 
household to the 
5th degree of 
kinship, see 
block regarding 
family member.) 
who has a mental 
or physical 
impairment, and 

 There is no other 
household 
member 
available and 
capable of 
providing care, 
and 

 Caretaking 
responsibilities 
impair the 
caretaker’s ability 
to work or 
participate in 
WTW activities. 

 CW 61 (the 
first page only  
for verification 
of caring for a 
household 
member,  
questions one 
and seven), 
and  

 The PLAN 112 
(Care of a 
Household 
Member 
Verification), or

 A written 
statement from 
a licensed or 
certified 
physician, 
psychologist, 
chiropractor, 
osteopath, or 
member of the 
doctor’s staff.  

 Verbal 
verification 
must be 
narrated 
thoroughly in 
C-IV.  Journal 
and follow up 
with a request 
for written 
verification. 

 
The written or 
narrated doctor’s 
statement must 
include: 
 Nature of the 

impairment, 
 Need for care 

in the home, 
and 

 Doctor’s name, 
address, and 
telephone 
number.

If the condition is 
expected to last 
less than a year: 
 Set a Task for 

the month prior 
to the 
exemption end 
date. 

 Prior to the 
exemption 
ending, send 
the customer a 
Plan 100 
appointment 
letter to come 
in and sign an 
activity 
agreement for 
a specific 
activity as 
determined by 
the ESS 
because the 
exemption is 
expiring. 

 Ask the 
customer to 
provide proof 
of the status of 
the condition in 
order to re-
evaluate the 
appropriate-
ness of this 
WTW 
exemption 
entry. 

Yes No 

Continued on next page 
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Exemption Reasons, Continued 

  
Exemption table, (continued) 
 

Exemption Who is Eligible Documentation
Required 

Review Process TANF 60-
Month 

Clock Ticks 

CalWORKs 
48-Month 

Clock Ticks
VISTA 
Volunteer 
(Volunteer in 
Service to 
America) 

Any AU member 
who is a full-time 
VISTA Volunteer. 

 Copy of 
VISTA 
earning 
statement 

 Written 
statement 
from VISTA 
or Federal 
Region IX. 

The EW will set a 
Task to flag the last 
month of this 
exemption. 
   
In the final month, 
the EW determines 
whether the 
customer will be 
exempt for another 
reason or will begin 
ESP participation.

Yes Yes 

 
Note:  Prior to the customer’s exemption expiring, the ESS will initiate 
contact with the customer to re-evaluate his/her exemption status.  See 
Reviewing and Re-evaluation Exemption in this Chapter. 

Continued on next page 
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Exemption Reasons, Continued 

  
Exemption table, (continued) 
 

Exemption 
 
 
 

Who is Eligible 
 
 
 

Documentation 
Required 

 
 

Review Process 
 
 
 

TANF 
60-Month 

Clock 
Ticks 

CalWORKs 
48-Month 

Clock 
Ticks 

Pregnant and 
doctor states 
unable to 
work. 

Any AU member 
who: 
 
 Is pregnant, and 
 Cannot work, or 

attend training 
due to verified 
complications 
with the 
pregnancy, and 

 Is not a Cal-
Learn teen. 

CW 61, or the 
VER 105 CIV 
(Pregnancy 
Verification), or 
statement from a 
physician.  A 
written statement 
is preferred.  
Verbal verification 
must be narrated 
thoroughly in the 
C-IV Journal and 
followed up with a 
request for written 
verification.  
Written or verbal 
proof must have: 
 
 The expected 

date of birth, 
 The reason 

the person 
cannot work 
or participate 
in training, 

 Duration of 
the incapacity, 
and 

 The doctor’s 
name, 
address, and 
telephone 
number.

 At the time a 
pregnancy is 
reported. 

 Set a Task for 
the month in 
which the 
exemption will 
end. At the time 
of the 
anticipated 
birth.   

 In the final 
month, 
determine 
whether the 
customer will 
be exempt for 
another reason 
(care of a child 
under 6 or 12 
months).  This 
is the EWs 
responsibility. 

Yes Yes 

Continued on next page 
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Exemption Reasons, Continued 

 
Exemption table (continued) 
 

Exemption 
 
 
 

Who is Eligible 
 
 
 

Documentation 
Required 

 
 

Review Process 
 
 
 

TANF 
60-Month 

Clock 
Ticks 

CalWORKs 
48-Month 

Clock 
Ticks 

Care of First 
Child (under 
12 months of 
age); 
commonly 
referred to as 
the Full 
Exemption 
(FE).  
 
See block 
titled 
“Researching  
Care of First 
Child 
exemption” for 
additional 
information. 
 
 
 

Parent or caretaker 
relative who: 
 Is personally 

responsible for 
the care of a 
child under 12 
months old, and 

 Has not been 
exempt for this 
reason for more 
than 12 months 
in the parent’s 
lifetime. 

 

This exemption: 
 Is based on 

care for the 
youngest child 
in the home. 

 Ends when the 
child turns one 
year old. 

 Can be used 
when another 
child is born until 
the 12 month life 
time limit is 
reached.   

 May be switched 
from the mother 
to the father and 
visa versa in two-
parent 
Assistance Units 
(AUs). 

 
Note:  Parenting or 
pregnant teens 
without a high school 
diploma or GED 
cannot use this 
exemption. 

Proof of the age of 
the child on which 
the exemption is 
based. 

30 days before the 
child’s 1st birthday. 
 
Set a Task for 30 
days prior to the 
month in which the 
exemption will end 
based on: 
 Youngest 

child’s first 
birthday, or  

 Parent’s 12 
month lifetime 
limit for this 
exemption. 

 
Prior to the 
exemption ending: 
 Determine 

whether the 
customer will 
be exempt for 
another reason 

 Send the 
customer a 
Plan 100 
appointment 
letter to come 
in and sign an 
activity 
agreement for 
a specific 
activity as 
determined by 
the ESS 
because the 
exemption is 
expiring. 

Yes Yes 

 
Note:  Prior to the customer’s exemption expiring, the ESS will initiate 
contact with the customer to re-evaluate his/her exemption status.  See the 
Reviewing and Re-evaluation Exemption section of this Chapter. 

Continued on next page 
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Exemption Reasons, Continued 

 
Exemption table (continued) 
 

Exemption 
 
 
 

Who is Eligible 
 
 
 

Documentation 
Required 

 
 

Review Process 
 
 
 

TANF 
60-Month 

Clock 
Ticks 

CalWORKs 
48-Month 

Clock 
Ticks 

Care of a 
Subsequent 
Child under 
six (6) months 
of age; 
commonly 
referred to as 
the limited 
exemption. 
 
Note:  See  
IIN #11-041, 
this 
exemption will 
not be used 
until 7/1/2012. 

A parent or caretaker 
relative who has 
already used the 
entire 12 month 
lifetime limit for the 
Care of First Child 
exemption – 
commonly referred to 
as Full Exemption 
(FE).   
 
This exemption may 
be used when 
subsequent children 
are born or adopted. 
 
This exemption 
begins the month 
after the birth or 
adoption of the child. 
 
This is a six (6) 
month exemption. 
 
Note:  Parenting or 
pregnant teens 
without a high school 
diploma or GED 
cannot use this 
exemption. 

A birth certificate 
or other credible 
document 
verifying the birth 
or adoption of the 
child. 

Set a Task for the 
month prior to the 
exemption end 
date. 
 
Prior to the 
exemption ending: 
 
 Determine 

whether the 
customer will 
be exempt for 
another reason. 

 Send the 
customer a 
Plan 100 
appointment 
letter to come 
in and sign an 
activity 
agreement for 
a specific 
activity as 
determined by 
the ESS 
because the 
exemption is 
expiring. 

Yes Yes 

Continued on next page 
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Exemption Reasons, Continued 

 
Exempt and 
excluded 
volunteers 

ESP will serve exempt and excluded customers if they choose to volunteer.  
Exempt and excluded customers are allowed to volunteer to participate in 
whatever activities are established in their personalized WTW plan, which 
must include identification of necessary supportive services. 
 
The customer may decide to submit a revised CW 61 or PLAN 112 stating 
they are no longer needed in the home to care for a disabled family member, 
and become a mandatory customer. If the customer’s exemption ends, s/he 
becomes a mandatory participant. 

 
Care of First 
Child under 12 
months of age; 
commonly 
referred to as 
the Full 
Exemption (FE) 

The Employment Services Specialist (ESS) will determine the Care of First 
Child exemption; commonly known as FE for all WTW cases.  The ESS will 
research the: 
 
 WTW Status List page in C-IV (this page contains Work Registration 

information and Program Status information). 
 Child Under One Track Summary page. 
 Transitional Assistance Department (TAD) website for previous Care of 

First Child – FE exemptions, see block on “Researching Care of First 
Child exemption”. 

 Journal entries for “FE Review” entries, if needed. 
 
If the ESS discovers the customer has not used the 12 month lifetime limit for 
Care of First Child, s/he will take action to give the Care of First Child 
exemption to the customer, if appropriate. 

 
Note: The EW does not review aided customers for the Care of First Child – 
FE exemption.   

 
Researching 
care of first 
child 
exemption 

The following table describes the steps necessary to research and determine 
if a customer is eligible to the Care of First Child - FE exemption.   

Step Action 
1  Review the WTW Status List page by clicking Empl. 

Services/WTW/ “Display by Name:*” drop down and selecting 
the appropriate person. 

 Click the View button to review the entire Work Registration 
and Program history.   
 This may include updates to the Child Under One 

exemption from the Time Limits Review Unit. 
 Review the Work Registration and the Program Status on 

this page to see if this customer has received any months of 
the “Care of First Child” exemption. 

Continued on next page 
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Exemptions Reasons, Continued 

 
Researching care of first child exemption, continued 
 

Step Action 
2  Review the Child Under One Track Summary page by clicking on the 

Work Participation Rate (WPR) plus (+) button on the Task Navigation 
bar.  This page identified the months from 10/2004 through current in 
which the Care of First Child exemption was received. 

 Click “Child Under One” which will take you to the “Child Under One 
Track Summary” page.  This page gives you the months used and the 
months remaining of the 12-month FE time clock. 

 If there are no months remaining on the “Child Under One Track 
Summary” page, no further research is necessary for this exemption. 
 

If the customer has… Then… 
Months that need to be added 
to this page based on the 
information from the WTW 
Status List page,  

Journal the information with a 
short description of “FE 
Review” with specific details 
(months, etc.) so it can be 
easily identified. 

No months remaining on the 
Child Under One Track 
Summary page, 

No further Child Under One 
research is necessary. 
 
Review the case for another 
young child exemption. 

Months of a Child Under One - 
FE that the customer has not 
used, 

Go to step 3. 

   
3  Access the “Full Exemption (FE) – Child Under One” report on the TAD 

website under Tools. 
 Press Ctrl F, and 
 Research the report by the customer’s Social Security Number (SSN), 

name, and case number. 
 

If the SSN, name and/or case 
number are… 

Then the ESS will… 

On the report, and the customer 
was on aid when s/he had a child 
under one, 

 Not apply the Care of First 
Child exemption, and  

 Review customer’s eligibility 
for a different exemption. 

Not on the report, Approve the Care for First Child 
exemption, if applicable. The FE 
is to be applied effective the 
beginning of a month (i.e.: child 
born 7/19/11, the FE is applied 
8/1/11). 

  
 

Note:  Pregnant or parenting teens without a high school diploma are not eligible for 
Care of First Child – FE exemption. 

Continued on next page 
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Exemption Reasons, Continued 
 

Applying partial 
months of Care 
of First Child 
exemption to 
subsequent 
children 
 
See IIN #11-041 

If the entire 12 months of the Care of First Child exemption – FE has not 
been received by the customer, any remaining months will be applied to the 
care of subsequent children (under age one) born or adopted into the AU. 
 
The remaining months of the Care of First Child exemption – FE are applied 
to subsequent children until the 12 month lifetime limit is reached.   
 
The ESS will set a Task for the end of the Care of First Child exemption to 
review the WTW Status List page and add the appropriate Status Reason 
to the Work Registration and WTW Program sections.   
 
Example:  Mom and one child, age three, has received CalWORKs since 
2/1/09 and received the FE for five months, from 2/09 through 6/09.  On 
7/29/11, mom reports the birth of newborn and does not wish to participate in 
WTW.  Mom previously received five months of the FE; she is eligible to 
receive the FE for seven additional months for the newborn beginning 8/1/11. 
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CW 61 – Medical Report 
   

Introduction This section contains information regarding the CW 61 Medical Report. 

  
Overview The CW 61 Medical Report is available in the C-IV system.  The CW 61 

Medical Report is obtained for any customer who claims s/he is incapacitated 
and unable to participate in the Welfare-to-Work (WTW) program.   

  
CW 61 
completion 

For instructions on how to complete the CW 61 Medical Report see F&P 
(Forms and Procedures) located in the Transitional Assistance Department 
(TAD) Forms Catalog.  

  
CW 61 or 
written 
medical 
statement 

The CW 61 or written medical statement must include all of the following, 
signed by a licensed physician, psychologist, chiropractor, osteopath, or 
authorized staff member with access to the patient's medical records: 
 
 A medically verifiable condition that would limit or prevent the individual 

from performing certain tasks. 
 The date the condition began, and whether the condition is chronic or 

acute.  If the condition is acute, the date the condition is expected to last. 
 Whether or not the customer is actively seeking treatment and the date of 

the next appointment. 
 Whether or not the customer is able to work.  If Yes, how many hours per 

day. 
 Whether or not the customer has any limitations in participating in work, 

training and education. 
 If applicable, does the customer’s condition prevent him/her from 

providing care for the children, or is someone needed in the home to care 
for him/her. 

  
Additional 
forms that may 
be used to 
verify an 
exemption 

In addition to the CW 61,  the following forms may be used to verify an 
exemption: 
 
 VER 105 – CalWORKs Pregnancy Verification. This form is used to 

document verification of a customer’s pregnancy.  
 Plan 112 – Care of a Household Member Verification. This form is 

required to verify that a customer is exempt from WTW due to caring for 
a disabled household member.   

Continued on next page 
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CW 61 – Medical Report, Continued 

  
Verbal 
statement 

A verbal statement from the physician when a written statement cannot be 
obtained without delay, for reasons beyond control of the customer.  This is 
acceptable for up to 60 days pending written verifications.  The Journal entry 
must include the information listed above and all of the following: 
 
 The date the verification was received, 
 The name of the person supplying the information, and 
 The name of the worker who obtained the information. 

 
Note: The customer must complete Section 1 of the CW 61, 
PATIENT/CLIENT INFORMATION AND AUTHORIZATION TO RELEASE 
INFORMATION prior to the ESS contacting the physician.  

  
Exemption 
effective date 

The exemption is effective as of the “Onset Date of Condition” on the CW 61 
form.  If the customer is or was in an activity at the “Onset Date of Condition.” 
Close the activity on the date you receive confirmation of the condition (from 
an authorized doctor or his/her representative), or the date the doctor signed 
the CW 61, and journal.   

 
Note:  Do not accept faxes of the CW 61.  ESP requires original signatures. 

 
Definition of 
chronic 

The definition of chronic is:  Marked by long duration or ongoing frequent 
recurrences, always present or encountered, constantly weakening or 
troubling. 
 
Example: A chronic condition would be someone who has severe diabetes. 

  
Definition of 
acute 

The definition of acute is:  Having a sudden onset, sharp rise, and short 
course. 
 
Example:  An acute condition would be a customer who is having a  
high risk/difficult pregnancy or who has a broken leg. 

Continued on next page 
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CW 61 – Medical Report, Continued 

  
Pregnancy 
verification 

The ESS can use the C-IV VER 105 for pregnancy verification in place of the 
CW 61 or any other current verification confirming the customer’s pregnancy. 

 
Re-verifying 
the CW 61 

The ESS can re-verify if a condition is acute, permanent or expected to last 
more than one year and re-verify any time there is a reason to believe that 
there has been a change in the condition and/or ability to work.  
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Reviewing and Re-evaluating an Exemption 

  
Introduction This section contains information regarding reviewing and/or re-evaluating an 

exemption. 

   
Overview The Employment Services Specialist (ESS) is responsible for: 

 
 Changes/updates reported by the customer and/or Eligibility Worker 

(EW), and  
 Re-evaluating cases prior to the exemption end date.  

  
Review of 
exemptions 

The ESS is not required to complete monthly case reviews for exempt 
customers.  However, the ESS will take appropriate action for: 
 
 CalWORKs case discontinuance 
 Employment 
 Address / Move 
 Change in customer’s status 
 
The ESS will Journal and take action, if appropriate.  

Continued on next page 
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Reviewing and Re-evaluating an Exemption, Continued 

  
When 
exemptions are 
expiring 

To ensure seamless service, the ESS should make every effort to contact 
and evaluate the customer’s exemption prior to the exemption expiring.  The 
table below outlines the steps the ESS will follow: 

 
Step Action 

1 Review exemptions with program review dates and/or tasks 30 days and 
less.  

2 Complete and mail the PLAN 100 to: 
 
 Inform the customer that his/her exemption is ending, and 
 Schedule an appointment date and time for the customer to meet with 

you.   
 
Note: Keep the customer in exemption status.  

3 Journal the appointment time and day as well as any forms that were mailed 
to the customer.  

4 Determine the customer’s ability/lack of ability to participate in WTW 
activities, at the appointment. Does the customer’s exempt condition still 
exist?  
 

  If the customer … Then the ESS …  
  Can participate in 

WTW activities,  
 Updates the WTW status, 
 Updates the Work Registration 

code, and 
 Has the customer sign the 

WTW2 for the next appropriate 
activity. 

 

  Cannot participate in 
WTW activities and 
claims an exemption,  

 Obtains the CW 2186 A from 
the customer, 

 Provides the customer with a 
CW 61, and 

 Has the customer sign a WTW 
2 for the next appropriate 
activity pending disability 
verification. 

 
Note: If customer provides 
verification exempting him/her from 
participation, follow Determining an 
Exemption in this Chapter. 

 

  Does not show for 
his/her appointment,  

 Updates the WTW status,  
 Updates the Work Registration 

status, and 
 Initiates noncompliance  

following procedures in Chapter 
18. 

 

  
5 Complete a Journal entry and image all necessary documents.  
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48-Month Time Limit 

  
Introduction Welfare reform placed time limits on how long an adult can receive cash aid.  

The time limits are often referred to as clocks.  There are two different clocks, 
the TANF federal clock and the CalWORKs state clock.  The maximum 
amount of time an individual can receive aid is 60 months in the TANF clock.  
See ESPHB Chapter 13, Time Limits for additional information.  This section 
contains information regarding the CalWORKs 48-month time clock. 

  
References The following references are applicable to the information in this section: 

 
 ACIN I-58-02 
 ACIN I-01-03 
 ACL 02-66 
 ACL 11-33 
 ACL 11-34 
 EAS 42-301 
 EAS 42-302 
 EAS 42-710 

  
48-month 
CalWORKs 
clock stoppers 

Any partial or full month in which a customer is exempt due to any of the 
following exemptions does not count as a month towards his/her CalWORKs  
48-month time clock: 
 
 Disability 
 Advanced age (60+) 
 Care of an incapacitated household member 
 Caretaking responsibilities  
 Young Child Exemptions 

 One child between the ages of 12 to 23 months (last day of 23rd 
month). 

 Two or more children are under six (6) years of age. 
 Good Cause – Lack of Supportive Services for subsequent children 

from birth to 11 months (last day of 11th month). 

  
48-month 
CalWORKs 
exemptions 
that do not stop 
the clock 

Any partial or full month in which a customer is exempt due to any of the 
following exemptions counts as a month towards his/her CalWORKs 48-
month time clock: 
 
 Pregnancy 
 Care of a child under one year old 
 Care of a subsequent child  

  



 

ESPHB #0250 (01/12) EXEMPTIONS 3-24 

Welfare Data Tracking Implementation Project (WDTIP) 

  
Introduction This section contains information regarding the Welfare Data Tracking 

Implementation Project (WDTIP).   WDTIP was developed to track 
Transitional Assistance to Needy Families (TANF), and CalWORKs. This 
section describes the WDTIP system. 

  
Reference The following reference is applicable to the information in this section: 

 
 WDTIP User’s Manual 

  
WDTIP 
definition 

WDTIP TRAC: WDTIP Tracking Recipients Across California (TRAC) 
statewide system with information about an adult’s Time on Aid (TOA) in the 
state of California. 

  
WDTIP - basic 
information 

WDTIP captures and tracks data necessary to calculate time on aid clocks, 
including: 
 
 Program participation 
 Exceptions and Exemptions 
 Diversion payments 
 Non-California participation (aid received out of state, for TANF clock) 
 
WDTIP also: 
 
 Calculates and tracks CalWORKs 48-month clock. 
 Provides online update capability for time-clock data that is not currently 

stored in eligibility systems. 
 Generates monthly report files to assist with caseload management as it 

relates to time on aid tracking. 

  
Additional time 
limit 
information 

Additional time limit information can be found in the ESPHB Chapter 13, 
Action Plan/Participation Hours. 
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SSI Advocacy 
  

Introduction This section contains information regarding SSI Advocacy.  For additional 
information see the SSI Advocacy Handbook located at: 
http://hssnet/HSSHome/, on the left hand side, in the middle of the page, 
click on “Online Handbooks” click on SSI Advocacy Handbook. 

  
Overview Designated TAD ESP staff are considered SSI Advocates for applicants and 

recipients of the following TAD programs who appear to be potentially eligible 
to SSI: 
 
 General Relief (GR) 
 Cash Assistance Program for Immigrants (CAPI) 
 
The Employment Services Manager (ESM) will assign one Primary TAD SSI 
Advocate and at least one Back-Up SSI Advocate to each TAD District 
Office, except specialized offices that do not service these programs. Social 
Security Administration (SSA) District Offices will only communicate with the 
Primary ESS that is the SSI Advocate. 

  
Objective of 
SSI Advocacy 

The objective of SSI Advocacy is to refer GR and CAPI SSI/SSP customers 
to the SSI Advocate, who will assist the customer in applying for SSI/SSP 
benefits, if appropriate. 

  
ESP offices - 
SSI advocates 

SSI Advocates are located in TAD ESP offices.  An ESS is assigned as an 
SSI Advocate. 
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Learning Disabilities 
  

Introduction This section contains information regarding learning disabilities. 

  
Overview Generally, customers with learning disabilities are able to meet WTW 

participation requirements when the learning disabilities are properly 
identified, and necessary accommodations and/or assistive technologies are 
provided.  Refer to Chapter 12 in the ESPHB for additional information on 
learning disabilities. 

  
Exempting 
customers with 
learning 
disabilities 

Some customers have learning disabilities (alone or in combination with 
other disabilities) so severe they significantly impair the customer’s ability to 
be regularly employed or participate in WTW activities.  In such instances, 
ESP would exempt such individuals from the participation requirements on a 
case-by-case basis if verification of the impairment(s) is provided by a health 
care professional who is licensed by the State to diagnose/treat physical 
and/or mental impairments. 

  
Who can verify 
a learning 
disability 

The following professionals are qualified to provide verification of a learning 
disability exemption, providing s/he is licensed by the State and specializes 
in diagnosing and treating learning disabilities. 
 
 Health Care Professionals 
 Licensed Clinical Social Workers 
 Licensed Marriage and Family Therapists 
 
Note: The County will determine, on a case-by-case basis, whether a 
specific licensed professional has the qualifications to diagnose and treat 
learning disabilities.   

  
Who cannot 
verify a 
learning 
disability 

Disabled Student Programs and Services (DSPS) at the local colleges and 
universities are not licensed and are precluded under state law from verifying 
a disability exemption.  DSPSs are, however, qualified to conduct learning 
disability evaluations. 
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Orientation/Appraisal (O/A) and Reappraisal 

Overview 

  
Introduction Orientation/Appraisal (O/A) provides aided Work-Eligible Individual (WEI) 

customers an opportunity to receive information about the California Work 
Opportunity and Responsibilities to Kids (CalWORKs) Welfare-to-Work 
(WTW) program requirements.   The Transitional Assistance Department 
Employment Services Program (TAD ESP) administers the WTW program, 
and provides customers with a realistic and positive understanding of the 
WTW program by emphasizing:  
 
 San Bernardino County’s “Work First” philosophy, 
 Diversion program option, 
 Sense of urgency due to the time limits for cash aid assistance, 
 Goal of employment retention and self-sufficiency,  
 General description of core and non-core WTW activities,  
 Benefits of the WTW program,   
 Personal responsibility for improving one’s situation, and  
 Independence from CalWORKs assistance. 
  
It is also used to explain CalWORKs WTW rights and responsibilities in a 
comfortable group atmosphere for customers to discuss and alleviate their 
own concerns regarding the program.   

  
References References used in this chapter are: 

 

ACL 08-08 
ACL 08-07 
ACL 07-05 
ACL 07-03 
EAS 42-711.7 
EAS 42-711.52 
EAS 47-301.22 

Continued on next page 
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Overview, Continued 

 
Forms The table below contains information on forms listed in this chapter. 
 

Form # Title Location 
ADM 102 CIV Appointment Letter C-IV 
CCP7 CalWORKS Stage One Child Care 

Request Form and Payment Rules 
Forms and Distribution Unit (FDU) 

ESP 411 EE Think of the Possibilities - Brochure FDU 
ESP 411 EE 
(SP) 
PLAN 107 
CIV 

Action Plan C-IV 

TAD ESP 120 Job Readiness Activities TAD Forms catalog, Employment Services 
TAD 730 
(E/S) 

Work Pays Informational Flyer FDU 

WEX 7 WEX Scheduling Appointment Script TAD Forms catalog, ESP Forms through the 
ESPHB on-line at: http://hssnet/HSS Home/ 
 
 Go to Online Handbooks 
 Click TAD under Forms 
 Click TAD Forms Catalog 
 Click on ‘+’ sign to expand Employment 

Services forms.
WTW 1 WTW PLAN – Rights and 

Responsibilities 
C-IV 

WTW 2 WTW PLAN – Activity Assignment C-IV 
WTW 17 Waiver of CalWORKs Learning 

Disabilities Screening and/or Evaluation 
TAD Forms catalog, Employment Services  

WTW 18 Learning Needs Screening TAD Forms catalog, Employment Services 
WTW 19 Learning Needs Screening Customer 

Copy 
TAD Forms catalog, Employment Services 

WTW 20 Permission to Release Learning 
Disabilities Information 

TAD Forms catalog, Employment Services 

WTW 20 (SP) 

 
In this chapter This chapter includes the following topics: 
 

Topic See Page 
Scheduling Orientation/Appraisal (O/A) 4-3 
Conducting Orientation 4-7 
Conducting Appraisal 4-9 
Learning Disabilities Screening 4-11 
Job Readiness As First Activity 4-12 
Reappraisal 4-13 
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Scheduling Orientation/Appraisal (O/A) 
 

Introduction This section contains information regarding scheduling Orientation/Appraisal. 

 
Who is required 
to attend an 
O/A 

Once the CalWORKs application has been approved, the nonexempt 
customer becomes a mandatory participant and is required to attend 
Orientation/Appraisal (O/A).  The table below explains when the Employment 
Services Specialist (ESS) schedules CalWORKs recipients for O/A.  

 
If the customer… Then the ESS… 

Has never attended O/A, Schedules the customer for O/A. 
Attended O/A previously 
and had not been 
discontinued from 
CalWORKs since 
completing his/her last O/A, 

 Verifies O/A was completed and the Welfare-to-Work 
Plan– Rights and Responsibilities (WTW 1) was signed 
on or after the CalWORKs application date listed on the 
Case Summary page, and 

 Does not schedule the customer for another O/A.   
 
Note:  If the application date on the Case Summary page is 
after the date O/A was completed, the ESS will follow the 
process below for customers who re-applied for CalWORKs. 

Re-applied for CalWORKs 
and had previously 
attended O/A, 

Schedules the customer for another O/A.  
 
Note:  The ESS will review/update the Appraisal screens in 
C-IV to reflect any changes that have occurred since the last 
Appraisal. 

Transferred into San 
Bernardino County, 

Schedules the customer for O/A. 

Was exempt or in a good 
cause status and did not 
attend O/A, 

Schedules the customer for O/A. 

Was sanctioned for not 
attending O/A, 

Schedules the customer for O/A. 

Is an adult being added to a 
continuing CalWORKs 
case, 

Schedules the customer for O/A. 

 
Group and 
individual 
orientation 
schedules 

All district offices will conduct one group Orientation at 9:00 am each day.   
This will ensure all customers receive the same information and “work first” 
message.  
 

Customer may be scheduled for an individual O/A if s/he: 
 Cannot attend the daily group Orientation, or 
 Non-English speaking customer (see ORHB, Chapter C, for additional 

information). 

 
CalWORKs 
applicants 

CalWORKs applicants choosing early entry into the Transitional Assistance 
Department Employment Services Program (TAD ESP) may also be 
scheduled for group Orientation.  Attendance for the O/A is voluntary during 
the application process.  

 Continued on next page 
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Scheduling Orientation/Appraisal (O/A), Continued 

 

Notification of 
Orientation/ 
Appraisal (O/A) 
appointment 

Designated TAD ESP Intake/Pending Office Assistant (OA) will take the 
following actions within 24 hours of receiving a case assignment to notify the 
customer of their Orientation/Appraisal (O/A) appointment following 
CalWORKs approval. 

 

Step Action 
1 Update/confirm the following pages in C-IV within 24 hours of receiving 

case assignment to:  
 

“Active” WTW status, and 
“Mandatory” Work Registration for CalWORKs recipients, or 
“Voluntary” Work Registration for CalWORKs applicants.  

2 Re-assign the WTW program to an Employment Services Specialist (ESS) 
Workload Inventory number using a rotation list. 

3 Schedule the O/A activity within seven (7) calendar days of CalWORKs 
approval date. 

4 Add an O/A activity for the newly approved CalWORKs customer, under 
Orientation/Appraisal Type.   
 

Note:  See the C-IV User Guide, Orientation and Appraisal (O/A) Adding 
and Closing for additional information. 

Continued on next page 



‘ 

ESPHB #0237  (08/11) ORIENTATION/APPRAISAL (O/A) AND REAPPRAISAL 4-5 

Scheduling Orientation/Appraisal (O/A), Continued 

  
Notification of Orientation/ Appraisal (O/A) appointment (continued) 

 
Step Action 

5 Complete the ADM 102 CIV - Appointment Letter by copying or typing the 
following verbatim language into the letter under the following sections: 
 

 Location enter: 
 District address for the Orientation/Appraisal (O/A) appointment  

 Duration enter: 
  4 hours 

 Comments copy and paste the following: 
 
Our records indicate that you are approved for CalWORKs benefits.  You 
must attend a group Welfare-to-Work (WTW) Orientation.  WTW is an 
Employment Services Program (ESP) that helps CalWORKs recipients 
become self-sufficient.   
At this meeting you will be signing a WTW Plan for your next WTW activity. 
 
ESP/CalWORKs can help you with: 
-  Improving your job seeking methods, 
-  Reviewing and preparing resumes; and completing applications. 
-  Child care and transportation expenses. 
 
Please arrive on time. 
 
If you are currently employed, please bring the following to this 
appointment:   
-  Most current pay stubs for at least the past month  
-  All employer information including: name, address, phone number, start 
date and rate of pay. 
If you are currently attending school, please bring the following to this 
appointment:   
-  Current class schedule or other verification of enrollment 
-  Education Plan (can be obtained from the CalWORKs coordinator at 

community colleges or by the Education Counselor at your school) 
-  Graduation requirements from your school's catalog 
-  Transcripts of grades for all completed course work 
 
Bringing all of the requested information will help your Employment 
Services Specialist serve you better and faster.  If you have any 
questions, please call your worker.  Please make plans for child care.   
Children, relatives, and/or friends are not allowed to attend. 
 
Note: Templates with the script for the ADM 102 to schedule the O/A 
appointment in English and Spanish are available online on the Journal 
Templates page under WTW Templates.  

6 Save and print ADM 102 CIV locally and mail to the customer. 
7 Journal all actions taken. 
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Scheduling Orientation/Appraisal (O/A), Continued 

 
Cal-Learn teens A pregnant or parenting teen that qualifies for Cal-Learn should not be 

scheduled to attend Orientation/Appraisal (O/A).  The CalWORKs Eligibility 
Worker (EW) is responsible for referring the teen to the Cal-Learn EW.  If the 
Cal-Learn eligible teen is not identified and attends O/A, the ESS refers 
him/her to Cal-Learn. The ESS: 
 

 Verifies the case is Cal-Learn eligible. 
 Deregisters the case. 
 Adds a Task for the CW EW immediately.  

 Sets the “Due Date” for ten (10) calendar days from the current date. 
 Selects Review from the Task Type drop down. 
 Provides details in the long description text box, such as “The 

customer’s WTW program has been deregistered because s/he is 
Cal-Learn eligible; the customer should be referred to Cal-Learn by 
the EW.” 

 Sets a Task for the WTW Program for ten (10) calendar days to verify 
customer has been referred to Cal-Learn. 

 
Note:  If the customer has not been referred to Cal-Learn after ten (10) 
calendar days, the ESS will e-mail the Supervising Employment Services 
Specialist I (SESS I) following the Policy for Privacy and Security of 
Personally Identifiable Information (PII). 

 
Reminder 
phone call 

Work Experience (WEX) customers will use the WEX 7 – WEX Scheduling 
Appointment Script form to call other Welfare-to-Work (WTW) customers at 
least 24 hours prior to their O/A to remind them of their scheduled 
appointment.  
 

The WEX 7 form is found in the TAD Catalog, Employment Services. 

 
Rescheduled 
O/A 

When a customer requests to reschedule the O/A appointment, the ESS 
ensures the appointment:  
 

 Is within five (5) calendar days, if possible, from the original scheduled 
appointment date, and 

 Does not conflict with the customer’s work or school schedule. 

 
Child Care 
presentation at 
ESP orientation 

At the ESP Orientation, the Child Care (CC) EW gives an overview of the 
Stage One CC program and obtains a CalWORKs Stage One Child Care 
Request Form and Payment Rules (CCP 7) from all customers. 
 
Note: If a customer must start a WTW activity immediately and needs CC to 
participate, the customer will be seen by a CC EW the same day.   
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Conducting Orientation 

 
Introduction This section contains information regarding conducting Orientation. 

 
Overview Orientation is usually conducted as a group presentation.  The motivational 

material is presented in a manner that is designed to generate interest in 
employment and enthusiasm among the customers through a standardized 
PowerPoint presentation to ensure all customers receive the same information 
and message. 
 
Group Orientation sessions are scheduled once daily at all district offices, and 
are immediately followed by an Appraisal.  

 
Note: An Employment Services Specialist (ESS) may conduct an individual 
Orientation/Appraisal (O/A) for a customer who is unable to attend the group 
presentation. 

 
Orientation 
room 

All district offices will assign a Transitional Assistance Department Employment 
Services Program (TAD ESP) staff to oversee the Orientation Room.  The 
Orientation Room will be the assigned room where all Orientations will be held. 
 
The Orientation Room will be stocked with informational materials, including: 
 
 Current job bulletins and job leads, 
 Child care flyers, 
 Drug abuse services, 
 Domestic abuse services, 
 Mental Health services, 
 Health Care Options (HCO) information, and 
 Any other applicable information. 

 
EBT Electronic Benefit Transfer (EBT) card information must be presented at O/A.  

Customers must be informed that supportive service payments (I.E.: 
transportation reimbursements, and Cal-Learn bonuses) will be issued on their 
EBT card if the Payee on the Payment Request is the same as the Payee on 
the active CalWORKs program. 
 
This information will be recorded on their EBT account information under the 
“Cash” amount. 
 
If the customer does not have an EBT card or is not the payee on the 
CalWORKs case they will receive a warrant. 

Continued on next page 
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Conducting Orientation, Continued 
 

Conducting the 
Orientation 

The structure of the Orientation presentation is standardized, and the 
minimum requirements are that the Employment Services Specialist (ESS) 
will: 

 
Step Action 

1 Ensure: 
 The required materials are prepared, 
 Print class list from C-IV, 
 All equipment is functioning properly, and 
 The room is ready prior to the time the customers report for Orientation.

2 Ensure all customers sign in on the C-IV Class List. 
 

Note:  Daily Orientation class lists must be kept in the district office for 
three (3) months for Program Integrity Division (PID) verification purposes. 

3 Introduce the TAD ESP/Eligibility staff members who are present. 
4 Explain the County’s “Work First” philosophy and promote it throughout the 

PowerPoint presentation. 
5 Distribute and provide information to the customer from the following: 

 Employment Services Program Guidebook (ESP/CW 168), and  
 Welfare-to-Work Plan– Rights and Responsibilities (WTW 1). 
 

Note:  A new WTW 1 must be signed by the customer each time s/he 
completes Orientation/Appraisal (O/A). 

6 Explain CalWORKs requirements including: 
 Time limits, 
 Hours of participation, 
 Available activities, and 
 The consequences of refusing to participate. 

7 Provide information about the WTW program by marketing the benefits of 
participation including: 
 Job Search Opportunities, 
 How earnings affect benefits and family income, 
 Domestic Violence services, 
 Mental Health services, and 
 Substance Abuse services. 

8 Explain supportive services that are available, including: 
 Child care (CC), 
 Transportation, and 
 Ancillary. 
 

Note: Time must be allocated during the Orientation for a CC Eligibility 
Worker (EW) to give an overview of the Stage One CC program. See the 
Child Care presentation section in this chapter for additional information.  

9 Answer questions as needed and address customers’ concerns including: 
 Assessing urgent needs, and 
 Making necessary referrals to other services to address barriers to 

employment. 
10 Forward the signed WTW 1 to the ESS assigned to complete the Appraisal 

interview. 
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Conducting Appraisal 
 

Introduction This section contains information regarding the Appraisal interview. 

 

Overview Appraisal is an individual interview with the customer to discuss his/her 
needs and concerns, employment opportunities, civil rights information, 
and assignment to the appropriate combination of Welfare-to-Work 
(WTW) activities to meet WTW requirements.   

  

Missed O/A 
appointment 

The following are the steps for the ESS when a customer misses the 
scheduled Orientation/Appraisal (O/A) appointment. 

 

Step Action 
1 Call the customer at all available phone numbers to resolve 

participation problems prior to initiating non-compliance 
procedures.    

2 Update the following pages in C-IV: 
 Customer Activity Detail page for the Status and the Status 

Reason for the O/A activity, and 
 Activity Progress Detail page for ‘0’ hours of attendance. 

3 Initiate noncompliance, by the end of the business day or first 
thing the following morning, following non-compliance procedures 
outlined in ESPHB Chapter 18 – Noncompliance, if the customer 
does not reschedule O/A. 

4 Journal all actions taken.  

 

Completing the 
Appraisal page 
information in 
C-IV 

The ESS will complete the appraisal pages in the C-IV system based on the 
customer’s responses to the following: 
 

 Employment and work history, 
 Degrees earned (including highest grade completed and driver’s license 

information), 
 Self-Initiated Program (SIP) information, 
 Skills, 
 Strengths, and 
 Customer needs. 
 

See C-IV User Guide, Appraisal for additional information. 
 

Note:  Each parent on a case will be seen separately because of 
confidentiality requirements and possible domestic violence issues. 

  

Work 
Registration 
code in C-IV 

In order to accurately count time on aid, the work registration code must be 
current in the C-IV system.  The chart below explains the process an ESS 
follows when entering the work registration code on the Work Registration 
page in C-IV.    

 

If the customer is… Then the ESS… 
Voluntary, Adds a voluntary WTW work registration code. 
Mandatory, Adds a mandatory WTW work registration code. 
Exempt See ESPHB Chapter 3 – Exemptions for 

additional information. 

Continued on next page 
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Conducting Appraisal, Continued 
 

Appraisal 
appointment 
process 

The following are the steps for an Employment Services Specialist (ESS) 
when a customer comes into the office for his/her Appraisal appointment. 

 

Step Action 
1 Meets with the customer at the scheduled appointment time. 
2 Asks the customer if s/he requires any auxiliary aide such as Braille materials or 

audiocassettes. 
 

Note:  Arrangements for an interpreter will be made by the ESS in advance (see 
ORHB, Chapter C, for additional information). 

3 Advises the customer of the advantages of working: 
 

 Reviews the customer’s work history and skills,  
 Need for supportive services, and  
 Refers the customer to immediate job openings that match his/her work history 

and skills. 
4 Offers a Learning Needs Screening to the customer and obtains signature on the: 

 

 Waiver of CalWORKs Learning Disabilities Screening and/or Evaluation (WTW 
17), or 

 Permission to Release Learning Disabilities Information (WTW 20). 
5 Explains available WTW activities, and schedules the customer to participate in an 

activity(ies) for the required weekly/monthly hours of participation as soon as 
possible to ensure seamless service. 

6 Explains all sections and obtains/verifies the customer’s signature on the following 
forms: 
 

 WTW Plan – Rights and Responsibilities (WTW 1), and 
 WTW Plan – Activity Assignment (WTW 2). 
 

Note:  A new WTW 1 must be signed by the customer each time s/he completes 
an O/A. 

7 Completes a Service Arrangement in C-IV, and authorizes/issues supportive 
services to the customer.  See ESPHB Chapter 8 – Supportive Services for 
additional information.  

8 Images all signed appropriate documents into the C-IV system and returns 
originals to customer. 

9 Updates the following pages in C-IV: 
 

 Customer Activity Status Detail page for the status and status reason code 
for the O/A activity and LD Screening and/or Evaluation, and  

 Activity Progress Detail page for actual hours of attendance in C-IV. 
 

Note:  See the C-IV User Guide, Orientation/Appraisal (O/A) Adding and Closing 
for additional information. 

10 Journals all actions taken. 
  

Allowable 
activities 
following  
Appraisal 

Following Appraisal, non-exempt customers are enrolled in the appropriate 
combination of WTW activities that meet work participation requirements.   
See ESPHB Chapter 14 – Participation Requirements/Welfare-to-Work 
Activities for additional information.  

 

Note:  If the customer is identified as possibly having learning disabilities, 
see the Learning Disabilities section in this chapter. 
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Learning Disabilities Screening 

 
Introduction This section contains information regarding Learning Disabilities (LD) 

screening at Appraisal. 

 
Learning 
disabilities 
screening 

LDS is the first step towards identifying individuals with suspected learning 
disabilities.  The screening tool is administered at the initial Appraisal.  All 
customers who receive a score that indicates a possible learning disability 
are referred for further evaluation.  See ESPHB Chapter 12 – Assessment 
and Learning Disabilities for additional information. 

 
Screening tool The Learning Needs Screening Tool (WTW 18 & WTW 19) is administered at 

the initial Appraisal. 

 
SIPs Individuals identified as Self-Initiated Program (SIP) customers are screened 

for learning disabilities.  If the customer screens positive for a potential 
learning disability, and the SIP is enrolled in a Community College, the ESS 
refers him/her to the Disabled Students Programs and Services (DSP&S) at 
the Community College where they are enrolled to conduct the learning 
disabilities evaluation. 

 
16/17 year olds 16/17 year olds referred to TAD ESP are to be screened for Learning 

Disabilities.  It is recommended the parent be on hand to at least help answer 
the health-related questions since the teen may not be aware of his/her full 
health history.  If the teen screens positive for a potential learning disability, 
the ESS refers the teen to his/her school counselor to conduct the learning 
disabilities evaluation, if the teen is enrolled in school.  If not, the ESS refers 
the teen for LD Screening. 

 
Substance 
abuse 

If a customer self-identifies as having a substance abuse problem, s/he 
should be encouraged/scheduled to participate in a substance abuse activity 
for three months prior to being scheduled for a Learning Disabilities 
Evaluation (LDE). 

 
Enrolling the 
customer 

A customer is enrolled in LD Screening in each office as a concurrent activity 
with Appraisal.  If the customer has already been screened for learning 
disabilities, it is not required to enroll him/her again.  If the customer has 
been offered LDS and previously declined by signing the Waiver for 
CalWORKs Learning Disabilities Screening and/or Evaluation (WTW 17), the 
ESS does not need to offer it again (but the customer may request LD 
screening at any time).  See the C-IV User Guide for necessary computer 
entries. 
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Job Readiness As First Activity 

 
Introduction This section contains information regarding Job Readiness as a first activity. 

 
Determining 
Job Readiness 
as first activity 

CalWORKs regulations specify that Job Readiness is generally the first 
activity to assign customers after Orientation/Appraisal (O/A).  Exceptions to 
this requirement include cases in which the Employment Services Specialist 
(ESS) determines that Job Readiness will not be beneficial for the customer.  
Some customers with learning disabilities may fall under this exception. 
 
The ESS will evaluate the customer for all Job Readiness activities when 
determining the most appropriate activity after Orientation/Appraisal. See 
ESPHB Chapter 9 – Job Readiness Activities and form TAD ESP 120 Job 
Readiness Activities for additional information. 

 
Job Readiness 
for customers 
with a verified 
learning 
disability 

In determining whether Job Readiness is beneficial for a customer with a 
verified learning disability, the ESS considers all of the following factors: 

 Employability skills of the customer, 
 Availability of demand occupations in the local area that match the 

customer's level of skills, 
 Effect that the learning disability may have had on the customer’s work 

history (I.e., numerous short-term, low-wage jobs), and 
 Customer’s awareness of the types of jobs and job setting in which s/he 

can likely obtain and retain employment. 

 
Job Readiness 
determined not 
beneficial for a 
customer with 
a verified 
learning 
disability 

When an ESS determines that Job Readiness will not be beneficial for a 
customer with a verified learning disability, the ESS advises the customer of: 

 Reasons for this determination, and  
 Refers the customer to Assessment and Learning Disabilities Evaluation, 

if not already initiated. 
 
Customers may always choose to participate in Job Services, even if the 
County has determined that Job Services is not likely to be beneficial.  See 
ESPHB Chapter 9 – Job Readiness Activities for additional information. 

 
Job Readiness 
as a first 
activity 

When the decision is made to enroll a customer with a potential or verified 
learning disability in Job Readiness as the first activity, the ESS: 

 Journals s/he feels Job Readiness will be beneficial for the customer. 
 Notifies/discusses with the Job Readiness Facilitator (before the 

customer is enrolled) if the customer requires any accommodations or 
modifications in order for Job Readiness to be beneficial. 

 
 



‘ 
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Reappraisal 

 
Introduction This section contains information regarding reappraisal. 

 
Description of 
reappraisal 

The reappraisal evaluates whether there are extenuating circumstances that 
prevent the customer from obtaining employment within the local labor 
market area.  The ESS conducts a reappraisal of any customer who does not 
obtain unsubsidized employment upon completion of all activities in his/her 
Action Plan (PLAN 107 CIV). 

 
Extenuating 
circumstances 
for not 
obtaining 
unsubsidized 
employment 

The ESS may determine extenuating circumstances exist if: 
 
 Information obtained from Employment Development Department (EDD) 

or the Labor Market Analyst indicates that employment is not available for 
this customer, or 

 The customer does not have access to employment in his/her chosen 
field because s/he does not meet the requirements for employment. 

 
Actions to 
take when 
extenuating 
circumstances 
exist 

If the ESS determines extenuating circumstances exist, the customer is 
assigned to additional activities consistent with the reappraisal. 

 
Actions to take 
if extenuating 
circumstances 
do not exist 

If extenuating circumstances do not exist, the customer must participate for 
the required minimum hours in activities that are limited to the following: 
 
 Unsubsidized employment 
 Self-employment 
 Work Experience (WEX) 
 Job skills training directly related to employment 
 Mental health, substance abuse, and/or domestic violence services. 
 
The customer is required to participate in these activities until the County 
reverses the determination that extenuating circumstances do not exist. 
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Chapter 6 

Domestic Abuse/Substance Abuse/Mental Health Services 

Chapter Overview 

  
Introduction This chapter explains referral procedures and case management for Domestic 

Abuse, Substance Abuse, and Mental Health services, and gives an overview 
of these services. 

  
Offering 
services 

Any time the Employment Services Specialist (ESS) believes a customer could 
benefit from Domestic Abuse, Substance Abuse or Mental Health services, the 
ESS offers the customer the opportunity to receive an evaluation by a Domestic 
Abuse, Substance Abuse or Mental Health service provider. If the evaluation 
reveals a need for ongoing services, the services are incorporated into the 
customer’s Action Plan.  These customers may not meet the Work Participation 
Rate (WPR), but regulations require these services to be offered and given to 
customers as necessary.  This helps the customer and Welfare-to-Work (WTW) 
because these issues need to be resolved for customers to become self-
sufficient. 
 
The ESS must provide information regarding the availability of Domestic Abuse 
services during the development of the WTW plan (WTW 2) to assist 
individuals to escape from or stop future Domestic Abuse. This information 
must be provided both verbally and in writing, using the Domestic Abuse,  
DV 900 brochure. 

 
Hours of 
participation 

Domestic Abuse, Substance Abuse and Mental Health services are not federal 
activities, but they are allowable activities when needed for self-sufficiency.  
Ideally, the hours spent in these activities should be combined with at least 20 
hour per week/87 hours per month of participation in federal activities to help 
meet WPR.  In some situations, the hours the customer spends in Domestic 
Abuse, Substance Abuse and Mental Health services can count as federal 
activity hours.  This is explained later in this chapter. 

  
Dual diagnosis In cases where a dual diagnosis is made after referral to one type of service, 

the ESS will complete a new Action Plan. 
 
Example:  Gilbert was initially referred to Mental Health services.  During 
counseling, a Substance Abuse problem was discovered as well, and Gilbert 
was referred to Substance Abuse services.  The ESS: 
 
 Updates Gilbert’s goals in C-IV and creates a new Action Plan. 
 Opens the correct Substance Abuse activity. 
 Ensures a Release of Information is completed/signed/dated for the new 

activity/provider, and has Gilbert complete a new WTW 2 activity 
assignment showing all concurrent activities. 

 Completes a Journal entry documenting all actions. 

Continued on next page 
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Chapter Overview, Continued 

  
In this chapter This chapter contains the following sections: 
 

Topic Section See Page 
Domestic Abuse Services A 6-3 
Substance Abuse Services B 6-34 
Mental Health Services C 6-54 

  
Forms 
summary 

The table below summarizes various forms used in conjunction with Domestic 
Abuse/Substance Abuse/Mental Health services. 

 
Form  Title Location 
ABCDM 228 Applicant’s Authorization for Release 

of Information 
C-IV 

CW 61 Medical Report C-IV 
DV 900 Domestic Abuse Information Notice Forms Distribution Unit 

(FDU) 
DV 901 San Bernardino County Domestic 

Abuse Hot Line Numbers (shoe card) 
FDU  

ESP 019 Memo to Service Providers TAD online Forms Catalog, 
under Employment 
Services forms. 

ESP 711.8 Program Progress Report 
HS 711.56 Program Services Referral (All 

services) 
ESP 733.4 Attendance and Progress Report 
HS 39  Complaint and Grievance Procedure 
PLAN 102 CIV Progress and Attendance Report C-IV 
WTW 2 Activity Assignment C-IV 
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Section A 

Domestic Abuse Services 

Overview 

  
Introduction This section contains information about the Domestic Abuse services available 

to assist Employment Services Program (ESP) customers in reaching self-
sufficiency. This section explains how and when to make a referral to Domestic 
Abuse services, discusses case management and computer entries, and gives 
an overview of the services offered by contracted Domestic Abuse service 
providers. 

  
References The following references apply to this section: 

 
 42-710.65 
 42-713.22 
 42-713.41 
 42-715 
 ACIN I-02-06 
 ACIN I-52-08 

  
Background Domestic Abuse is the use of intentional emotional, psychological, sexual, or 

physical force by one family member or intimate partner to control another. It 
can be a barrier to employment and participation in Welfare-to-Work (WTW) 
activities for the Domestic Abuse victim. 
 
Information regarding Domestic Abuse and the availability of Domestic Abuse 
services is made available to every customer during the development of the 
WTW Plan. 

  
Contents This section contains the following topics: 
 

Topic See Page 
Intent of ESP Domestic Abuse Policy 6-4 
Identifying Domestic Abuse Victims 6-6 
Services for Domestic Abuse Perpetrators 6-9 
Child and Elder Abuse 6-10 
Referring Customers to Domestic Abuse Services  6-11 
Customer Communication and Correspondence 6-17 
Domestic Abuse Evaluation Results 6-18 
Case Management for Domestic Abuse Victims 6-21 
Journal Entries for Domestic Abuse 6-23 
Time Limits for Domestic Abuse Victims 6-25 
Noncompliance for Domestic Abuse Victims 6-26 
Domestic Abuse Service Providers 6-27 
Victim Notification 6-31 
Safe at Home California Confidential Address Program 6-32 
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Intent of ESP Domestic Abuse Policy 

  
Introduction This section contains information regarding the Employment Services Program 

(ESP) Domestic Abuse policy, participation hours and how the Action Plan can 
be tailored for the Domestic Abuse victim. 

  
Policy 
statement 

ESP Domestic Abuse policies and procedures are meant to ensure: 
 
 Customers who are past or present victims of Domestic Abuse are not 

placed at further risk or unfairly penalized by Welfare-to-Work (WTW) 
requirements and procedures. 

 Program requirements are not created or applied in such a way as to 
encourage a victim to remain with the perpetrator. 

 Participation in WTW activities is encouraged, to the full extent of the 
customer’s abilities, to enable the customer to obtain unsubsidized 
employment and move toward self-sufficiency, Domestic Abuse counseling 
and treatment programs may be included in his/her Action Plan. 

  
Confidentiality 
and safety for 
domestic abuse 
customers 

Domestic Violence information shared with Domestic Abuse Service Providers 
MUST be kept confidential for safety purposes.  All forms (attendance and 
progress reports, memo to service provider, etc.) shared with Domestic Abuse 
Service Providers will only contain the following: 
 
 Customer’s case number, 
 First name, and 
 Year of birth. 

  
Participation 
hours 

It is preferred customers in Domestic Abuse services satisfy the weekly 
participation requirement; however, a victim may participate less hours per 
week if the Domestic Abuse service provider verifies the customer: 
 
 Cannot participate in concurrent activities, and  
 Is participating in Domestic Abuse services less than the required weekly 

hours, and 
 Is not able to participate the required weekly hours. 

Continued on next page 
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Intent of ESP Domestic Abuse Policy, Continued 

  
Action Plan The Action Plan for CalWORKs customers who have been identified as victims 

of Domestic Abuse shall clearly indicate when it is necessary to keep the 
customer’s mailing address, place of residence, and/or workplace location 
confidential.  The Plan should: 
 
 Be agreed to by the customer. 
 Not place the customer at greater risk. 
 Be developed with the health and safety of the customer and his/her 

children as the primary considerations. 
 Consider the following: 

 The degree to which Domestic Abuse is a barrier to obtaining 
employment. 

 Legal obligations or issues related to the Domestic Abuse. 
 Special cultural or religious needs. 
 Other services available to the victim and his/her children (e.g., Mental 

Health and Substance Abuse services). 
 The need to be excused from certain program requirements (e.g., 

participating less than 20/30/35 hours per week, 87/130/152 hours per 
month). 

 Appropriate protection for victims who are in immediate danger. 
 

Note: For Action Plan example see Chapter 13 – Action Plan/Time Limits. 
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Identifying Domestic Abuse Victims 

  
Introduction This section provides information regarding the types of Domestic Abuse, 

definitions of domestic relationships, who to refer to services, and what to do 
about a suspected Domestic Abuse situation. 

  
Definition of 
Domestic 
Abuse 

Domestic Abuse is assaultive or coercive behavior occurring within a domestic 
relationship. 

  
Methods/Types 
of 
Domestic 
Abuse 

The motivation behind Domestic Abuse is to control another person. The 
method(s) used to achieve control include, but are not limited to: 
 
 Physical acts that result in, or threaten to result in, physical injury 
 Sexual abuse 
 Sexual activity involving a child in the home 
 Threats of, or attempts at, physical or sexual abuse 
 Being forced to participate in nonconsensual sexual acts or activities 
 Psychological abuse 
 Attacks on another’s self-esteem 
 Isolation from family and friends 
 Complete control of finances; economic control 
 Sabotage of work or training efforts 
 Neglect or deprivation of medical care 
 Stalking 

  
Domestic 
relationships 

Domestic relationships are defined as relationships between individuals who: 
 
 Are currently married or were married 
 Have lived together or are living together 
 Have dated or are dating 
 Were in, or are currently in, a sexual relationship 
 Are related by blood, adoption, marriage, or former marriage 
 Were engaged or are engaged to be married 
 Have children in common 

 
Note:  Domestic relationships include the minor children of any person listed 
above. 

Continued on next page 
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Identifying Domestic Abuse Victims, Continued 

  
Who to refer to 
Domestic 
Abuse services 

The Employment Services Specialist (ESS) offers a Domestic Abuse service 
referral to any customer who identifies him/herself as a victim of Domestic 
Abuse. 
 
 When a customer states that s/he is a victim of Domestic Abuse, s/he is 

said to have self-identified. 
 A verbal statement by the victim of past or present abuse is sufficient 

evidence to substantiate Domestic Abuse. 
 If the ESS finds the victim “not credible,” there must be Journal entries 

stating an independent reasonable basis for the finding. 
 If the customer declares Domestic Abuse on any Transitional Assistance 

Department (TAD) document or to the Eligibility Worker (EW), notification 
from the EW may serve as documentation. 

 The ESS is required to provide written material on the availability of 
Domestic Abuse services during the development of the Welfare-to-Work 
(WTW) plan. The DV 900 Domestic Abuse Information Notice brochure is 
used for this purpose. 

 Domestic Abuse services are voluntary. The victim is not penalized for 
failure to take advantage of these services. 

  

Offering 
Domestic 
Abuse services 

Once a customer has self-identified herself as a victim of Domestic Abuse, the 
ESS offers to arrange a risk evaluation with the nearest contracted Domestic 
Abuse service provider. If possible, the risk evaluation should be completed 
within the hour at the Employment Services Program (ESP) or TAD office. 
 
When offering a risk evaluation, the ESS explains: 
 
 Domestic Abuse services are available. 
 All reports of Domestic Abuse remain confidential. 
 Domestic Abuse referrals and services are voluntary. 
 Certain CalWORKs participation requirements may be waived for those 

participating in Domestic Abuse services. 

  

Victims of 
trafficking, 
Domestic 
Abuse, and 
serious crimes 

A victim of trafficking, Domestic Abuse, and other serious crimes may be 
Refugee Cash Assistance (RCA) eligible and, if so, are eligible to Domestic 
Abuse services and other WTW services. 

Note:  State-only RCA is time-limited to a maximum of eight (8) months from 
the date of application. 

Continued on next page 
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Identifying Domestic Abuse Victims, Continued 

  
Suspected 
Domestic 
Abuse 

Self-identification is ESP’s usual method of identifying victims of Domestic 
Abuse.  However, whenever an ESS suspects a customer may be a victim of 
Domestic Abuse, s/he is encouraged to interview the customer in a private area 
where self-identification may be more likely to occur. 
 
 Information regarding the availability of contracted Domestic Abuse 

services may be offered during this interview. 
 The ESS should converse with the customer in a tactful, reassuring way 

without directly asking if s/he is a victim of Domestic Abuse. 
 The ESS must be cognizant of the fact that children who overhear a victim’s 

self-identification might inform the batterer. 
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Services for Domestic Abuse Perpetrators 

  
Introduction This section provides information regarding services available for Domestic 

Abuse perpetrators. 

  
Programs for 
Domestic 
Abuse 
perpetrators 

Success rates in programs for Domestic Abuse perpetrators have been shown 
to be significantly lower than success rates for victims. For this reason, current 
Domestic Abuse services focus on Domestic Abuse victims.  
 
 Perpetrators who request assistance can be given the general information 

number of area Domestic Abuse service providers; the provider can then 
refer them to the nearest program for perpetrators. 

 Many Domestic Abuse perpetrators who have been incarcerated participate 
in court-ordered programs. Customers in this situation are allowed to 
complete their court-ordered activity, but they are not said to be in a 
Domestic Abuse activity. 

 At no time is the perpetrator asked to substantiate a victim’s claim of 
Domestic Abuse, nor is s/he told that the victim has self-identified. 
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Child and Elder Abuse 

  
Introduction This section provides information regarding child and/or elder abuse, and how 

the Employment Services Specialist (ESS) is mandated to report these 
situations. 

  
Child and elder 
abuse referrals 

All Employment Services Program (ESP) employees are mandated reporters of 
child and elder abuse as indicated in California Penal Code Sections 11166 
and Welfare and Institutions Code Section 15632. The employee is required to 
report any knowledge, observance, or reasonable suspicion of child or elder 
abuse. 
 
 Reporting is achieved by contacting the nearest office of the Department of 

Aging and Adult Services (DAAS) or Department of Children’s Services 
(DCS). 

 A victim’s self-identification of Domestic Abuse is not in itself evidence of 
child or elder abuse. Referral to Domestic Abuse services is always 
appropriate when a customer self-identifies. Reporting child or elder abuse 
is appropriate if the ESS has knowledge of, observes, or reasonably 
suspects abuse or neglect. 

 
Note:  Reporting child or elder abuse or neglect must occur whenever 
necessary, whether or not a suspected Domestic Abuse victim has self-
identified.  The ESS makes a report to the Department of Aging and Adult 
Services (DAAS) or Children and Family Services (CFS) s/he suspects abuse 
or if someone in the family self-identifies. 

  
Child abuse 
hotline 

Suspected child abuse or neglect is reported to CFS in San Bernardino County 
by calling the child abuse hotline:   
 
 In the San Bernardino area: (909) 384-9233 
 From other areas: (800) 827-8724 

  
Elder abuse 
hotline 

Suspected elder abuse or neglect is reported to DAAS in San Bernardino 
County by calling the elder abuse hotline:  (877) 565-2020. 
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Referring Customers to Domestic Abuse Services 

  
Introduction This section provides information regarding referring customers to contracted 

Domestic Abuse services, and also covers reverse referrals. 

  
How to refer to 
Domestic 
Abuse services 

When a customer is in need of an evaluation by a Domestic Abuse service 
provider, the Employment Services Specialist (ESS) calls the nearest 
contracted provider. An immediate face-to-face evaluation is preferred, and 
most providers are able to send an outreach worker to the Transitional 
Assistance Department (TAD) Employment Services Program (ESP) office 
within the hour. However, the customer and provider may make other 
arrangements if an immediate face-to-face evaluation is not feasible. 
 
The ESS follows the steps below to refer a customer to Domestic Abuse 
services after s/he self-identifies: 

 
Step Action 

1 Give the DV 900 Domestic Abuse Information Notice brochure to 
the customer. 

2 Interview the Domestic Abuse victim to determine ability to 
participate. 
 
 If the customer agrees to speak to a Domestic Abuse service 

provider, go to Step 3. 
 If the customer refuses to speak with a Domestic Abuse service 

provider at this time, go to Step 10. 
 
Note: Domestic Abuse victims are sometimes at greater risk if the 
perpetrator finds out they are seeking help. For this reason, some 
victims may be reluctant to seek help.  

3 Complete and have the customer sign the ABCDM 228 Applicant’s 
Authorization for Release of Information form.   

4 Call the Domestic Abuse service provider to schedule an evaluation 
for the customer.  
 
If the evaluation will take place at the ESP office, arrange a 
private area for a face-to-face evaluation by the provider. 

5 Enroll the customer into the correct contracted Domestic Abuse 
activity in C-IV and sign the WTW 2 Activity Assignment to include 
Domestic Abuse services. 

Continued on next page 
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Referring Customers to Domestic Abuse Services, Continued 

  
How to refer to Domestic Abuse services (continued)  
 

Step Action 
6 Complete Sections 1 and 2 of the HS 711.56 Program Service 

Referral; the provider completes Section 3, gives a copy to the 
customer, and faxes the HS 711.56 back to the ESS within five (5) 
working days of the evaluation. 
 
All forms (attendance and progress, memo to service provider, etc.) 
shared with Domestic Abuse Service Providers for Domestic Abuse 
victims will ONLY include the following information for confidentiality 
and safety purposes: 
 
 Customer’s case number, 
 First name, and 
 Year of birth. 

7 Schedule a return appointment to review the HS 711.56 with the 
customer. 

8 Leave the customer active in other activity(ies) if s/he can continue 
those activities pending results of the Domestic Abuse evaluation. 

9 Review the provider’s recommendations on the HS 711.56 with the 
customer at the return appointment. 

10 Complete the following based on the results of the Domestic Abuse 
evaluation: 
 
 End the activity and place in Good Cause status for Domestic 

Abuse (Go to Step 11.) 
 Keep in Domestic Abuse services (Go to Step 13.) 
 Place in other Welfare-to-Work (WTW) activities (Go to Step 

14.) 
 
Note: For instances where the customer refuses an evaluation by 
the Domestic Abuse service provider, the ESS evaluates the 
customer’s situation to see whether a period of Good Cause would 
be the best option at this time.  If it is, go to the next step.  If not, the 
ESS determines what (WTW) activity would be next for the 
customer.  The customer can be offered Domestic Abuse services 
again at any time. 

Continued on next page 
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Referring Customers to Domestic Abuse Services, Continued 

  
How to refer to Domestic Abuse services (continued)  
 

Step Action 
11 Add the new status of Good Cause for the customer with the status 

reason of “Domestic Abuse”. The 48-month time clock stops while 
the customer is in Good Cause for Domestic Abuse. 

12 Review Good Cause status monthly to determine if the victim is 
ready to participate in Domestic Abuse services or other WTW 
activities.  
 
 If s/he is not ready, extend the Good Cause status end date, 

with Supervising Employment Services Specialist I (SESS I) 
approval. 

 When s/he is ready to participate in Domestic Abuse services, 
contact the provider for assistance as outlined on the previous 
page. 

13 Complete the following if the provider recommends participation in 
Domestic Abuse services: 
 
 Complete an Individual Assessment if the customer has not 

previously been assessed (see Chapter 12 – Assessment). 
 Have the customer sign a new WTW 2 and an Action Plan that 

include the Domestic Abuse services. 
 Authorize supportive services that will enable the customer to 

successfully participate in the Domestic Abuse activity. 
14 Complete Journal entries to cover all actions. 

  
Maintaining 
confidentiality 

A copy of the HS 711.56 is given to the customer unless s/he believes it is too 
risky to have it in his or her possession.  
 

If the … Then … 
ESS and Domestic Abuse 
provider fax the HS 711.56 back 
and forth, 

 The form should not be left at the fax 
machine, 

 Confidentially MUST be maintained, 
and 

 The ESS and Domestic Abuse Service 
Provider will only use the customer’s: 

 
 Case number, 
 First name, and 
 Year of birth.  

Customer hand delivers the HS 
711.56 back and forth from her 
ESS to the Domestic Abuse 
provider, 

 The form can contain all information. 

 
On forms and correspondence, the Domestic Abuse risk evaluator is referred to 
as the “Employment Evaluator.” 

Continued on next page 
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Referring Customers to Domestic Abuse Services, Continued 

 
Notice 
procedures 

A customer who self-identifies as a victim of Domestic Abuse is given the 
opportunity to decide how s/he would like to receive correspondence and 
communication in order to preserve his or her confidentiality and safety. Case 
files must include documentation of any need for alternative notice 
requirements such as: 
 
 Telephone calls, 
 Alternate mailing addresses, or 
 Hand Delivery 
 
A written statement signed by the individual indicating the chosen method must 
be imaged. 
 
The customer can choose to participate in the Safe At Home Program, 
explained later in this section.  
 
The Safe at Home Program is for victims of Domestic Abuse or stalking who 
have escaped or are escaping an abusive environment and need to avoid 
further victimization. This confidential address program provides a no-cost mail 
forwarding service that helps keep the victim’s address confidential. 
 
The Journal entry must indicate the need for alternative notice procedures and 
the method used to notify the customer.  
 
The ESS and Eligibility Worker (EW) must notify each other if the customer 
requests alternate arrangements. If the alternate arrangements change, it is the 
customer’s responsibility to notify the ESS or EW. 

 Continued on next page 



 

ESPHB #0252  (02/12) DOMESTIC ABUSE/SUBSTANCE ABUSE 6-15 
 MENTAL HEALTH SERVICES 

Referring Customers to Domestic Abuse Services, Continued 

 
Reverse 
referrals 

At times, CalWORKs customers may seek out Domestic Abuse services.  
Contracted Domestic Abuse providers need to confirm the CalWORKs eligibility 
of these customers for case management and billing purposes.  To accomplish 
this, contracted Domestic Abuse providers may initiate reverse referrals to 
ESP.  The process is explained below. 

 
Stage Who does 

it 
Description 

1 Contracted 
provider  

Informs the ESS the customer is attending Domestic 
Abuse services to address his/her barriers to 
employment and self-sufficiency. 

2 Contracted 
provider 

Has the customer fax the release of information to 
the ESS. 

3 Contracted 
provider 

Completes Sections 2 and 3 of the HS 711.56 and 
has the customer fax the form to the ESS. 
 
The customer has the option to hand carry all forms 
back and forth from the ESS to the contracted 
Domestic Abuse service provider. If the customer 
chooses to hand carry forms to/from the ESS and 
Domestic Abuse provider, forms can contain all 
information. 

4 ESS Reviews the HS 711.56 and information in the 
computer system and if the customer is: 
 Not eligible for CalWORKs Domestic Abuse 

services: 
 Notifies the service provider within five (5) 

working days via the HS 711.56.  The ESS 
will only use the customer’s first name, year 
of birth when notifying the Domestic Abuse 
service provider. 

 No further action is required. 
 Eligible for CalWORKs Domestic Abuse services: 

 The ESS must notify the provider within five 
(5) working days via the HS 711.56.  

 Go to Stage 5. 
5 ESS  Completes an Individual Assessment if the 

customer has not been previously assessed. 
 Has the customer sign an Action Plan and  

WTW 2 Activity Assignment, which includes the 
Domestic Abuse services. 

 Enrolls the customer into the Domestic Abuse 
contracted activity.  

 Authorizes the supportive services that will enable 
the person to successfully participate in Domestic 
Abuse services. 

Continued on next page 
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Referring Customers to Domestic Abuse Services, Continued 

 
Reverse Referrals, continued 
 

Stage Who does 
it 

Description 

6 Contracted 
provider 

Sends monthly progress reports to the ESS until the 
customer completes the Domestic Abuse activity or 
stops attending, and if the: 
 
 Contract service provider provides monthly 

progress reports, they must use only the 
customer’s case number, first name, and year 
of birth on the monthly progress report. 

 Customer is hand delivering the monthly progress 
reports to her ESS, all information can be 
included on the report. 

7 ESS Completes Journal entries to document all actions. 
8 ESS Forwards the form to the appropriate person/place to 

be imaged into C-IV. 

  
Note:  If the customer tells the ESS s/he is receiving Domestic Abuse services, 
or is staying in a Domestic Abuse shelter, and the provider is contracted, the 
ESS will initiate a referral to the contracted provider. If the provider is not 
contracted, the ESS will follow the instructions for approving non-contracted 
services found later in this section. 
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Customer Communication and Correspondence 

  
Customer 
correspondence 

The Employment Services Specialist (ESS) will provide domestic violence 
customers the opportunity to decide how she will receive communications and 
correspondence from the county. The customer’s case file must include 
documentation of any need for alternative notice requirements such as 
telephone calls, alternate mailing addresses, Safe at Home or hand delivery. 
 
Case files must have imaged documentation, including a written statement 
signed by the customer indicating the chosen. 
 
The ESS will state the chosen method in a Journal entry. 

    
Customer 
communication  

 The ESS will provide a completed referral to the customer to hand carry to 
the Domestic Abuse agency or the ESS may fax the completed referral to 
the contracted Domestic Abuse provider using only the customer’s case 
number, first name, and year of birth. 

 Domestic Abuse agencies can send weekly/monthly Program Progress 
Reports directly to the ESS using only the customer’s case number, first 
name, and year of birth, or give completed Reports to customer to give to 
his/her ESS, which can include all customer information.  

 The ESS will inform the customer it is his/her sole responsibility to ensure 
Program Progress Reports and other related information are completed and 
signed by the Domestic Abuse agency and returned to the ESS within the 
set timeframe.  

 
Note:  The ESS will accept documentation from customers via US Mail, fax or 
hand delivery.  Customers may opt to fax items from the Domestic Abuse 
agency. 
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Domestic Abuse Evaluation Results 

 
Introduction This section provides information regarding recommendations contracted 

Domestic Abuse service providers could make when a customer has been 
referred to them via the HS 711.56. 

  
Overview Evaluation by contracted Domestic Abuse service providers result in six 

possible recommendations as listed on the HS 711.56: 
 
1. The customer does not need Domestic Abuse services at this time. 
2. The customer declines Domestic Abuse services at this time. 
3. Good Cause Non-Participation from Welfare-to-Work (WTW) activities is 

recommended.  
4. The customer is referred to a more intensive level of care. 
5. The customer may participate in WTW activities concurrently with Domestic 

Abuse services. 
6. The customer may participate in Domestic Abuse services only. 
 
Each of these recommendations is discussed in this section. 
 
If the HS 711.56 will be faxed back and forth between the Employment 
Services Specialist (ESS) and Domestic Abuse service provider, the form may 
only contain the customer’s case number, first name, and year of birth. If the 
customer chooses to hand deliver the forms, it can contain all information. 

  
No Domestic 
Abuse services 

If the customer declines or does not need Domestic Abuse services, the ESS 
evaluates the customer for Good Cause. If Good Cause is not indicated, the 
customer is assigned to appropriate WTW activities. 
 
If the customer is assigned to WTW activities and does not participate as 
required, the ESS considers whether being a victim of Domestic Abuse 
contributed to the participation problem before initiating Noncompliance. 

  
Good Cause The contracted Domestic Abuse service provider may recommend Good 

Cause from WTW activities if, for example, the customer agrees to a risk 
evaluation but declines Domestic Abuse services. The ESS places the 
customer in Good Cause status for the time recommended by the provider. 
Good Cause status is reviewed every month. 
 
The ESS may also place the customer in Good Cause status for as long as the 
Domestic Abuse prevents the victim from obtaining employment or participating 
in WTW activities.  The ESS will create a Journal entry with the Good Cause 
reason. 

 
Note: The ESS must have Supervising Employment Services Specialist I 
(SESS I) approval every 30 days. 

Continued on next page 



 

ESPHB #0252  (02/12) DOMESTIC ABUSE/SUBSTANCE ABUSE 6-19 
 MENTAL HEALTH SERVICES 

Domestic Abuse Evaluation Results, Continued 

  
Referred to a 
more intensive 
level of care 

This option (referred to a more intensive level of care) does not apply to 
Domestic Abuse services unless the customer is referred to a program 
unrelated to Domestic Abuse. 
 
Example:  Harriet self-identifies and is evaluated by the Domestic Abuse 
service provider. The Domestic Abuse service provider determines that Harriet 
does not need Domestic Abuse services, but recommends referral to the 
Department of Behavioral Health (DBH) for a Mental Health evaluation due to 
behaviors observed during the risk evaluation. 

  
Concurrent 
Domestic 
Abuse services 

If the contracted Domestic Abuse service provider recommends Domestic 
Abuse services as a concurrent activity, the ESS consults the schedule 
provided on the HS 711.56 and assigns other WTW activities around the 
Domestic Abuse services. 
 
 The ESS completes an Individual Assessment (see Chapter 12 – 

Assessment) if the customer has not already completed an Assessment 
activity. 

 The customer signs a WTW 2 Activity Assignment and an Action Plan that 
includes the Domestic Abuse services. 

 The customer remains in active status in the C-IV system with two or more 
open activities. 

 If possible, the individual satisfies weekly participation requirements and 
participates at least 20 of the required 20/30/35 hours per week, 
87/130/152 hours per month in a Federal activity; Federal activities are 
explained further in the WTW Activities chapter of this handbook.   

 The remaining hours may be in Domestic Abuse services.   
 If the customer is not able to participate for the full hours, the ESS assigns 

Domestic Abuse services and other appropriate WTW activities for as 
many hours as recommended by the Domestic Abuse service provider. 

 
Note: Recommendations made by the provider and all decisions regarding the 
Domestic Abuse activity must be documented in the Journal (see Domestic 
Abuse Journal entries block). 

Continued on next page 
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Domestic Abuse Evaluation Results, Continued 

 
Domestic 
Abuse services 
only 

If the contracted Domestic Abuse service provider recommends Domestic 
Abuse services only: 
 
 The ESS completes an Individual Assessment if the customer has not 

already completed an Assessment activity. 
 The customer signs a new WTW 2 Activity Assignment, if necessary, and 

an Action Plan that includes the Domestic Abuse services. 
 The customer remains in active status, even if the individual participates 

less than 20/30/35 hours per week, 87/130/152 hours per month in 
Domestic Abuse services. 

 The ESS enrolls the customer into the appropriate Domestic Abuse 
contracted activity. 

 The provider notifies the ESS if/when the customer is able to participate in 
additional activities and/or completes or stops attending the program. 

 The ESS documents the decisions made by the provider in the Journal. 
 

Note: If the Domestic Abuse service provider approves the services only 
activity beyond 90 days on the ESP 711.56, Employment Services Manager 
(ESM) approval is not required. 
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Case Management for Domestic Abuse Victims 
  

Introduction  This section provides information concerning aspects of case management for 
Domestic Abuse victims.  This section covers confidentiality for victims, length 
of the activity, progress and attendance, court dates, notification of the provider 
when the customer is no longer CalWORKs eligible, and relocation assistance. 

  
Ensuring 
confidentiality 

To guarantee the privacy and protection of every customer, Employment 
Services Program (ESP) staff must ensure customer confidentiality at all times. 
 
 Conversations about Domestic Abuse must be held in private, and never in 

the presence of the perpetrator. 
 Information must be provided in a non-threatening manner. 
 When confirming personal information, such as a customer’s address, 

Social Security number or phone number, the Employment Services 
Specialist (ESS) asks the customer for the information, rather than telling 
the customer what information has been entered into C-IV. 

 The ESS arranges his/her workstation in such a way that customers cannot 
view or gain access to information about other customers. 

 Information about Domestic Abuse victims and their child(ren) is not 
released to any outside party (except for the service provider), other 
governmental agency, or any employee who is not directly involved in the 
case, unless the information is required to be disclosed by law or the 
release was authorized in writing by the customer. 

 The Journal entry includes only information which pertains to a customer’s 
progress toward his/her goals and the provider’s recommendations.  It does 
not include specific details about the circumstances of the Domestic Abuse. 

 The Release of Information form allows the provider and the ESS to 
exchange relevant information. When requesting information about a 
victim’s participation in services, the ESS understands that the 
confidentiality and integrity of the provider/customer relationship must be 
preserved. 

 To maintain confidentiality, the ESS and contracted Domestic Abuse 
service provider will only use the customer’s case number, first name, 
and year of birth. 

  
Length of 
activity 

Domestic Abuse services are available to the customer for as long as 
necessary. 
 
 The Domestic Abuse provider estimates how long the customer will need 

Domestic Abuse services as part of the initial evaluation of the customer, 
and provides feedback to the ESS on the HS 711.56.  Changes are also 
reported on the HS 711.56 Program Service Referral form. 

 Victims of Domestic Abuse are not subject to the 48-month time limit while 
they are in Good Cause status for Domestic Abuse, nor when they 
participate in Domestic Abuse services as a stand-alone activity. However, 
employment is encouraged as one way to escape financial dependence on 
the perpetrator and/or public assistance. 

Continued on next page 
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Case Management for Domestic Abuse Victims, Continued 

  
Progress and 
attendance 

As part of the initial Domestic Abuse evaluation, the provider estimates the 
length of treatment and gives a weekly schedule to the ESS. Progress and 
attendance is evaluated monthly. 
 
 If the customer completes or stops attending Domestic Abuse services, the 

provider informs the ESS within five (5) working days. 
 The ESP 733.4 Attendance and Progress Report (monthly) is completed by 

the provider and routed to the ESS between the first (1st) and fifth (5th) 
calendar day of each month.  

 Evaluation of progress and attendance for the Domestic Abuse victim is 
limited to the customer’s progress toward his or her goal and the provider’s 
recommendations for service. 

 Schedule changes and weekly schedules are reported on the HS 711.56 
(weekly). 

 Monthly progress and attendance reports are not required for customers 
who are in Good Cause status. Good Cause status must be reviewed 
monthly to verify the Good Cause status. 

 
Note:  A customer should not be in Good Cause status over 30 days. 
Supervising Employment Services Specialist (SESS I) approval is needed to 
continue Good Cause beyond 30 days, except for Good Cause, 2nd parent 
status.  Good Cause, 2nd parent status does not need SESS I approval. 
  

Court dates If a Domestic Abuse victim has court dates related to Domestic Abuse (for 
example, filing restraining orders), this time counts as part of his/her Domestic 
Abuse services activity. 

  
Notifying the 
provider when a 
customer loses 
eligibility 

The ESS must notify a contracted Domestic Abuse service provider via the 
Memo to Service Providers (ESP 019)  whenever a customer: 
 
 Is dropped from Domestic Abuse services before completing the program, 
 or 
 Becomes ineligible for CalWORKs Domestic Abuse services. 

 
Note: The ESS will only identify the Domestic Abuse customer on the ESP 019 
by case number, first name, and year of birth. 
  

Relocation 
assistance 

The Employment Services Program (ESP) does not provide relocation 
assistance for customers in a Domestic Abuse situation. If a customer requests 
relocation assistance, s/he should be referred to the nearest contracted 
Domestic Abuse service provider.  Most contracted providers offer Household 
Establishment Assistance, which can include referrals to affordable housing, 
assistance with moving, furniture, food, clothing and household goods.   
 
The Homeless Assistance Eligibility Worker (EW) at the customer’s local 
Transitional Assistance Department (TAD) office may also be able to offer 
assistance. 
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Journal Entries for Domestic Abuse 
  

Introduction This section provides information regarding Journal entries for Domestic Abuse 
situations. 

  
Purpose of the 
Journal 

The Journal provides a summary of actions taken and/or issues discussed.  
The Journal should not include the Employment Services Specialist (ESS) 
personal opinions, but instead should reflect facts and observations.   
 
When completing a Journal entry, ESSs should keep in mind that their Journal 
entries are viewable by other workers dealing with the same customer.  The 
Journal should give anyone looking at the case a clear and concise picture of 
what is happening with the customer.  Journal entries should: 
 

 Record information not documented elsewhere in the case. 
 Support case management decisions. 
 Remind the ESS of actions needed or taken. 
 Provide a coherent record for case review and audit. 
 Record alternative notice method requested by a Domestic Abuse 

customer. 

  
Domestic 
Abuse Journal 
entries 

Journal entries are limited to facts and are recorded as accurately as possible.  
Domestic Abuse, mental health, and substance abuse issues all present 
challenges for the worker when attempting to complete an accurate Journal 
entry and still maintain the utmost confidentiality for the customer. 
 
Journal entries are not to include specific details about the circumstances of the 
Domestic Abuse, substance abuse, mental health treatment or information 
regarding disabilities.  Journal entries should never name the abuser.  Always 
refer to him/her as the abuser or batterer. 
 
Examples of Journal entries for Domestic Abuse are below. 
 

Example 1 Situation:  Susan was a no show for Orientation; after several attempts to 
reschedule, she completed the activity. During Appraisal Susan confided to the 
ESS the reason she was unable to attend was because she was a victim of 
Domestic Abuse. Susan claimed her companion follows her everywhere she 
goes and she is afraid for her life. The ESS offered to have a Domestic Abuse 
provider come to the office to talk to Susan and she agreed. A representative 
from the nearest Domestic Abuse contracted provider met with Susan in a 
private office.  Susan refused to accept services from the provider. 
 
Journal entry:  Susan completed Orientation and Appraisal.  Susan self-
identified as a victim of Domestic Abuse. Domestic Abuse outreach worker met 
with Susan at the Employment Services Program (ESP) office.  HS 711.56, 
Complaint and Grievance Procedure (HS 39), Release of Information form 
(ABCDM) were hand-delivered to provider.  Susan refused to accept shelter 
and/or counseling services at this time, so Good Cause is recommended by 
provider.  C-IV system updated for current status and review date.  

Continued on next page 
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Journal Entries for Domestic Abuse, Continued 

  
Example 2 Situation:  Kelley was 30 minutes late for the second day of Job Club and was 

counseled about her attendance. At that time the ESS noticed the customer 
had several bruises on her arm. The following day when she arrived for Job 
Club Kelley had a large burn on the side of her face. The ESS suspected Kelley 
is a victim of Domestic Abuse and suggested a referral to a Domestic Abuse 
provider. Kelley claimed she was clumsy and caused the injuries herself. Kelley 
did not complete her activity and non-compliance was initiated. 
 
Journal entry:  Kelley was a no show for days 4 and 5 of Job Club. Non-
compliance initiated. The ESS suspects that Kelley has barriers at home that 
are preventing her from participating. Closed activity, updated status and 
mailed NA 840. The ESS Journals the customer denied she is a victim of 
Domestic Abuse and refused a referral to a Domestic Abuse provider. 
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Time Limits for Domestic Abuse Victims 

  
Introduction This section provides information regarding CalWORKs time limits for Domestic 

Abuse victims and how time limits are affected by participation in Domestic 
Abuse services. 

  
Time limit Victims of Domestic Abuse are not subject to the CalWORKs 48-month time 

limit for any months they are placed in Good Cause status for Domestic Abuse, 
nor for any months in which Domestic Abuse services are recommended and 
used as a stand-alone activity.   Journal entries should clearly indicate the 
customer’s circumstances. 
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Noncompliance for Domestic Abuse Victims 

  
Introduction This section provides information regarding how Noncompliance is handled for 

victims of Domestic Abuse, and how a victim can cure a sanction. 

  
Noncompliance If the Action Plan includes Domestic Abuse services and the victim fails to 

participate in this activity, the activity assignment is changed to the next 
appropriate Welfare-to-Work (WTW) activity. Noncompliance is not initiated for 
failure to attend or make progress in Domestic Abuse services. 

  
Curing a 
sanction 

If a sanctioned customer states that s/he was unable to participate as required 
at the time of the sanction due to Domestic Abuse, the Employment Services 
Specialist (ESS) sends a letter inviting the customer to cure his or her sanction. 
If the customer responds to the letter, Domestic Abuse services may be 
explained and offered. If the customer does not respond to the letter, no further 
action is required. 

 
Note:  A sanctioned customer who needs Domestic Abuse services may cure 
the sanction by participating in Domestic Abuse services, regardless of the 
reason s/he was sanctioned. 
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Domestic Abuse Service Providers 

  
Introduction This section provides information regarding Domestic Abuse service providers, 

what type of services they offer, how to work with non-contracted providers, 
and how the provider’s evaluation affects the customer’s participation in 
Welfare-to-Work (WTW) activities. 

  
Contracted 
providers 

The Transitional Assistance Department (TAD) contracts with various Domestic 
Abuse providers to provide Domestic Abuse services to CalWORKs customers.  
These providers are located throughout the County.  A list of contracted 
Domestic Abuse service providers is located on-line under TAD, Tools. 
Contract information is indicated for specific services and activities offered by 
these contracted providers in the Resource Databank (RDB).   

  
Domestic 
Abuse service 
provider risk 
evaluation 

When a victim chooses Domestic Abuse services, the Domestic Abuse service 
provider begins with a risk evaluation. The evaluation includes: 
 
 Safety of the victim and children 
 Shelter/living arrangements 
 Services needed 
 Financial situation 
 Employment status 

  
Domestic 
Abuse services 
offered 

Domestic Abuse service providers offer services including, but not limited to: 
 
 Initial evaluation of victim’s needs 
 24-hour hotlines 
 Printed information such as cards and brochures 
 Shelter/relocation assistance 
 Counseling 
 Support groups 
 Life skills and parenting classes 
 School enrollment assistance 
 Children’s programs 
 Employment referrals 
 Legal assistance 
 Immigration assistance 
 Court support 

 
Note:  Domestic Abuse victims are not required to live in the shelter to use the 
services offered by contracted Domestic Abuse service providers. 

Continued on next page 
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Domestic Abuse Service Providers, Continued 

  
How the 
provider’s 
evaluation 
affects the 
customer’s 
participation 

When the customer self-identifies as a victim of Domestic Abuse, the 
Employment Services Specialist (ESS) follows instructions outlined in this 
section to offer Domestic Abuse services through the nearest contracted 
provider.  The following examples show how the provider’s evaluation affects 
the customer’s participation in WTW activities.  The customer may also choose 
not to accept the provider’s services; in that situation, the ESS must determine 
whether the customer’s situation warrants a period of Good Cause status. 
 
Example 1:  Noreen is evaluated by the contracted Domestic Abuse service 
provider. The provider recommends that Noreen participate exclusively in 
Domestic Abuse services for 18 hours per week for at least 30 days. Noreen’s 
ESS places her in a Domestic Abuse contracted activity for 30 days. 
 
At the end of 30 days, the Domestic Abuse service provider evaluates Noreen’s 
ability to participate and recommends that Noreen participate in Domestic 
Abuse services concurrently with another activity. Noreen’s ESS places her in 
the next appropriate activity concurrently with Domestic Abuse services. 
 
Example 2:  Maria is evaluated by the Domestic Abuse service provider. She 
works part-time and is able to continue working while participating in Domestic 
Abuse services. She signs an Action Plan to include 30 hours Unsubsidized 
Employment and 2 hours Domestic Abuse services. 
 
Example 3:  Beatrice self-identifies but refuses to be evaluated by the 
Domestic Abuse provider. The ESS determines Beatrice is not able to 
participate at this time and places her in Good Cause for Domestic Abuse for 
30 days. 
 
At the end of 30 days, Beatrice states that Domestic Abuse is no longer a 
barrier, but she provides a CW 61 verifying incapacity. Her ESS exempts her 
for the incapacity time frame. 

Continued on next page 
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Domestic Abuse Service Providers, Continued 

 
Domestic 
Abuse services 
with a non-
contracted 
provider 

When the ESS learns a customer has been attending Domestic Abuse services 
with a non-contracted agency, the Domestic Abuse service may be included as 
an approved activity in the customer’s Action Plan, but the agency will not be 
reimbursed by Employment Services Program (ESP) or TAD for services 
provided to the customer. 

  
Non-contracted 
provider 
referrals 

New Domestic Abuse service referrals are only made to contracted providers. 
Services with non-contracted providers may be approved on a case-by-case 
basis in the situations shown below. 
 

If the customer is… Then the… 
 Already participating successfully 

with a non-contracted provider, 
and 

 The provider or program is 
licensed or certified, 

Customer may continue with the 
non-contracted provider for Domestic 
Abuse services.  

Not already participating in a 
program, but asks to be referred to a 
non-contracted provider, 

ESS refers the customer to a 
contracted provider for Domestic 
Abuse services. 

 

  
Provider 
responsibilities 

When a customer is in Domestic Abuse services with a non-contracted 
provider, using only the customer’s case number, first name, and year of 
birth. The provider must: 
 
 Document and report the customer’s attendance and progress to the ESS 

every month, and 
 Agree there will not be any cost reimbursement from TAD/ESP for 

Domestic Abuse services provided to the customer. 

Continued on next page 
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Domestic Abuse Service Providers, Continued 

  
How to approve 
non-contracted 
services 

The ESS follows the steps below to approve non-contracted Domestic Abuse 
services: 

Step Action 
1 Has the customer: 

 
 Sign the Applicant’s Authorization for Release of Information 

(ABCDM 228), and  
 Hand delivers the form to the provider. 
 
If the customer refuses to sign a release of information, it is his or 
her responsibility to provide necessary documentation to the ESS. 

2 Completes Sections 1 and 2 of the HS 711.56 and has the customer 
hand deliver the form to the provider (if the provider is willing to use 
the form). 
 
A provider who does not want to use the HS 711.56 may use his/her 
agency’s evaluation form(s). 

3 Schedules a return appointment to review the provider’s 
recommendations with the customer. 

4 Enrolls the customer into the appropriate non-contracted Domestic 
Abuse activity. 
 
The non-contracted provider and associated services and activities 
may need to be added to the Resource Databank. 

5 Leaves the customer active in other activity(ies) if s/he can continue 
those WTW activities. 

6 Completes the following at the return appointment: 

 Completes an Individual Assessment if the customer has not 
previously completed an Assessment activity. 

 Has the customer sign an Activity Assignment (WTW 2) and 
Action Plan (PLAN 107 CIV) that includes Domestic Abuse 
service. 

 Authorizes supportive services that will enable the customer to 
successfully participate in the Domestic Abuse activity. 

7 Reviews progress and attendance monthly using the Attendance 
and Progress Report (ESP 733.4) or the provider’s standard 
progress and attendance form(s). 

8 Completes Journal entries explaining every step of the process. 
9 Images all completed forms. 

 
Note:  Do not send new referrals to non-contracted providers.  New referrals 
should only be sent to contracted Domestic Abuse service providers. 
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Victim Notification 

  
Introduction This section provides information regarding the victim notification system 

available in San Bernardino County. 

  
San Bernardino 
County V.I.N.E. 

San Bernardino County has a 24-hour automated notification system called 
Victim Information and Notification Everyday (V.I.N.E.). The system phones 
victims or others when an inmate of a San Bernardino County jail is to be 
released. 
 
Crime victims, including Domestic Abuse victims whose perpetrators are 
incarcerated, can use the V.I.N.E. system in two ways: 
 
1. Anyone can register with the V.I.N.E. system if they wish to be notified 

when an inmate is to be released. They call the system at (800) 247-0551 
to register. V.I.N.E. will call them. 

2. Anyone can check the status of an inmate at any time by calling 
(800) 247-0551. 

  
Tracking 
inmates in other 
counties or 
states 

San Bernardino County V.I.N.E. tracks inmates of San Bernardino County 
facilities only. Inmates in other counties and states are not tracked by V.I.N.E. 
unless their county or state has purchased the system. To find out if another 
county or state has V.I.N.E., the interested party should call customer service at 
(800) 865-4314. 
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Safe at Home California Confidential Address Program 

  
Introduction  This section provides information regarding Safe at Home, a confidential 

address program available in California. 

  
Overview The Safe at Home California Confidential Address Program (Safe at Home) 

helps victims of Domestic Abuse or stalking who have escaped or are escaping 
an abusive environment to avoid further victimization. This confidential address 
program provides a no-cost mail forwarding service that helps keep the victim’s 
address confidential. 

  
How the Safe at 
Home Program 
works 

Upon enrollment in the Safe at Home Program, each certified customer is 
assigned a confidential Post Office (P.O.) address to use in place of a home 
address. 
 
Each customer receives an official authorization identification (ID) card 
containing a substitute address for use in business or public transactions 
requiring a residence or mailing address. State and local agencies are required 
to accept the Safe At Home address when the customer presents his or her 
authorization card. 
 
The Safe at Home Program is not a witness protection program. It is simply a 
mail forwarding service offered as a precautionary measure for use with the 
victim’s overall health and safety plan. 

  
Eligibility In order to qualify for the Safe at Home Program, applicants must enroll and 

provide specified information regarding being a victim of Domestic Abuse or 
stalking to the local agency operating the program. 
 
The application process includes a requirement that the applicants meet with a 
Safe at Home victims’ assistance counselor and receive orientation information 
about the program. 

  
Ensuring 
security 

San Bernardino County must use every safeguard to ensure that cases 
identified as Safe at Home customers are kept secure. Such safeguards 
include: 
 
 Not maintaining the actual residence address in any computer/automated 

system. 
 Continuing to use the Safe at Home P.O. address on all computer-

generated documents/mailings.  
 Noting in the Journal that the customer participates in the Safe at Home 

program. 

Continued on next page 
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Safe at Home California Confidential Address Program, 
Continued 

  
Enrolling 
agencies 

The following are the Safe at Home enrolling agencies located in San 
Bernardino County. 
 

Agency Area Phone 
National Domestic Violence Assoc. All (800) 799-7233 
Desert Sanctuary, Inc. Barstow (760) 256-3441 
San Bernardino County District 
Attorney’s Office Victim/Witness 
Assistance Center (Barstow) 

Barstow (760) 256-4802 

Morongo Basin Unity Home, Inc. Joshua Tree (760) 366-9663 
San Bernardino County District 
Attorney’s Office Victim/Witness 
Assistance Center (Joshua Tree) 

Joshua Tree (760) 366-5740 

High Desert Domestic Abuse Program Victorville (760) 949-4357 
San Bernardino County District 
Attorney’s Office Victim/Witness 
Assistance Center (Victorville, Adelanto, 
Hesperia, Big Bear, Morongo) 

Victorville (760) 552-6944 

Better Way/Victor Valley Domestic 
Violence Victorville 

(760) 955-8010 
after hours 
hotline (760) 
955-8723 

Doves of Big Bear Valley Inc. (DOVES) 

Big Bear Lake 

(909) 866-1546 
24 hour crisis 
hotline (800) 
851-7601  

San Bernardino County District 
Attorney’s Office Victim/Witness 
Assistance Center (Fontana, 
Bloomington, Rialto) 

Fontana (909) 356-3414 

San Bernardino County District 
Attorney’s Office Victim/Witness 
Assistance Center (Rancho 
Cucamonga, Alta Loma Upland, 
Ontario, Montclair, Etiwanda) 

Rancho 
Cucamonga (909) 945-4241 

Option House, Inc. San Bernardino (909) 381-3471 
San Bernardino County District 
Attorney’s Office Victim/Witness 
Assistance Center (San Bernardino, 
Highland, Loma Linda, Colton, Muscoy) 

San Bernardino (909) 387-6540 
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Section B 

Substance Abuse Services 

Overview 

  
Introduction This section provides information regarding Substance Abuse services 

available to assist CalWORKs customers in reaching self-sufficiency. 

  
References The following references apply to this section: 

 
 42-711.57 
 42-716.6 
 ACL 04-41 

  
Background Substance Abuse services are used to: 

 
 Determine if a Substance Abuse problem exists, and 
 Provide treatment services at the level of care required to remove 

Substance Abuse as a barrier to employment. 

  
Contents This section contains the following topics: 
 

Topic See Page 
Identifying the Need for Substance Abuse Services 6-35 
Background of Substance Abuse Services 6-38 
Referring Customers to Contracted Providers 6-39 
Approving Substance Abuse Services with Non-Contracted 
Providers 

6-41 

Substance Abuse Evaluation Results 6-43 
Case Management for Substance Abuse Services 6-46 
Journal Entries for Substance Abuse 6-49 
Substance Abuse Participation Examples 6-51 
Perinatal Treatment Programs 6-53 
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Identifying the Need for Substance Abuse Services 

  
Introduction This section provides information regarding who is eligible for Substance Abuse 

services, signs of a potential abuse problem, using the Simple Screening Tool, 
and the Substance Abuse services offered. 

  
Eligibility 
criteria 

The following individuals are eligible to receive CalWORKs Substance Abuse 
services: 
 
 CalWORKs customers. 
 An Assistant Unit (AU) family member whose Substance Abuse problem 

interferes with the CalWORKs customer’s ability to obtain employment or 
participate in Welfare-to-Work (WTW) activities. 

 CalWORKs applicants, pending approval of cash aid. 

  
Temporary 
absence from 
the home 

When a CalWORKs customer agrees to be hospitalized to receive treatment for 
Substance Abuse problems in order to accept or maintain employment or 
participate in other WTW activities, s/he may be eligible for cash aid for the 
duration of the hospital stay.  Hospitalization includes medical hospitals, 
psychiatric care facilities, and Substance Abuse treatment facilities. 

  
Signs of a 
potential 
Substance 
Abuse problem 

Signs of a potential Substance Abuse problem include, but are not limited to: 
 
 Self-identification 
 Unclear, slurred, incoherent, or too rapid speech 
 Observable signs: tracks, sores, cigarette burns, nicotine stains, tremors, 

overall appearance, drug or alcohol odor 
 DUI history 
 Involvement in drug court 
 Mood swings 
 Prior treatment history 
 Financial problems, unpaid bills, misuse of funds 
 Chronic instability 

Continued on next page 
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Identifying the Need for Substance Abuse Services, Continued 

  
ESS actions 
upon learning 
of potential 
Substance 
Abuse 

If there is a concern that a Substance Abuse problem impairs the customer’s 
ability to obtain or retain employment, the Employment Services Specialist 
(ESS) discusses it with the customer. The ESS explains Substance Abuse 
services.  
 
 If the customer refuses Substance Abuse services, s/he continues the 

current activity or is assigned to the next appropriate WTW activity(ies). 
 If the customer wants and needs Substance Abuse services, the ESS 

refers him or her to a contracted service provider. 
 If the customer is already in a court-ordered Substance Abuse program, 

s/he may continue in the program. If the program is not with a contracted 
provider, see “Approving Substance Abuse Services with Non-Contract 
Providers” later in this section. 

  
Referral to 
Children and 
Family Services 

A customer’s self-disclosure of Substance Abuse is not in itself evidence of 
child abuse or neglect. 
 
 Referral to Substance Abuse services is always appropriate when a 

customer self-identifies as having a Substance Abuse problem. 
 Referral to Children and Family Services (CFS) is appropriate if the ESS 

has knowledge of, observes or reasonably suspects child abuse. 
 Employees can make referrals to CFS by calling the San Bernardino 

County Child Abuse Hotline at (800) 827-8724. 

Continued on next page 
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Identifying the Need for Substance Abuse Services, Continued 

  
Substance 
Abuse services 
offered 

The purpose of Substance Abuse services is to overcome Substance Abuse 
barriers to obtaining and retaining employment. Contracted providers offer 
Substance Abuse services including, but not limited to: 
 
 Substance Abuse evaluation 
 Development of a treatment plan 
 Counseling 
 Treatment (Residential and Outpatient) 
 Progress reports to the ESS 
 Opportunities for service to the community 
 Treatment for family members, if the Substance Abuse problem interferes 

with the customer’s ability to participate in WTW activities 
 Any other appropriate services 

  
Services 
contracted 
providers do 
not provide 

The following services are not included as contracted services under the 
Transitional Assistance Department’s (TAD’s) Memorandum of Understanding 
(MOU) with Alcohol and Drug Services (ADS), but may be included as 
approved activities in a customer’s Action Plan: 
 
 Methadone treatment (can be paid by Medi-Cal) 
 Drug testing that is not part of a contracted treatment program 
 Court-ordered Driving Under the Influence (DUI) programs 
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Background of Substance Abuse Services 

  
Introduction This section provides information regarding contracted providers that are 

available for Substance Abuse services, and the role that the Alcohol and Drug 
Services (ADS) Program plays in providing Substance Abuse services to 
CalWORKs customers. 

  
Substance 
Abuse service 
providers 

Contracted Substance Abuse service providers and the areas they serve are 
included in the Resource Databank (RDB) in the C-IV system.  New referrals 
are made to contracted providers.  Referral procedures are explained later in 
this section. 
 
Customers may wish to continue with the same provider if they are already in a 
Substance Abuse program before the Employment Services Specialist (ESS) is 
aware of the need for Substance Abuse services. Procedures for dealing with 
non-contracted providers are explained later in this section. 

  
ADS ADS is a division of the San Bernardino County Department of Behavioral 

Health (DBH).  ADS oversees alcohol and drug treatment for CalWORKs 
customers and provides reports to the state and to the Transitional Assistance 
Department (TAD) Administration. 

  
ADS contact 
information 

Copies of Substance Abuse referral forms must be faxed to ADS at: 
 
ATTN:  Paul Terrazas 
             Department of Behavioral Health (DBH) 
 Alcohol and Drug Services Administration 
 Phone: (909) 873-4427 
 Fax:  (909) 421-9466 
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Referring Customers to Contracted Substance Abuse 
Providers 

 
Introduction This section provides information regarding referring CalWORKs customers to 

contracted Substance Abuse service providers for treatment. 

 
How to refer to 
Substance 
Abuse services 

The Employment Services Specialist (ESS) follows the steps below to refer a 
customer to Substance Abuse services with a contracted service provider: 

 
Step Action 

1 Discusses Substance Abuse services with the customer.  
 If s/he agrees to a referral, go to Step 2. 
 If s/he does not agree to a referral, assign to the next appropriate 

Welfare-to-Work (WTW) activity(ies). 
2 Completes the C-IV Release of Information form (ABCDM 228) and 

Sections 1 and 2 of the HS 711.56 Program Services Referral.   
3  Searches for contracted Substance Abuse service providers in C-IV. 

 Calls the closest contracted provider to schedule an evaluation. 
4 Leaves the customer active in other WTW activity(ies) if s/he can continue 

those activities pending results of the Substance Abuse evaluation. 
5 Enrolls the customer into the correct contracted Substance Abuse activity 

in C-IV and has the customer sign a WTW 2 Activity Assignment to include 
the Substance Abuse activity. 

6 Distributes forms as follows: 
 Customer: Receives copies of the HS 711.56 and the ABCDM 228 

Applicant’s Authorization for Release of Information. 
 Provider: Faxes all referral forms.  
 ADS: Faxes all referral forms to Paul Terrazas at  

(909) 421-9466. 
 
Documents not produced by and saved in C-IV need to be imaged 
according to office protocol.

7 Reviews the provider’s recommendations on the HS 711.56; provider 
should be completing Section 3 and returning the form to the ESS within 
five (5) working days of the evaluation. 

8 Reviews the case based on the results of the Substance Abuse evaluation, 
and: 
 Ends activity and place in Good Cause status, or  
 Keeps in Substance Abuse services, and/or 
 Places in other WTW activity(ies). 

9 Completes the following when the provider recommends Substance Abuse 
services, and: 
 Completes an Individual Assessment if the customer has not previously 

completed an Assessment activity. 
 Has the customer sign a new WTW 2 Activity Assignment and Action 

Plan that include Substance Abuse services. 
 Authorizes supportive services to enable the customer to successfully 

participate in Substance Abuse services. 
10 Completes a Journal entry to document all actions. 
11 Images documents per office protocol. 

Continued on next page 
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Referring Customers to Contracted Substance Abuse 
Providers, Continued 

  
Reverse 
referrals 

CalWORKs customers may seek out Substance Abuse services themselves.  
Contracted Substance Abuse providers need to confirm the CalWORKs 
eligibility of these customers for case management and billing purposes.  To 
accomplish this, contracted Substance Abuse providers may initiate reverse 
referrals to Employment Services Program (ESP).  The process is explained 
below. 

 
Stage Who does it Description 

1 Contracted 
provider  

Informs the ESS the customer is attending 
Substance Abuse services to address his/her 
barriers to employment and self-sufficiency. 

2 Contracted 
provider 

Faxes the release of information to the ESS. 

3 Contracted 
provider 

Completes Sections 2 and 3 of the HS 711.56 and 
faxes the form to the ESS and to ADS. 

4 ESS  Reviews the HS 711.56 and information in the 
computer system and: 

 If the customer is not eligible for CalWORKs 
Substance Abuse services, notifies the service 
provider within five (5) working days via the HS 
711.56.  No further action is required. 

 If the customer is eligible for CalWORKs 
Substance Abuse services, the ESS must notify 
the provider within five (5) working days via the 
HS 711.56.  Go to Stage 5. 

5 ESS  Completes an Individual Assessment if the 
customer has not been previously assessed. 

 Has the customer sign an Action Plan and WTW 
2 Activity Assignment that include the 
Substance Abuse services. 

 Enrolls the customer into the Substance Abuse 
contracted activity.  

 Authorizes the supportive services that will 
enable the person to successfully participate in 
Substance Abuse services. 

6 Contracted 
provider 

Sends monthly progress reports to the ESS until the 
customer completes the Substance Abuse services. 

7 ESS Completes a Journal entry to document all actions. 
8 ESS Forwards all completed forms to the appropriate 

person/place to be imaged. 
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Approving Substance Abuse Services with Non-Contracted 
Providers 

  
Introduction This section provides information regarding non-contracted Substance Abuse 

providers. 

  
Information 
regarding 
non-contracted 
providers 

New Substance Abuse service referrals are only made to contracted providers. 
Services with non-contracted providers may be approved on a case-by-case 
basis in the situations shown here. 
 

If the customer is… Then the… 
 Already participating successfully 

with a non-contracted provider, 
and 

 The provider or program is 
licensed or certified, 

Customer may continue with the 
non-contracted provider for 
Substance Abuse services.  

Court-ordered to participate with a 
non-contracted provider, 
Not already participating in a 
program, but asks to be referred to a 
non-contracted provider, 

Employment Services Specialist 
(ESS) refers the customer to a 
contracted provider for Substance 
Abuse services. 

 

  
Provider 
responsibilities 

When a customer is in Substance Abuse services with a non-contracted 
provider, the provider must: 
 
 Document and report the customer’s attendance and progress to the ESS 

every month. 
 Agree there will not be any cost reimbursement from the Transitional 

Assistance Department (TAD) Employment Services Program (ESP) for 
Substance Abuse services provided to the customer. 

Continued on next page 
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Approving Substance Abuse Services with Non-Contracted 
Providers, Continued 

  
How to approve 
non-contracted 
services 

The ESS follows the steps below to approve non-contracted Substance Abuse 
services: 

Step Action 
1 Has the customer sign the Applicant’s Authorization for Release of 

Information (ABCDM 228) and has the customer hand deliver the 
form to the provider. 
 
If the customer refuses to sign a Release of Information, it is his or 
her responsibility to provide necessary documentation to the ESS. 

2 Completes Sections 1 and 2 of the HS 711.56 and faxes the form to 
the provider, if the provider is willing to use this form.  
 
A provider who does not want to use the HS 711.56 may use his/her 
agency’s evaluation form(s). 

3 Schedules a return appointment to review the provider’s 
recommendations with the customer. 

4 Leaves the customer active in other Welfare-to-Work (WTW) 
activity(ies), if the customer can continue these activities. 

5 Follows the steps below at the return appointment: 
 
 Completes an Individual Assessment if the customer has not 

previously completed an Assessment activity. 
 Has the customer sign an Activity Assignment (WTW 2) and 

Action Plan (PLAN 107 CIV) that include the Substance Abuse 
service. 

 Authorizes the supportive services that will enable the customer 
to successfully participate in the Substance Abuse activity. 

6 Enrolls the customer into the appropriate non-contracted Substance 
Abuse activity.   
 
The non-contracted provider and associated services and activities 
may need to be added to the Resource Databank (RDB). 

7 Reviews progress and attendance monthly using the Attendance 
and Progress Report (ESP 733.4) or the non-contracted provider’s 
standard progress and attendance form(s). 

8 Completes Journal entries to document all actions. 
9 Images all completed forms.  
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Substance Abuse Evaluation Results 

  
Introduction This section provides information regarding the possible recommendations the 

contracted Substance Abuse service provider will make after a customer has 
been referred for Substance Abuse services. 

  
Overview Evaluation by Substance Abuse service providers results in six possible 

recommendations as listed on the Program Services Referral (HS 711.56): 
 
1. The customer does not need Substance Abuse services at this time. 
2. The customer declines Substance Abuse services at this time. 
3. Good Cause Non-Participation from Welfare-to-Work (WTW) activities is 

recommended. 
4. The customer is referred to a more intensive level of care. 
5. Participation in WTW activities concurrently with Substance Abuse services.
6. Substance Abuse services only. 
 
Each of these recommendations is discussed in this section. The Employment 
Services Specialist (ESS) assigns the customer as recommended by the 
Substance Abuse service provider, unless there is a disagreement. 
Disagreements are discussed later in this section. 

  
Action Plan A customer’s Action Plan is developed based on the results of the contracted 

Substance Abuse provider’s evaluation and recommendations. 

  
No Substance 
Abuse services 

If the customer declines or does not need Substance Abuse services, the ESS 
assigns the customer to the next appropriate WTW activity. 
 
 If the customer does not participate in the assigned activities, the ESS 

initiates Noncompliance. 
 If the customer responds to Noncompliance notice(s), the ESS offers 

Substance Abuse services again. 

  
Good Cause If the contracted Substance Abuse service provider recommends Good Cause 

from WTW activities, the ESS evaluates the customer for possible Good Cause 
status.  The ESS: 
 
 Normally places the customer in Good Cause status based on the 

recommendation from the provider. (If the ESS and provider do not agree, 
see “Disagreements” block later in this chapter.) 

 Completes a Journal entry explaining referral results. 
 Reviews the Good Cause status monthly.  The CalWORKs 48-month clock 

does not stop while the customer is in a Good Cause status due to 
Substance Abuse issues. 

 
Note: Supervising Employment Services Specialist I (SESS I) approval is 
required every 30 days. 

Continued on next page 
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Substance Abuse Evaluation Results, Continued 

  
Referred to a 
more intensive 
level of care 

If a contracted provider recommends a more intensive level of care: 
 
 The provider establishes care for the customer. 
 The provider writes the name and telephone number of the care provider 

on the HS 711.56, which is returned to the ESS. 
 The ES obtains a new, signed Release of Information form from the 

customer so that the new provider may discuss relevant case information 
with the ESS.  

 The ESS forwards the Release and HS 711.56 to the new provider. 
 In some cases, the customer may be able to participate in WTW activities 

concurrently with the Substance Abuse service. 
 The ESS completes and has the customer sign a WTW 2 to change the 

location and schedule of the Substance Abuse service. 
 
If a non-contracted Substance Abuse service provider recommends a more 
intensive level of care: 
 
 The ESS determines the next appropriate action. 
 The ESS may consult the Substance Abuse service provider for 

recommendations. 

Continued on next page 
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Substance Abuse Evaluation Results, Continued 

 
Concurrent 
Substance 
Abuse services 

If the provider recommends Substance Abuse services as a concurrent activity, 
the ESS consults the schedule provided on the HS 711.56.  Substance Abuse 
services should be available during flexible hours to allow participation in WTW 
activities. 
 
 The ESS schedules the customer for Assessment if the customer has not 

already completed an Assessment activity. 
 The customer signs a WTW 2 Activity Assignment and an Action Plan that 

include the Substance Abuse services.  
 The customer is in an active status in the C-IV system. 
 If possible, the customer satisfies the 20/30/35 hour, 87/130/152 monthly 

requirement in a Federal activity; Federal activities are explained further in 
Chapter 14, WTW Activities. 
 Example of participation hours:  The Service Provider determines a 

customer (Single Custodial Parent with a child under six years of age) 
needs 8 hours/week of Substance Abuse treatment, the customer 
would then need to participate 20 hours in a Federal (core) activity to 
meet Federal requirements, Priority 1. 

 If the customer is not able to participate for the full required hours, the ESS 
assigns Substance Abuse services and other appropriate WTW activity(ies) 
for as many hours as recommended by the Substance Abuse service 
provider. 

 
Substance 
Abuse services 
only 

If the contracted service provider recommends Substance Abuse services only: 
 
 Substance Abuse services are allowable as a stand-alone activity for up to 

three (3) months. (See “Length of Activity” later in this section.) The ESS 
must obtain Employment Services Manager (ESM) approval after three (3) 
months of a stand-alone Substance Abuse activity.  

 The ESS completes an Individual Assessment (see Chapter 12 – 
Assessment) if the customer has not already completed an Assessment 
activity.  

 The customer signs a WTW 2 Activity Assignment and Action Plan that 
includes the Substance Abuse service.  

 The customer is in active status even if the provider recommends and the 
individual participates less than 20/30/35 hours per week, 87/130/152 
monthly hours in Substance Abuse services. 

 Document the decision of the service provider decision in the Journal. 
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Case Management for Substance Abuse Services 

  
Introduction  This section provides information regarding case management for Substance 

Abuse services.  This section includes information about confidentiality, 
disagreements, length of activity, progress/attendance, Noncompliance, time 
limits and notification of provider when the customer loses eligibility for services.  

  
Ensuring 
confidentiality 

The C-IV Applicant’s Authorization for Release of Information (ABCDM 228) is 
signed and forwarded to the provider as part of the referral to Substance Abuse 
services.   
 
 The Release of Information allows the contracted provider, Alcohol and 

Drug Services (ADS) and the Employment Services Specialist (ESS) to 
exchange relevant information. 

 When requesting information about a customer’s attendance or progress, 
the ESS understands the confidentiality and integrity of the provider/ 
customer relationship is to be preserved. 

 
To guarantee the privacy and protection of every customer, Employment 
Services Program (ESP) staff must ensure customer confidentiality at all times. 
 
 When confirming personal information, such as a customer’s address, 

Social Security number or phone number, the ESS asks the customer for 
the information, rather than telling the customer what information has been 
entered into the C-IV system. 

 The ESS ensures customers cannot view or gain access to information 
about other customers. 

 Personal information about a customer is never released without his/her 
written consent. 

 The Journal entry includes only that information which pertains to a 
customer’s progress toward his/her goals and the provider’s 
recommendations. 

  
Disagreements If the ESS does not agree with the Substance Abuse service provider’s 

recommendation, the ESS calls the clinician and attempts to resolve the 
situation. If the clinician and the ESS cannot agree, the Supervising 
Employment Services Specialist I (SESS I) and Clinic Supervisor resolve the 
situation. 

Continued on next page 
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Case Management for Substance Abuse Services, Continued 

  
Length of 
activity  

Substance Abuse services can be a stand-alone activity for up to three (3) 
months. 
 
 Before the end of the three (3) months, the ESS consults with the 

Substance Abuse service provider to see if further treatment is necessary.  
 The customer may not continue Substance Abuse services as a stand-

alone activity unless: 
 S/he is in a residential treatment program or an intensive day treatment 

program that requires him or her to stay at the program site for a 
minimum of three (3) hours a day, three (3) days a week, or is otherwise 
unable to participate in other activities.  

 The customer may continue Substance Abuse services as a concurrent 
activity as long as necessary, up to the CalWORKs 48-month time limit.   

 When participating in concurrent Substance Abuse services, the customer 
should be in at least 20 hours per week/87 hours per month of a federal 
activity; the remaining hours can be in Substance Abuse services. 

 
Note: The ESS must obtain Employment Services Manager (ESM) approval 
after three (3) months of a stand-alone Substance Abuse activity. 

  
Progress and 
attendance 

As part of the initial Substance Abuse evaluation, the provider estimates the 
length of treatment and gives a weekly schedule. Progress and attendance are 
evaluated monthly after that. 
 
 Attendance and Progress Reports (ESP 733.4) are filled out by the clinician 

and provided to the ESS between the first (1st) and fifth (5th) calendar day of 
each month. 

 If the customer completes or stops attending Substance Abuse services, 
the clinician informs the ESS within five (5) working days. 

 Non-contracted providers may use the ESP 733.4 to report attendance and 
progress to ESP, or they may use their agency’s standard progress and 
attendance report.  The ESS must obtain verification of attendance from the 
non-contracted provider. 

 Progress and attendance reports are provided to the ESS for as long as the 
customer is in concurrent or stand-alone Substance Abuse services 
activities. 

 Continued on next page 
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Case Management for Substance Abuse Services, Continued 

  
Noncompliance When Substance Abuse services are part of the Action Plan, the customer is 

obligated to participate in them. If the customer fails to comply, the ESS 
consults the provider to determine cause. 
 
 If, in consultation with the provider, the ESS determines that the customer 

has failed to comply without Good Cause, Noncompliance is initiated.  
 If the customer responds to Noncompliance notice(s), the ESS offers 

Substance Abuse services again. 
 If the customer has not complied with participation requirements for an 

activity other than Substance Abuse, the ESS must determine if the 
Substance Abuse problem caused or substantially contributed to his/her 
failure to comply. The ESS must consult the Substance Abuse service 
provider when making this determination. 

  
Curing a 
sanction 

A sanctioned customer who needs Substance Abuse services may cure the 
sanction by participating in Substance Abuse services, regardless of the reason 
for which s/he was sanctioned. 

  
Time limits The CalWORKs 48-month time limit applies to customers who participate in 

Substance Abuse services or are placed in Good Cause status for Substance 
Abuse issues. 

  
Notifying the 
provider when a 
customer loses 
eligibility 

The ESS must notify a contracted Substance Abuse service provider via the 
ESP 019 Memo to Service Providers whenever a customer: 
 
 Is dropped from Substance Abuse services before completing the program,  
 or 
 Becomes ineligible for CalWORKs Substance Abuse services. 
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Journal Entries for Substance Abuse 

  
Introduction This section provides information regarding Journal entries for Substance 

Abuse situations. 

  
Purpose of the 
Journal 

The Journal provides a summary of actions taken and/or issues discussed.  
The Journal should not include the Employment Services Specialist’s (ESS) 
personal opinion, but instead should reflect facts and observations.   
 
When completing a Journal entry, the ESS should keep in mind that Journal 
entries are viewable by other workers dealing with the same customer.  The 
Journal should give anyone looking at the case a clear and concise picture of 
what’s happening with the customer.  Journal entries should: 
 
 Record information not documented elsewhere in the case. 
 Support case management decisions. 
 Remind the ESS of actions needed or taken. 
 Provide a coherent record for case review and audit. 

  
Substance 
Abuse Journal 
entries 

Substance Abuse presents some challenges for the ESS when attempting to 
complete an accurate Journal entry and still maintain the utmost confidentiality 
for the customer.  
 
Examples of Journal entries for Substance Abuse are provided below. 

  
Example 1 Situation:  Job Services facilitator feels Tim is uninterested and inattentive 

during Job Club.  While counseling Tim, the ESS suspects s/he smells alcohol 
and thinks Tim is intoxicated. The ESS offers Tim a referral to Substance 
Abuse provider but Tim denies he has a drinking problem and refuses to accept 
the referral. Tim stopped attending the job services activity and Noncompliance 
was initiated. 
 
Journal entry:  Tim failed to complete job services activity. The ESS suspects 
barriers, but Tim said he has no problems and declined referral. Activity closed 
and Noncompliance initiated. 

Continued on next page 
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Journal Entries for Substance Abuse, Continued 

   
Example 2 Situation:  Joanne completed Orientation and during Appraisal told her ESS 

that she has a drinking problem and smokes marijuana daily. Joanne did not 
feel that she could pass a drug test or become successfully employed and she 
said she would be unable to attend job club because she is starting a court-
ordered substance abuse program. Verification of program provided. ESS 
explained that although ESP cannot pay fines, the court-ordered program can 
be her assigned activity and Joanne agreed. 
 
Journal entry:  Joanne completed O/A, all forms completed. Joanne self-
identified as a substance abuser and provided verification of court-ordered 
program. HS 711.56 and the, Release of Information (ABCDM 228) form faxed 
to provider. C-IV system updated and WTW 2 signed for substance abuse 
activity.  Individual Assessment completed, customer goals updated and Action 
Plan signed. 
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Substance Abuse Participation Examples 

  
Introduction This section provides information regarding different Substance Abuse 

participation situations that may occur, and shows how the Employment 
Services Specialist (ESS) responds to those situations. 

  
Example 1 At Appraisal, Todd shows a court order that obligates him to be at a Substance 

Abuse treatment center for 30 hours per week for the next six (6) months. The 
ESS consults with the treatment center after obtaining a release from Todd, 
and it is determined that he is participating in the required activities; the 
treatment center also confirms that this is the only activity Todd can participate 
in at this time.  
 
The ESS completes an individual assessment with Todd (see Chapter 12 – 
Assessment). 
 
Todd signs a WTW 2 Activity Assignment and an Action Plan that includes 30 
hours per week of Substance Abuse services as the initial Welfare-to-Work 
(WTW) activity. When Todd completes his Substance Abuse program in six (6) 
months, he will sign a new activity assignment for the next WTW activity. 

  
Example 2 Michelle attends Job Services, but her ESS suspects a Substance Abuse 

problem is interfering with her progress. Michelle acknowledges the problem 
during a consultation with her ESS, and expresses interest in Substance Abuse 
services.  
 
The ESS calls the nearest contracted Substance Abuse service provider to 
schedule Michelle’s initial appointment, and places Michelle in Substance 
Abuse Services with a review date of five (5) business days after the 
appointment. The ESS distributes copies of the referral forms to Michelle, 
Alcohol and Drug Services (ADS) Coordinator, and the Substance Abuse 
service provider.  Forms not generated by/saved in C-IV are imaged according 
to office protocol. 
 
The ESS receives the Program Services Referral (HS 711.56) from the 
provider. Michelle did not show for her appointment. 
 
The ESS calls Michelle to offer her a second opportunity to participate in 
Substance Abuse services. Michelle states she will participate. The ESS 
schedules a second appointment, and extends the activity review date until five 
(5) days after the second appointment.  
 
Michelle shows for the appointment. The provider recommends Michelle 
participate in stand-alone Substance Abuse services for 24 hours per week for 
the next 4 months.  Michelle completes an Action Plan to include the Substance 
Abuse services. 

Continued on next page 
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Substance Abuse Participation Examples, Continued 

  
Example 3 Pat’s ESS suspects a Substance Abuse problem and provides information on 

Substance Abuse services. Pat refuses Substance Abuse services. Her ESS 
assigns Pat to Job Services, but Pat stops attending. Pat does not respond to a 
telephone call from her ESS to determine why she has stopped attending and 
to offer Substance Abuse services again, if necessary.  
 
Since Pat refuses Substance Abuse services and is not participating as 
required in her WTW activity, the ESS initiates Noncompliance. 

  
Example 4 The Substance Abuse service provider recommends Cory participate in 5 hours 

per week of Substance Abuse services, but he can also participate in other 
WTW activities up to 35 hours a week. 
 
Cory signs an Action Plan that includes 20 hours of unpaid Work Experience 
(WEX), 10 hours of vocational training, and 5 hours of Substance Abuse 
services, meeting Priority 2 requirements for a two-parent family. 
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Perinatal Treatment Programs 

  
Introduction This section contains information concerning perinatal treatment programs 

offering specialized services to CalWORKs customers, what services they offer, 
and who can be referred. 

  
Overview Perinatal treatment clinics in San Bernardino County provide specialized drug 

and alcohol treatment services to pregnant women and parenting women and 
men. Perinatal treatment programs may be appropriate for some Welfare-to-
Work (WTW) customers. 

  
Services offered Services offered by the perinatal treatment clinics include, but are not limited to: 

 
 Intensive case management for the whole family 
 Prenatal care 
 Licensed, on-site child care (including care for children with special needs) 
 Counseling 
 Support groups 
 Classes on parenting, nutrition, sobriety, and anger management 
 Transportation to and from treatment in the clinic’s van 

  
Who to refer to 
perinatal 
treatment 
clinics 

The Employment Services Specialist (ESS) refers pregnant/parenting 
customers directly to a perinatal treatment clinic if they are in need of 
Substance Abuse services. 
 
Contracted providers may refer parenting women and men to perinatal 
treatment programs if the contracted provider feels they need these intensive 
services. 

  
Contracted 
perinatal 
treatment  
clinics 

Contracted perinatal treatment clinics and the areas they serve are included in 
the Resource Databank (RDB) in C-IV. The ESS may refer customers to these 
providers for the perinatal treatment program or for general Substance Abuse 
services. 

  
Areas not 
served by 
perinatal 
treatment 
clinics 

Areas not served by perinatal treatment clinics should refer pregnant customers 
to the nearest contracted provider for Substance Abuse services. 
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Section C 

Mental Health Services 

Overview 

  
Introduction This section explains how and when to make a referral to Mental Health 

services, discusses case management and computer entries, and gives an 
overview of the services offered by the Department of Behavioral Health (DBH). 

  
Reference The following references apply to this section: 

 
 42-711.56 
 42-716.5 
 ACL 04-41 

  
Background The primary purpose of Mental Health services are to determine if a Mental 

Health barrier exists and to provide treatment at the level of care required to 
remove this as a barrier to employment.  
 
 The San Bernardino County DBH contracts with the Transitional Assistance 

Department (TAD) to provide necessary Mental Health services to 
CalWORKs customers at its DBH/CalWORKs clinics. 

 Non-contracted Mental Health service providers may be used on a case-by-
case basis. 

  
Contents This section contains the following topics: 
 

Topic See Page 
Identifying the Need for Mental Health Services 6-55 
Referring Customers to Contracted Providers 6-58 
Approving Mental Health Services with Non-Contracted 
Providers 

6-60 

Mental Health Evaluation Results 6-62 
Journal Entries for Mental Health Services 6-65 
Case Management for Mental Health Services 6-67 
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Identifying the Need for Mental Health Services 
  

Introduction This section provides information concerning the Department of Behavioral 
Health (DBH), Mental Health services available to CalWORKs customers, the 
eligibility criteria, confidentiality issues, when to make a Mental Health referral, 
and provides information about observable behaviors. 

  
Purpose of 
Mental Health 
services 

The purpose of Mental Health services is to overcome Mental Health barriers to 
obtaining and retaining employment.  

  
Mental Health 
services offered 

DBH/CalWORKs clinics evaluate customers and provide needed Mental Health 
services including, but not limited to: 
 
 Mental Health evaluation 
 Development of a treatment plan 
 Counseling 
 Referral to Substance Abuse or Domestic Abuse programs, if necessary 
 Psychoeducational classes 

  
Eligibility 
criteria 

The following customers are eligible to receive CalWORKs Mental Health 
services: 
 
 CalWORKs customers 
 Assistance Unit (AU) family members whose Mental Health problem 

interferes with the CalWORKs customer’s ability to obtain employment or 
participate in Welfare-to-Work (WTW) activities 

 CalWORKs applicants, pending approval of cash aid 

  
Temporary 
absence from 
the home 

When a CalWORKs customer agrees to be hospitalized to receive treatment for 
Mental Health issues in order to accept or maintain employment or participate 
in other WTW activities, s/he may be eligible for cash aid for the duration of the 
hospital stay.  Hospitalization includes medical hospitals, psychiatric care 
facilities, and Substance Abuse treatment facilities. 

  
Mental Health 
evaluation 

The Mental Health evaluation includes: 
 
 The extent to which the customer is currently capable of employment 
 Under what working and treatment conditions the customer is capable of 

employment 
 Prior diagnoses, assessments, or evaluations the customer provides 

Continued on next page 



 

ESPHB #0252  (02/12) DOMESTIC ABUSE/SUBSTANCE ABUSE 6-56 
 MENTAL HEALTH SERVICES 

Identifying the Need for Mental Health Services, Continued 

  
Mental Health 
service provider 

The contracted provider for Mental Health services is the San Bernardino 
DBH/CalWORKs.  Clinics are operated by DBH. 

  
Confidentiality The C-IV Applicant’s Authorization for Release of Information (ABCDM 228) is 

signed and forwarded to the provider as part of the referral to Mental Health 
services. 
 
 The Release allows DBH and the Employment Services Specialist (ESS) to 

exchange relevant information on a need-to-know basis.  
 The ESS understands that the confidentiality and integrity of the 

provider/customer relationship is to be preserved when reviewing an 
individual’s participation in Mental Health services. 

 The ESS does not expect to receive full details of the Mental Health 
treatment plan from DBH. 

 The Journal entry includes only information which pertains to a customer’s 
progress toward his/her goals and the provider’s recommendations. 

  
Referral 
process for self- 
disclosure 

A customer’s self-disclosure of a Mental Health problem is not in itself evidence 
of child abuse or neglect. 
 
 Referral to Mental Health services is always appropriate when a customer 

self-identifies as having a Mental Health problem. 
 Referral to Children and Family Services (CFS) is appropriate if the ESS 

has knowledge of, observes, or reasonably suspects child abuse. 
 Employees can make referrals to the CFS by calling the San Bernardino 

County Child Abuse Hotline at (800) 827-8724. 

  
Exempt 
customers 

Customers who are exempt from WTW activities due to a signed statement by 
a physician or licensed psychologist are not required to participate in Mental 
Health services. They can; however, participate in Mental Health services as an 
exempt volunteer.  Exempt volunteers are not subject to minimum hourly 
participation requirements, and may receive supportive services. 

Continued on next page 



 

ESPHB #0252  (02/12) DOMESTIC ABUSE/SUBSTANCE ABUSE 6-57 
 MENTAL HEALTH SERVICES 

Identifying the Need for Mental Health Services, Continued 

  
When to make a 
Mental Health 
services referral 

A Mental Health services referral is made when there is a concern a mental 
disability impairs a customer’s ability to obtain and retain employment. The ESS 
completes a referral when the customer: 
 
 Informs the ESS of a Mental Health problem. 
 Requests Mental Health services. 
 Displays observable behaviors as listed in the next block of information. 

 
Observable 
behaviors 

The ESS refers customers to Mental Health services upon observing behaviors 
such as: 
 
 Social withdrawal 
 Violent or inappropriate outbursts 
 False or bizarre beliefs 
 Depression 
 Anxiety 
 Disorientation or confusion 
 Crying spells 
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Referring Customers to Contracted Mental Health Providers 
  

Introduction This section provides information regarding referring customers to contracted 
providers for Mental Health services, and also covers reverse referrals. 

  
How to refer to 
Mental Health 
services 

The Employment Services Specialist (ESS) follows the steps below to refer a 
customer to Mental Health services with a contracted provider: 
 

Step Action 
1 Discuss Mental Health services with the customer, and if s/he: 

 Agrees to a referral, go to Step 2. 
 Does not agree to a referral, assign to the next appropriate Welfare-to-

Work (WTW) activity(ies). 
2  Complete the C-IV Applicant’s Authorization for Release of Information, 

 Locate the nearest Department of Behavioral Health DBH/CalWORKs 
clinic in the Resource Databank, and 

 Contact them to schedule an evaluation. 
3  Enroll the customer into the correct contracted Mental Health activity in 

the C-IV system, and 
 Have the customer sign the WTW 2 Activity Assignment to include the 

Mental Health activity. 
4 Leave the customer active in current activities, if possible. 
5 Complete Sections 1 and 2 of the HS 711.56 Program Services Referral.  
6 Distribute forms as follows: 

 Customer: Give copies of the HS 711.56 and the ABCDM 228 Release 
of Information. 

 DBH/CalWORKs: Fax the HS 711.56, the ABCDM 228 Release of 
Information. 

 
Any forms not generated by/saved in C-IV will need to be imaged 
according to office protocol.  

7 Complete Section 3 of the HS 711.56 and returns it to the ESS within five 
(5) working days of the evaluation. 

8 Review the provider’s recommendations. 
9 Review the results of the Mental Health evaluation, and: 

 
 End activity and place in Good Cause for Mental Health, or 
 Keep in Mental Health services, and/or 
 Place in other WTW activity(ies). 

10 Review the form and when DBH recommends participation in Mental 
Health services, the ESS will: 
 
 Complete an Individual Assessment if the customer has not previously 

completed an Assessment activity. 
 Have the customer sign a new WTW 2 Activity Assignment and an 

Action Plan that includes the Mental Health services. 
 Authorize supportive services that will enable the customer to 

successfully participate in the Mental Health services. 
12 Complete Journal entries to cover all actions. 

Continued on next page 
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Referring Customers to Contracted Mental Health Providers, 
Continued 

  
Reverse 
referrals 

CalWORKs customers may seek out Mental Health services.  Contracted 
Mental Health providers need to confirm the CalWORKs eligibility of these 
customers for case management and billing purposes.  To accomplish this, 
contracted Mental Health providers may initiate reverse referrals to the 
Employment Services Program (ESP).  The process is explained below. 

 
Stage Who does it Description 

1 Contracted 
provider  

Informs the ESS the customer is attending Mental 
Health services to address his/her barriers to 
employment and self-sufficiency. 

2 Contracted 
provider 

Faxes/gives the release of information to the ESS. 

3 Contracted 
provider 

Completes Sections 2 and 3 of the HS 711.56 and 
faxes/gives the form to the ESS. 

4 ESS Reviews the HS 711.56 and information in the 
computer system and: 
 If the customer is not eligible for CalWORKs 

Mental Health services, notifies the service 
provider within five (5) working days via the HS 
711.56.  No further action is required. 

 If the customer is eligible for CalWORKs Mental 
Health services, the ESS must notify the provider 
within five (5) working days via the HS 711.56.  
Go to Stage 5. 

5 ESS  Completes an Individual Assessment if the 
customer has not been previously assessed. 

 Has the customer sign an Action Plan and    
WTW 2 Activity Assignment that includes the 
Mental Health services. 

 Enrolls the customer into the Mental Health 
contracted activity.  

 Authorizes supportive services that will enable 
the person to successfully participate in Mental 
Health services. 

6 Contracted 
provider 

Sends monthly progress reports to the ESS until the 
customer completes the Mental Health services or 
stops attending. 

7 ESS Completes Journal entries to cover all actions. 
8 ESS Forwards forms to the appropriate person/place to 

be imaged into C-IV. 
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Approving Mental Health Services with Non-Contracted 
Providers 

  
Introduction This section provides information regarding non-contracted Mental Health 

providers, criteria for approval of a non-contracted program, and how to 
approve non-contracted services. 

  
Information 
regarding non-
contracted 
providers 

New Mental Health referrals are only made to contracted providers. Services 
with non-contracted providers may be approved by a Supervising Employment 
Services Specialist (SESS I) on a case-by-case basis as shown here. 

 
If the customer is… Then the… 

 Already participating successfully 
with a non-contracted provider, 
and 

 The program is administered by 
state-licensed or certified 
clinicians, 

Customer may continue with the 
non-contracted provider for Mental 
Health services.  

Not already participating in a 
program, but asks to be referred to a 
non-contracted provider, 

Employment Services Specialist 
(ESS) refers the customer to a 
contracted provider for Mental Health 
services. 

 

  
Provider 
responsibilities 

When a customer is in Mental Health Services with a non-contracted provider: 
 
 The provider must document the customer’s attendance and progress and 

report it to the ESS on a monthly basis. 
 The provider must agree that there will not be any cost reimbursement from 

the Transitional Assistance Department (TAD) Employment Services 
Program (ESP) for Mental Health services provided to the customer. 

Continued on next page 
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Approving Mental Health Services with Non-Contracted 
Providers, Continued 

  
How to approve 
non-contracted 
services 

The ESS follows the steps below to approve non-contracted Mental Health 
services: 

Step Action 
1 Has the customer sign the Applicant’s Authorization for Release of 

Information (ABCDM 228) and has the customer hand deliver the 
form to the provider. 
 
If the customer refuses to sign a Release of Information, it is his or 
her responsibility to provide necessary documentation to the ESS. 

2 Completes Sections 1 and 2 of the HS 711.56 and faxes the form to 
the provider (if the provider is willing to use this form).  
 
A non-contracted provider who does not want to use the HS 711.56 
may use his/her agency’s evaluation form(s). 

3 Schedules a return appointment to review the provider’s 
recommendations with the customer. 

4 Leaves the customer in current Welfare-to-Work (WTW) activities, if 
s/he is able to continue those activities. 

5 Reviews information at the return appointment: 
 
 Completes an Individual Assessment (see Chapter 12 – 

Assessment) if the customer has not previously completed an 
Assessment activity. 

 Has the customer sign an Activity Assignment (WTW 2) and an 
Action Plan (PLAN 107 CIV) that includes the Mental Health 
service. 

 Authorizes the supportive services that will enable the customer 
to successfully participate in the Mental Health activity. 

6 Enrolls the customer into the appropriate non-contracted Mental 
Health activity in C-IV.   
 
The non-contracted provider and associated services and activities 
may need to be added to the Resource Databank (RDB). 

7 Reviews progress and attendance monthly using the Attendance 
and Progress Report (ESP 733.4) or the non-contracted provider’s 
standard progress and attendance form(s). 

8 Completes a journal entry stating how many hours of mental health 
services the customer is recommended to attend and why. 

9 Images all completed forms.  
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Mental Health Evaluation Results 

   
Introduction This section provides information regarding the possible results the 

Employment Services Specialist (ESS) will see when a Mental Health provider 
returns the evaluation form. 

  
Overview A Mental Health evaluation results in six possible recommendations as listed on 

the Program Services Referral (HS 711.56): 
 
1. The customer does not need Mental Health services at this time. 
2. The customer declines Mental Health services at this time. 
3. Good Cause from Welfare-to-Work (WTW) activities is recommended. 
4. The customer is referred to a more intensive level of care. 
5. Participation in WTW activities concurrently with Mental Health services. 
6. Mental Health services only. 
 
Each of these recommendations is discussed in this section. The ESS assigns 
the customer as recommended by the provider, unless there is a disagreement. 
(See “Disagreements block” under Case Management for Mental Health 
Services.) 

  
No Mental 
Health services 

If the customer declines or does not need Mental Health services, the ESS 
places the customer in the next appropriate WTW activity. 
 
 If the customer does not participate in the assigned activities, the ESS 

initiates Noncompliance. 
 If the customer responds to Noncompliance notice(s), the ESS offers 

Mental Health services again. 

  
Good Cause If the contracted Mental Health service provider recommends Good Cause from 

WTW activities, the ESS evaluates the customer for possible Good Cause 
status.  The ESS: 
 
 Normally places the customer in Good Cause status based on the 

provider’s recommendation. (If the ESS and clinician do not agree, see 
“Disagreements block” under Case Management for Mental Health 
Services.) 

 Completes a Journal entry explaining referral results. 
 Reviews the Good Cause status monthly. 

 
Note:  Supervising Employment Services Specialist I (SESS I) approval is 
required every 30 days while the customer is in Good Cause status. 

Continued on next page 
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Mental Health Evaluation Results, Continued 

   
Referred to a 
more intensive 
level of care 

If a contracted provider recommends a more intensive level of care: 
 
 The provider establishes care for the customer. 
 The provider writes the name and telephone number of the care provider on 

the HS 711.56, which is returned to the ESS. 
 The ESS obtains a new, signed Release of Information form from the 

customer so that the new provider may discuss relevant case information 
with the ESS.  

 The ESS forwards the Release of Information form and HS 711.56 to the 
new provider. 

 In some cases, the customer may be able to participate in WTW activities 
concurrently with the Mental Health activity. 

 The ESS completes and has the customer sign a WTW 2 to change the 
location and schedule of the Mental Health activity. 

 
If a non-contracted Mental Health service provider recommends a more 
intensive level of care: 
 
 The ESS determines the next appropriate action. 
 The ESS may consult the Mental Health service provider for 

recommendations. 
 Complete a Release of Information (ABCDM 228). 
 If the non-contracted provider is not in C-IV, the ESS requests the 

Resource Databank (RDB) maintainer in his/her office to input the provider 
into C-IV. 

 The ESS enters the activity into C-IV, and completes a Journal entry. 

Continued on next page 
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Mental Health Evaluation Results, Continued 

  
Concurrent 
Mental Health 
services 

If the provider recommends Mental Health services as a concurrent activity, the 
ESS consults the schedule provided on the HS 711.56.  Mental Health services 
should be available during flexible hours to allow participation in WTW 
activities. 
 
 The ESS schedules the customer for Assessment if the customer has not 

already completed an Assessment activity. 
 The customer signs a WTW 2 Activity Assignment and an Action Plan that 

includes the Mental Health services.  
 The customer is in an active status in the C-IV system. 
 If possible, the customer satisfies the 20/30/35 hour weekly, 87/130/152 

hour monthly requirement and participates at least 20 of the required hours 
per week in a Federal (core) activity; Federal (core) activities are explained 
further in the WTW Activities chapter.  
Example of participation hours:  The Service Provider determines a 
customer (Single Custodial Parent with all children over six) needs 8 
hours/week of Mental Health services, but s/he can also participate in other 
WTW activities up to 32 hours a week, 139 hours per month. The customer 
signs an Action Plan that includes 20 hours of unpaid Work Experience 
(WEX), and 4 hours of vocational training, and 8 hours of Mental Health 
Services. This meets both Priority 1 and Priority 2 requirements. 

 If the customer is not able to participate for the full required hours, the ESS 
assigns Mental Health services and other appropriate WTW activity(ies) for 
as many hours as recommended by the Mental Health service provider. 

 The ESS creates a Journal entry documenting the recommendation of the 
Mental Health service provider. 

  
Mental Health 
services only 

If the contracted service provider recommends Mental Health services only: 
 
 Mental Health services are available to the customer as part of the Action 

Plan for as long as necessary; the contracted provider notifies the ESS 
when the customer is ready to participate in concurrent activities. 

 The ESS completes an Individual Assessment if the customer has not 
already completed an Assessment activity.  

 The customer signs a WTW 2 Activity Assignment and Action Plan that 
include the Mental Health service.  

 The customer is in active status in the C-IV system even if the individual 
participates less than 20/30/35 hours per week in Mental Health Services. 
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Journal Entries for Mental Health Services 

  
Introduction  This section provides information regarding completing Journal entries for 

customers receiving Mental Health services. 

  
Purpose of the 
journal 

The Journal provides a summary of actions taken and/or issues discussed.  
The Journal should not include the Employment Services Specialist’s (ESS’s) 
personal opinions, but instead should reflect facts and observations.   
 
When completing a Journal entry, the ESS should keep in mind that Journal 
entries are viewable by other workers dealing with the same customer.  The 
Journal should give anyone looking at the case a clear and concise picture of 
what’s happening with the customer.  Journal entries should: 
 
 Record information not documented elsewhere in the case. 
 Support case management decisions. 
 Remind the ESS of actions needed or taken. 
 Provide a coherent record for case review and audit. 

Continued on next page 
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Journal Entries for Mental Health Services, Continued 

  
Mental Health 
services 
Journal entries 

Mental Health Services present some challenges for the ESS when attempting 
to complete an accurate Journal entry and still maintain the utmost 
confidentiality for the customer. Examples of Journal entries for Mental Health 
services are below. 
 
Example 1 
Situation:  Susie in for cause determination appointment. She explained that 
she has not been job searching because her daughter has recently been in 
trouble and has been expelled from school. Susie said she feels as if she 
cannot leave her daughter alone during the day. She thinks her daughter is 
using drugs but she cannot talk to her. Susie asked if she could have a referral 
to counseling for herself and possibly for her daughter. This instance of 
noncompliance is ended. 
 
Journal entry: Susie in for cause determination appointment. She asked for a 
referral to counseling services for herself and her daughter, who had recently 
been expelled from school. Good Cause found for not completing job search. 
Susie already completed Assessment during Job Club, so updated customer’s 
goals in the C-IV system, completed Release of Information form and WTW 2 
for counseling services. The HS 711.56 Program Service Referral and the 
ABCDM 228 Release of Information form are faxed to the Department of 
Behavioral Health (DBH). Set return appointment to discuss referral results and 
complete Action Plan. 
 
Example 2 
Situation:  Barbara completed Orientation; during Appraisal she stated she is 
suffering from depression and anxiety symptoms, which included weekly panic 
attacks that prevent her from maintaining employment. She tries to attend  
Al-Anon sessions but finds it very difficult sitting in a group. ESS talked to 
Barbara about enrolling in a Mental Health activity, and she agreed. 
 
Journal entry:  Barbara completed Orientation and Appraisal, all forms 
completed. Barbara self-identified as having Mental Health issues and 
requested a referral to DBH. Completed Individual Assessment, signed WTW 2 
for DBH services.  The HS 711.56 Program Service Referral and the  
ABCDM 228 Release of Information form are faxed to DBH.  Set return 
appointment to discuss referral results and complete Action Plan. 
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Case Management for Mental Health Services 
  

Introduction This section provides information regarding various case management issues 
for customers involved in Mental Health services. 

  
Action Plan The Action Plan for customers with mental or emotional issues must include 

appropriate employment accommodations or restrictions, supportive services, 
and treatment requirements.  The Plan is developed based on the results of the 
contracted provider’s recommendations. 

  
Disagreements If the Employment Services Specialist (ESS) does not agree with the provider’s 

recommendation, the ESS calls the clinician and attempts to resolve the 
situation. If the clinician and the ESS cannot agree, the Supervising 
Employment Services Specialist I (SESS I) and Clinic Supervisor resolve the 
situation. 

  
Length of 
activity 

Mental Health services are available to the customer as part of the Action Plan 
for as long as necessary, up to the CalWORKs 48-month time limit. 
 
 Participation in work activities is encouraged as soon as possible to help 

the customer become self-sufficient before the end of his/her time limit. 
 The provider estimates how long the customer will need Mental Health 

services as part of the initial evaluation of the customer and provides 
feedback to the ESS. 

 
Note: The ESS obtains the Employment Services Manager (ESM) approval 
after three (3) months of a stand-alone Mental Health activity. 

  
Progress and 
attendance 

The provider estimates length of treatment and provides a weekly schedule as 
part of the initial Mental Health evaluation. The provider reports monthly 
progress and attendance to the ESS. 
 
 Progress Reports (ESP 733.4) are filled out by the clinician and provided to 

the ESS between the first (1st) and fifth (5th) calendar day of each month. 
 If the customer completes or stops attending Mental Health Services, the 

clinician informs the ESS within five (5) working days. 
 The form used to report progress and attendance is the ESP 733.4 

Attendance and Progress Report. 
 Non-contracted providers may use the ESP 733.4 to report progress and 

attendance to the ESS, or they may use their agency’s standard progress 
and attendance report. 

 Progress and attendance reports are provided to the ESS for as long as the 
customer is in concurrent or stand-alone Mental Health services. 

Continued on next page 
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Case Management for Mental Health Services, Continued 

  
SSI If the ESS determines the customer is unemployable due to Mental Health 

barriers based on the Department of Behavioral Health (DBH) report; the 
customer is referred to the Supplemental Security Income (SSI) advocate for 
assistance in applying for SSI. 

  
Exemption If the provider diagnoses the customer with an incapacity that indicates 

exemption, a licensed psychologist completes a CW 61 to verify the exemption. 

  
Noncompliance When Mental Health services are part of the Action Plan, the customer is 

obligated to participate in them.  However, if the customer fails to comply with 
Mental Health services, the ESS does the following before initiating 
Noncompliance: 
 
 Consults with the provider to determine if there is good cause for failure to 

comply, and 
 Takes into consideration whether the Mental Health problem caused or 

substantially contributed to the failure to comply. 

  
Curing a 
sanction 

A sanctioned customer may cure the sanction by participating in Mental Health 
services, regardless of the reason s/he was sanctioned. 

   
Notifying the 
provider when a 
customer loses 
eligibility 

The ESS must notify DBH/CalWORKs via the ESP 019 Memo to Service 
Providers whenever a customer: 
 
 Is dropped from Mental Health services before completing the program, 
 or 
 Becomes ineligible for CalWORKs Mental Health services. 
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Chapter 7 

Self-Initiated Programs (SIPs) 

Chapter Overview 

 
Introduction This chapter provides information that will assist the ESS in evaluating and 

monitoring Self-Initiated Programs (SIPs). 

 
SIP definition A Welfare-to-Work (WTW) customer qualifies for SIP status when: 

 
 S/he has applied for and been accepted to an undergraduate degree or 

certificate program prior to Orientation/Appraisal (O/A), or 
 S/he is enrolled and attending an undergraduate degree or certificate 

program prior to O/A.  

  
Education and 
training 
programs not 
treated as 
SIPs 

The information provided in this chapter does not apply to CalWORKs 
customers who are enrolled in: 
 

 Education Directly Related to Employment: 
 Adult Basic Education (ABE),  
 General Educational Development (GED) Certificate,  
 English-as-a-Second Language (ESL), or  
 High School Diploma (HSD).  

 Vocational Education and Training Contracted Service Providers 
 State Department of Vocational Rehabilitation education and training  
 Education and Training programs arranged through one of the 

Employment Resource Centers and funded through the Workforce 
Investment Act (WIA) 

 Apprenticeship Programs 
 Job Skills Training Directly Related to Employment – excluding SIPs 

assigned to this activity.  
 
See ESPHB Chapter 16 – Education and Training for additional information.  

 
In this chapter This chapter contains the following sections: 

 
Topic Section See Page 

SIP Evaluation Process A 7-3 
SIP Approval Information B 7-20 
SIP Denial Information C 7-33 
SIP Participation and Monitoring D 7-37 

Continued on next page 
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Chapter Overview, Continued 

  
Forms 
summary 

The table below summarizes various forms used in conjunction with          
Self-Initiated Programs (SIPs).   

 
Form # Title Location 

ABCDM 228 Applicant’s Authorization for 
Release of Information 

C-IV 

ADM 102 CIV Appointment Letter C-IV 
ESP 019 Memo to Service Providers TAD Forms Catalog, 

Employment Services 
ESP 227 CalWORKs/TANF Verification TAD Forms Catalog, 

Employment Services 
ESP 735 Education/Training Progress 

Report 
TAD Forms Catalog, 
Employment Services 

ESP 735.1 SIP Appointment Notice TAD Forms Catalog, 
Employment Services 

ESP 735.2 
 
ESP 735.2 (SP) 

Attendance Report Forms and Distribution 
(FDU), and 
TAD Forms Catalog, 
Employment Services 

ESP 735.5 Education/Training Progress 
Report Cover Letter 

TAD Forms Catalog, 
Employment Services 

ESP 738 Community College Enrollment 
Hours Verification Report 

TAD Forms Catalog, 
Employment Services 

ESP 738.1 Educational Provider 
Unsupervised Study/Homework 
Time Expectations 

TAD Forms Catalog, 
Employment Services 

ESP 772.4 SIP Approval Checklist TAD Forms Catalog, 
Employment Services 

ESP 772.4A SIP Individual Education Plan TAD Forms Catalog, 
Employment Services 

NA Back 9 Your Hearing Rights C-IV 
NA 119 CIV SIP Denial Notice C-IV 
NA 823 Approval/Denial of Ancillary NOA C-IV 
PLAN 107 CIV Action Plan C-IV 
WTW 2 Welfare-to-Work Plan – Activity 

Assignment  
C-IV 

WTW 8 Student Financial Aid Statement TAD Forms Catalog, 
Employment Services 

WTW 17 Waiver of CalWORKs Learning 
Disabilities Screening and/or 
Evaluation 

TAD Forms Catalog, 
Employment Services 
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Section A 

SIP Evaluation Process 

Overview 

 
Introduction This section provides information regarding the Self-Initiated Program (SIP) 

evaluation process. 

  
Contents This section contains the following topics: 

 
Topic See Page 

General SIP Participation Information 7-4 
Orientation/Appraisal (O/A) Appointment 7-7 
Inter-County Transfers 7-8 
Scheduling the SIP Evaluation Appointment 7-9 
Community College Contacts Information 7-10 
SIP Concurrent Activities 7-11 
SIP Study/Homework Time 7-13 
SIP Employment 7-17 
Conducting the SIP Evaluation 7-19 
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General SIP Participation Information 
  

Introduction This section provides information regarding general participation information 
for customers in approved Self-Initiated Programs (SIPs). 

  
Reference The following references apply to this information: 

 

 08-08 
 08-07 
 07-05 
 07-05 E 
 07-03 
 42-711.11 
 42-711.54 
 42-711.557 
 06-06 
 ACL 99-32 

  
Federal 
participation 
requirements 

Federal participation requirements may differ from one customer to another 
depending on their household status. The table below outlines 
weekly/monthly Federal participation requirements: 

 
If the customer is… Then weekly Federal 

participation requirements are… 
A single custodial parent with a 
child under six years old,  

A minimum of 20 hours per 
week/87 hours per month.  

A single custodial parent with all 
children over six years old,  

A minimum of 30 hours per 
week/130 hours per month.  

A two-parent household with two 
Work-Eligible Individuals (WEI),  

A minimum of 35 hours per 
week/152 hours per month.  

 
Note: SIPs are not required to meet core hours but should be encouraged to 
do so.  SIPs are required to meet the 32/35 hour weekly, 139/152 monthly 
requirement. 
 
See ESPHB Chapter 14 – WTW Activities for additional information on the 
Priority Approach regarding State and Federal participation requirements. 

  
Two-parent SIP 
participation 
requirements 

Two-parent households may share the 35 hour weekly/152 monthly 
participation requirement, if one or both parents are in a SIP.  Encourage one 
parent to participate 30 core hours (130 hours per month) in order to meet 
Federal WPR, the other parent can participate in 5 hours (22 hours per 
month) of another core activity and this would meet the Priority 1 approach. 

Continued on next page 
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General SIP Participation Information, Continued 

  
Sequence of 
activities 

If time allows prior to the start date of a customer’s approved SIP, s/he will 
attend the regular sequence of TAD ESP activities until the SIP begins. 
 
When a customer is assigned to Job Readiness either prior to the SIP start 
date or concurrently with the SIP, s/he is not required to accept a job that 
would interfere with his/her SIP schedule. 

 
Customers 
attending a 4-
year college or 
university 

Customers attending a 4-year college or university are eligible for SIP 
evaluation.   
 
 CalWORKs offices do not exist at four-year universities as they do on 

community college campuses; therefore, it may be more difficult for the 
ESS and/or the customer to get any necessary information from the 
school.  However, monthly attendance verification is a requirement for all 
unpaid WTW activities. 

 Customers attending 4-year schools may be able to complete a 
Bachelor’s degree while participating in the Welfare-to-Work (WTW) 
program. 

  
SIPs and the 
teaching 
credential 
program 

When a customer is attending a Baccalaureate Degree program and s/he 
transfers to a California regular classroom teaching credential program, the 
credential program may be approved as part of the SIP.  The customer’s 
intent to transfer must be documented on his/her Individual Education Plan 
(ESP 772.4A).  

  
SIPs and 
Assessment 

Customers do not have to complete an Assessment activity prior to having 
their SIP evaluated/approved.  
 
A SIP customer will be required to attend and complete an Assessment 
activity if s/he is participating in:  
 
 Concurrent activities to satisfy the weekly participation requirement.  
 The regular sequence of ESP activities while waiting for the SIP to begin. 

 
Note: Customers meeting the weekly participation requirement solely 
through his/her SIP are not required to complete an assessment.  

Continued on next page 
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General SIP Participation Information, Continued 

  
SIPs and time 
limits 

The following time limits apply to SIPs: 
 
 Approved SIP programs may continue until the customer reaches his/her    

48-month time limit on aid.  
 The first 12 cumulative months of a SIP count towards Federal and State 

Work Participation Rates (WPR).   
 Although C-IV now tracks a customer’s time spent in a Voc Ed 

activity, the ESS and the Program Integrity Division (PID), for WPR 
verification purposes, will need to continue to review the case and 
manually count the months the customer has participated in a SIP or 
Voc Ed activity to ensure accuracy.  

 Historical SIP data could not be converted for Voc Ed time limit 
tracking purposes.  

 SIPs extending beyond the 12 month Voc Ed limit will be coded under: 
 Job Skills Training Directly Related to Employment activity or 
 Education Directly Related to Employment (no High School Diploma 

or equivalent).   

  
Exempt 
volunteers 

Exempt volunteers follow the same steps for SIP evaluation and approval as 
mandatory customers.   
 
See ESPHB Chapter 3 – Exemptions for additional information. 

  
Full-time 
enrollment 

The ESS should encourage, but cannot require, full-time enrollment in the 
approved SIP. 

  
Participation 
during school 
breaks 

During quarter, semester and summer breaks, customers must continue to 
participate in approved WTW activities.  

 
Study/ 
Homework time 

Study/homework time is the time required outside the regular class period to 
complete assignments.   Supervised and unsupervised study time may count 
towards the weekly participation requirement.  
  
See the SIP Study/Homework Time section in this chapter for additional 
information.  
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Orientation/Appraisal (O/A) Appointment 

  
Introduction This section contains information regarding the Orientation/Appraisal (O/A) 

appointment, Self-Initiated Program (SIP) date of discovery and actions 
related to O/A.   

  
Reference The following reference applies to this material: 

 
 42-711.54 
 ACL 99-32 

  
SIP discovery 
date 

The ESS may discover an individual is enrolled in a SIP at or prior to the 
Orientation/Appraisal (O/A) appointment.  On the date the ESS discovers a 
customer is enrolled in a SIP, s/he schedules an appointment for the 
customer to provide information about the SIP.   

 
When the date of SIP 
discovery occurs… 

Then the ESS… 

Prior to the O/A appointment,   Schedules an O/A appointment 
immediately for applicant 
customers choosing to volunteer 
and/or 

 Schedules an individual O/A if the 
regularly scheduled group O/A 
would interfere with the customer’s 
SIP schedule. 

At the O/A appointment, Schedules a SIP evaluation 
appointment (ESP 735.1) to occur 
within ten (10) calendar days.  
 
Note: The SIP evaluation appointment 
may be conducted immediately 
following the O/A appointment if the 
customer has all necessary 
information/documentation. 

 
Orientation/ 
Appraisal (O/A) 
appointment 

At the Orientation/Appraisal (O/A) appointment, the ESS ensures the 
customer completes all O/A requirements found in ESPHB Chapter 4 – 
Orientation/Appraisal (O/A) and Reappraisal.  Additionally, the ESS enters 
known SIP information into the C-IV system with status as “pending” and 
status reason as “waiting for verification”, on the SIP Status Detail Page.  
See C-IV User Guide, SIP for additional information. 
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Inter-County Transfers 

  
Introduction This section provides information regarding how to handle a Self-Initiated 

Program (SIP) that has been approved in another county. 

  
Approved SIPs 
in other 
counties 

When a customer is attending an education or training program that was 
approved as a SIP in another county, the Employment Services Specialist 
(ESS) requests documentation about the SIP from the other county or from 
the customer.  The chart below explains the process. 

 
If… Then the… 

The customer made satisfactory 
progress in his/her SIP in the other 
county,  

SIP may be approved as a Welfare-
to-Work (WTW) activity in San 
Bernardino County. 

The customer did not make 
satisfactory progress in his/her SIP 
in the other county, 

SIP will not be approved in San 
Bernardino County. 
 
Note:  If the lack of progress was 
due to a suspected learning 
disability, the customer must be 
offered a learning disability 
screening and/or evaluation. 

SIP documentation is not available 
from the customer or the other 
county,  

ESS evaluates the education or 
training program as a new SIP. 
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Scheduling the SIP Evaluation Appointment 
  

Introduction This section provides information to assist the ESS in preparing for the Self-
Initiated Program (SIP) evaluation appointment.   

  
Scheduling the 
appointment 

If the customer does not have all necessary information/documentation with 
him/her at the Orientation/Appraisal (O/A) appointment, the ESS schedules a 
SIP evaluation appointment to take place within ten (10) calendar days and 
follows the steps below. 

 

Step Action 
1 Schedule the appointment, via the ESP 735.1, to take place within 

ten (10) calendar days.  Advise the customer to bring the following 
to the SIP evaluation appointment: 
 

 A completed Progress Report (ESP 735) for each class 
 Graduation requirements from the school’s catalog 
 Current class schedule or other verification of enrollment 
 Transcripts of grade reports for all completed course work 
 Individual Education Plan (ESP 772.4A) completed by the 

CalWORKs Coordinator or Education Counselor 
- The ESS may complete the IEP if the customer signs the 
form and attaches transcripts and graduation requirements. 
- The IEP should include all courses required for completion of 
the SIP, including core courses, electives, and completed 
course work  
 

Note: The ESS will assist the customer with obtaining school 
information available via the school’s website. 

2 Send the ESP 019 – Memo to Service Providers to the CalWORKs 
Coordinator.   See Section A, Community College Contact 
Information 

3 Ask the customer to: 
 

 Contact the campus CalWORKs Coordinator to arrange 
participation in concurrent campus-based activities, if enrolled 
at a community college. 
 Complete and have the customer sign the ABCDM 228 - 

Applicant’s Authorization for Release of Information form, 
allowing for information exchange between TAD ESP and 
the school. 

 Bring verification of his/her participation in community service 
or employment, if any, to the SIP evaluation appointment, if 
enrolled at any other school. 

4 Have the customer sign a WTW 2 – Welfare-to-Work Plan – 
Activity Assignment for Job Readiness and/or Job Search and 
Assessment for the first start date following the SIP appointment.  
 

Inform the customer s/he will be assigned and required to attend 
Job Readiness:  
 Fails to attend the SIP evaluation appointment, or 
 Does not provide the required SIP documentation. 
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Community College Contacts Information 

  
Introduction This section provides CalWORKs contact information for the community 

colleges. 
 

College CalWORKs 
Coordinators 

CalWORKs 
Counselors 

Phone 

Barstow College Corey Rodgers  None (760) 252-2411 
Ext. 7353  
Ext. 7354 

Chaffey College Kathy Dutton Michelle 
Newsome 
 
Marianna 
Moreno 
 
Victoria Pappas 

Main Campus: 
(909) 941-2730 
(909) 477-2946 
 
Fontana Workforce 
Preparation Center: 
(909) 477-2941 
(909) 652-7648 

Copper Mountain 
College 

Annette Bell Annette Bell (760) 366-3791 
Ext. 4280 

Crafton Hills 
College 

Rejoice Chavira Leslie Gregory (909) 389-3239 
(909) 389-3519 
(909) 389-3299 

Mt. San Antonio 
College (Mt. SAC) 

Lorraine Williams Sylvia Turcios 
 
Gabriella Ulloa 

(909) 594-5611 
Ext. 4755 

San Bernardino 
Valley College 
(SBVC) 

Zelma Russ Carolyn Lindsey (909) 384-8670 
(909) 384-8675 
(909) 384-8659 
(909) 384-8657 
(909) 384-8282 

Victor Valley 
College (VVC) 

Sheree Caldwell Chris Cole (760) 245-4271 
Ext. 2361 
Ext. 2205 
Ext. 2592 
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SIP Concurrent Activities 

  
Introduction This section provides information regarding activities and study/homework 

time hours that may be used in conjunction with the approved Self-Initiated 
Program (SIP) to satisfy weekly participation requirement. 

  
Reference These references apply to this material: 

 ACL 08-08 
 ACL 08-08 
 ACL 07-05E 
 ACL 07-05 
 ACL 07-03 
 42-711.557 
 ACL 99-32 

  
Approved 
concurrent 
activities 

An individual whose education or training program is approved as a SIP may 
satisfy the weekly participation requirement through a combination of the 
following approved activities: 
 
 Unsubsidized employment 
 Subsidized public or private sector employment 
 Unpaid Work Experience (WEX) or Community Service 
 On-the-Job Training (OJT) 
 College Work Study – a form of Subsidized Employment  
 Job Readiness 
 Job Skills Training Directly Related to Employment  
 Education Directly Related to Employment 

 
Note:   All activities require monthly attendance verification due between the 
first (1st) and fifth (5th) calendar day of each month. 

  
Community 
college 
Disability 
Programs and 
Services 

Approved SIPs attending community college programs may be able to 
receive a learning disability evaluation and any necessary accommodations 
through the Disability Programs and Services department on campus; check 
with the campus CalWORKs office for further information. 

Continued on next page 
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SIP Concurrent Activities, Continued 

   
Summary of 
campus-based 
activities 

The following chart provides a summary of campus-based activities that may 
count towards the weekly participation requirement with monthly verification 
of attendance from the school.  

 
Activity Examples What Can Be Counted 

Classroom Scheduled hours required for each class, 
including associated lab hours 

Tutorial Labs Time spent in the tutoring or learning center
Basic Skills Classes Remedial math/reading/writing classes 

recommended by an instructor or counselor 
Special Education (Learning 
Disabilities) 

Hours spent in special classes for 
customers with diagnosed learning 
disabilities 

Internships/Cooperative 
Education/Externships/ Work 
Experience 

Specific assignments that provide work 
experience in the individual’s career path  
(Includes preparation time, e.g., sterilizing 
equipment and preparing patients' charts) 

Distance Learning Scheduled hours for required courses  
(E.g., tele-courses and on-line courses) 

Supplemental Instruction Mandatory/recommended seminars 
Job Seeking Skills Classes covering specific employment 

topics, including: 
 Resumes and Cover Letters 
 Applications & Interview Preparation 
 Job Search Skills 

Life Skills Classes Classes covering such topics as: 
 Money Management  
 Parenting Skills 
 Stress Management 
 Time Management 

Job Readiness Skills Classes covering such topics as: 
 Work Ethics and Attitudes 
 Customer Service 
 Dependability (Attendance and 

Punctuality) 
 Interpersonal Communications 

Business Skills Classes covering such topics as: 
 Basic Keyboarding 
 Computer Literacy 

 
Note:  All of the campus-based activities require monthly attendance 
verification.  See the SIP Attendance in section D of this chapter for 
additional information. 
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SIP Study/Homework Time 

 
Introduction This section provides information regarding study/homework time information 

for customers in approved Self-Initiated Programs (SIPs). 

 
Reference The following reference applies to this material: 

 ACL 08-08 
 ACL 08-07 
 ACL 07-05E 
 ACL 07-05 
 ACL 07-03 

 
Study/ 
homework time 

Study time or homework time (study/homework time) is the time required 
outside of the regular class period to complete assignments.    
 
Effective 10/01/2008 supervised and unsupervised study/homework time 
may count towards the weekly participation requirement when combined with 
the following educational activities: 
 
 Vocational Education and Training  

 Core activity for up to 12 months 
 Job Skills Training Directly Related to Employment 

 Core activity when combined with 20/30 hours in a different core 
activity 

 Education Directly Related to Employment (use only when no High 
School Diploma or equivalent) 
 Core activity when combined with 20/30 hours in a different core 

activity 
 

Note:  Total supervised and unsupervised study/homework time hours 
cannot exceed the hours required or advised by the educational provider.   

 
Unsupervised 
study/ 
homework time 
verification 

Verification for unsupervised study/homework time must include a written  
statement from the educational program indicating the amount of  
study/homework time required (I.e. school/provider catalog of recommended  
unsupervised study time hours or a written statement from the instructor,  
counselor, authorized administrative staff, or educational program  
administrator).    

Continued on next page 
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SIP Study/Homework Time, Continued 

  

Unsupervised 
study/ 
homework time 
education 
program 
verification 

Effective October 1, 2008, school/provider study/homework time 
expectations will be in order of school/provider name and placed in the 
subfolder named ‘Study/Homework Time’ in the ‘WPR Verification Folder’ on 
the ‘HSSserver235’ by PDD. 
 
The ESS will look in the ‘WPR Verification Folder’ and follow the chart below. 

 
If the ESS … Then the ESS will … 

Finds the needed 
verification from the 
school/provider, 

 Document this in a Journal entry, and 
 Add study/homework hours on the Activity 

Detail page.  
Does not find the 
required 
documentation 
needed to count 
study/homework 
time, 

 Request the information via the Educational 
Provider Unsupervised Study/Homework Time 
Expectations – ESP 738.1 to be completed, 
signed and dated by the school/provider,  

 Send the verification to PDD, mail code #0079, 
Attention WTW Program Specialist (PS) so they 
can put it into the ‘WPR Verification Folder,’ and 

  Journal actions taken. 
 
 Documentation for unsupervised study/homework time must be on-file 

BEFORE the ESS can count hours of participation for study/homework 
time. 
 
 

For additional information on the ‘WPR Verification Folder’ see ESPHB 
Chapter 14 – Participation Requirements/Welfare-to-Work Activities. 

  
Supervised 
study/ 
homework time 
verification 

Verification for supervised study/homework time (I.e. labs and tutorials) must 
include:  
 

 Written statement from the educational program indicating the amount of 
study/homework time required, and  

 Monthly Verification of actual hours in a time sheet format including: 
 Name of customer 
 Supervised study time hours, 
 School/provider name 
 Name and telephone number of person verifying hours 
 Signature, and dated by the education program person verifying 

hours 
 Imaged attendance verification into C-IV 

 

 

Total study/homework time hours cannot exceed the hours required or  
advised by the educational provider.   
 

The SIP customer may use the ESP 735.2 Attendance Report to verify  
supervised study time hours. The ESP 735.2 and F&P are available on-line 
under TAD Catalog, Employment Services.   
 

The ESS will image documentation on school/provider study/homework 
expectations and attendance in C-IV.  See the SIP Attendance in section D in 
this chapter for additional information. 

Continued on next page 
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SIP Study/Homework Time, Continued 

  
Counting 
study/ 
homework time 
hours 
examples 

See the table below for examples of study/homework time verification and 
how to count the time.  

 
If the study 

time is… 
And the verification is… Then… 

Unsupervised, Written statement from the 
educational program advising the 
amount of study time is 30 
minutes for each one (1) hour of 
class time, 
 
 

Allow 30 minutes for each 
hour of verified class time.  
 
Note:  If the education 
program advises less than 
one (1) hour for 
unsupervised study time, 
count the time stated by the 
program. 

Written statement from the 
educational program advising the 
amount of study time is two (2) 
hours for each hour of class time,  

Allow one (1) hour for each 
hour of verified class time. 
 
Note:  If the education 
program advises more than 
one (1) hour for 
unsupervised study time, 
count a maximum of one 
(1) hour for each hour of 
class time. 

Supervised 
study time, 

Written statement from the 
educational program advising the 
amount of study time is two (2) 
hours for each hour of class time. 

Allow the actual hours of 
verified study time.  
 
Note:   Supervised study 
time is not related to a 
recommended or specified 
number of hours for each 
class. 

Monthly attendance verification of 
hours due between the first (1st) 
and fifth (5th) calendar day of each 
month is two (2) hours for each 
hour of class time. 

 
Note:  Documentation for study/homework time must be on file before the 
ESS can count hours of participation towards the SIP customer’s 
weekly/monthly participation requirement. 

Continued on next page 
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SIP Study/Homework Time, Continued 

  
Entering study 
time hours in 
C-IV 

Study/homework time must be added to the hours of attendance entered on 
the Activity Progress Detail page.   
 

Example:  A customer attends his/her Voc Ed activity three days a 
week, Mondays, Wednesdays, and Fridays for four (4) hours and an 
additional four (4) hours of supervised study time on the same days; 
the ESS will enter eight (8) hours for each day the customer attended 
his/her supervised study time for the Voc Ed activity.  

 

Study time hours must be added to the education activity hours on the 
Activity Detail page and be listed on the WTW 2.   See the Forms & 
Procedures Guide for the WTW 2 for additional information. 

 
Study/ 
Homework time 
examples 

Example 1:  
 
Lisa’s 12-month lifetime limit for Voc Ed ends and the ESS enrolls her into 
Job Skills Training Directly Related to Employment or Education Directly 
Related to Employment (whichever applies) for 5 hours per week. The 
educational provider’s statement on file requires that one (1) hour of 
study/homework time is required for each one (1) hour of study/homework 
time.  Therefore, unsupervised study/homework time equates to 5 hours per 
week.    
 
This means the ESS will count 10 hours per week in the Job Skills Training 
Directly Related to Employment or Education Directly Related to Employment 
activity. In order for the SIP to meet Federal WPR this customer needs to 
participate 20 additional hours in a core activity for the educational activity to 
count as a core activity. 
 
Example 2: 
 
Same as situation stated above, however Lisa agrees to volunteer at her 
child’s school.  Her goal is to be an elementary school teacher. 
 
The WEX/Community Service Calculation comes out to 8 hours; the ESS 
deems (counts) 20 hours for the WEX or Community Service activity, and 10 
hours in Job Skills Training Directly Related to Employment (5 for the class 
and 5 for study/homework time). This customer has 30 hours of core 
participation, meeting Priority 1 Federal requirements (for a Single Custodial 
Parent with all children over six years old). 

 
Note: SIPs are not required to meet core hours but should be encouraged to 
do so. 
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SIP Employment 

  
Introduction This section provides information regarding what to do during the evaluation 

process when the potential Self-Initiated Program (SIP) customer is also 
employed. 

  
References The following references apply to this material: 

 
 42-711.54 
 ACL 99-32 

  
SIPs and 
concurrent 
employment 

When the customer is attending a SIP and is also employed, the ESS verifies 
the hours of employment. 

 
If the customer is participating 
 in employment, and s/he is… 

Then the… 

Not meeting the required weekly 
participation requirements through the 
employment hours alone, 

ESS must evaluate the 
education/training for a SIP and if 
appropriate, approve it as a 
Welfare-to-Work (WTW) activity. 

Meeting the required weekly 
participation requirements through the 
employment hours alone, 

Customer may choose to use the 
employment as a stand-alone 
activity, or as a concurrent 
activity to the SIP. 

 
Note:  If the customer chooses to use employment as a stand-alone activity, 
and later loses that employment, a SIP evaluation cannot take place at that 
time. The education/training could, however, be evaluated as a Vocational 
Education and Training, or Job Skills Training Directly Related to 
Employment following an Assessment. 

  
When the 
customer 
chooses to use 
employment as 
stand-alone 
activity 

A customer may choose to use employment as his/her stand-alone activity, 
and choose not to have his/her education/training evaluated as a SIP, only if 
s/he is meeting the required weekly participation requirement.  If the 
customer is meeting, s/he is: 
 
 Required to provide a written statement that s/he does not want the 

education/training evaluated or approved as a Welfare-to-Work activity. 
 Not required to comply with SIP approval requirements. 

Continued on next page 
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SIP Employment, Continued 

  
Concurrent 
employment 
activity 

When a customer uses concurrent employment to meet weekly participation 
requirements, s/he must earn at least the Federal or State minimum wage, 
whichever is applicable for the type of employment activity.  See ESPHB 
Chapter 15 – Employment Activities for additional information. 

  
Examples of 
applicable 
Federal 
minimum wage 

Examples of the applicable federal minimum wage are: 
 

 Mike’s community college Work Study employment pays Federal 
minimum wage of $7.25 an hour. Mike may count his hours of 
employment towards the weekly participation requirement; even though 
he earns less than the state minimum wage.  

 Jean earns $5.00 an hour babysitting for her sister. She baby-sits for 20 
hours per week, earning $100.00. Jean earns less than State minimum 
wage therefore her total earnings would be divided by the Federal 
minimum wage. $100.00/$7.25 = 13.79 hours x 4 weeks = 55.17 hours  
4.33 = 12.74 (13 hours).  

 
See ESPHB Chapter 15 – Employment activities for additional information. 

  
Stand-alone 
employment 

When a customer who initially chose to waive a SIP evaluation and use 
employment as a stand-alone activity loses the employment for a good cause 
reason, the customer must complete an Assessment for evaluation of a 
Vocational Education or Job Skills Training Directly Related to Employment.   
See ESPHB Chapter 16 – Education and Training for additional information. 

 
Employment 
during school 
breaks 

A customer who becomes employed during a school break may reduce or 
terminate the employment hours when school resumes if the employer 
cannot accommodate his/her class schedule. 
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Conducting the SIP Evaluation 
 

Introduction This section provides the Employment Services Specialist (ESS) with 
information regarding conducting the Self-Initiated Program (SIP) evaluation 
appointment. 

 

How to conduct 
the SIP 
evaluation 

At the SIP evaluation appointment, the ESS reviews the documentation 
provided by the customer, determines if the SIP meets the approval criteria 
outlined in the next section of this chapter, and completes the SIP Approval 
Checklist (ESP 772.4).  The ESS follows the steps below. 

 

Step Action 
1 Verify the customer has signed the ABCDM 228 - Applicant’s 

Authorization for Release of Information form, allowing for 
information exchange between the Transitional Assistance 
Department Employment Services Program (TAD ESP) and the 
school. 
 

Note: The school may also require the customer to complete their 
version of a release of information form for communication purposes, 
which is acceptable by TAD ESP when received by fax or mail.  

2 Use the SIP Approval Checklist (ESP 772.4), Part I, to complete a 
preliminary evaluation of the education/training program. If the SIP 
appears to be approvable, verify the mandatory customer is 
attending classroom, laboratory, internship, and approved concurrent 
activities to meet the weekly/monthly participation requirement.   
 

Note: All classes the customer is attending at the time of the SIP 
evaluation appointment may count toward the weekly/monthly 
participation requirement. 

3 Assist the customer, if necessary, in meeting the weekly/monthly 
participation requirement. 
 

 For customers attending a community college, the campus 
CalWORKs staff may be able to arrange concurrent activities. 

 If the customer does not attend community college, or if the 
campus cannot arrange concurrent activities, the ESS may assist 
the customer. 
 

Note:  Arranging concurrent activities may mean additional time is 
needed before the ESS is able to approve the SIP. 

4 Using the approval criteria listed in section B and the SIP Approval 
Checklist (ESP 772.4) complete the final SIP evaluation. 
 

  If the SIP… Then follow SIP…  
  Meets all approval criteria,  Approval procedures in 

Section B of this chapter. 
 

  Meets all approval criteria 
except that SIP is not likely to 
lead to self-supporting 
employment,  

Denial and “unapproved” SIP 
procedures in Section C of this 
chapter. 

 

  Does not meet one or more of 
the other approval criteria, 

Denial procedures in Section 
C of this chapter. 
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Section B 

SIP Approval Information 

Overview 

  
Introduction This section contains information regarding the Self-Initiated Program (SIP) 

approval process.   

  
Contents This section contains the following topics: 

 
Topic See Page 

SIP Approval Criteria 7-21 
Approval Procedures 7-26 
Supportive Services and Financial Aid 7-29 
Community Colleges – Aid Verification 7-32 
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SIP Approval Criteria 
  

Introduction This section provides information regarding conditions for Self-Initiated 
Program (SIP) approval, provides a list of approved education/training 
programs, and information and examples about various situations.  

  
Reference The following references apply to this material: 

 ACIN I-47-08 
 ACL 08-08 
 ACL 08-07 
 ACL 07-05 E 
 ACL 07-05 
 47-220.21-.213 
 42-711.54 
 ACL 99-32 

  
Approval 
conditions 

A customer’s self-initiated program is approvable as a Welfare-to-Work 
(WTW) activity when all conditions referenced below and on the next page 
are met. 

  
Ref. Approval Conditions 

A The customer is enrolled in an undergraduate degree or certificate 
program or a California regular classroom teaching credential 
program on the date of the Orientation/Appraisal (O/A) appointment 
or on the date s/he fails to attend an O/A appointment with good 
cause. 
 
"Enrolled" means an individual has applied for and been accepted 
into a degree or certificate program and continues to meet all 
enrollment conditions. 

B The customer is making satisfactory progress in the SIP. 
 
Satisfactory progress means fulfilling all conditions imposed by the 
school offering the program in order to maintain current enrollment 
status which may include, but is not limited to: 
 Performance, 
 Monthly attendance, and 
 Completion time frames based on the standards of the institution 

and/or program.  
C The customer is attending the SIP and any necessary concurrent 

activities for weekly participation requirement. 
D The customer does not have a Baccalaureate Degree. 

 
Exception:  A SIP may be approved as a WTW activity when a 
customer is pursuing a California regular classroom teaching 
credential at a college or university that has an approved teacher 
credential preparation program. 

Continued on next page 
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SIP Approval Criteria, Continued 

  
Approval conditions (continued) 

 
Ref. Approval Conditions 

E Degree or certificate programs offered by a private post-secondary 
training provider must be: 

 
 Approved or exempted by the: 

 Department of Consumer Affairs, and/or 
 Bureau for Private Postsecondary and Vocational Education 
     (BPPVE at  https://app.dca.ca.gov/bppe/default.asp.), or 

 Accredited by the Western Association of Schools and Colleges 
(WASC). (This information can be obtained from the school or 
through WASC's web site at www.wascweb.org.) 

F  The SIP is likely to lead to self-supporting employment for the 
customer.  This means:  
 

 The customer does not have a criminal conviction or other 
significant barrier to employment that would permanently preclude 
his/her employment in the SIP field, and 

 The program is included in the List of Approved Education and 
Training Programs (on the next page), or 

 The customer demonstrates the program will lead to his/her self 
supporting employment; this is explained later in this section. 

  
Distance 
Learning/On-
line courses 

At times, customers may be attending distance learning or on-line 
education/training programs offered through out-of-state schools or colleges.  
As long as the education/training program meets all approval conditions, and 
can provide required monthly attendance, end of term progress and 
required documentation, the program may be approvable as a SIP as long 
as the school is accredited by the appropriate agency.     

Continued on next page 
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SIP Approval Criteria, Continued 
 

2011-2012 list 
of approved 
education/ 
training 
programs 

This list has been developed with the assistance of local education providers 
and, per regulation, is revised annually.  The following undergraduate degree 
and/or certificate programs have been determined to lead to employment in 
San Bernardino County. 

 

Programs 
Accounting Housekeeping 
Administration of Justice Human Services 
Agriculture/Natural Resources Janitorial Training 
Airframe Technician/Power Plant 
Technician 

Landscape Technology 

Automotive Technology Liberal Arts/Studies 
(Education/Teaching) 

Business 
 Administration/Office Technologies  
 Education 
 Finance 
 Information/Management Systems 
 Management 
 Sales/Marketing 

Maintenance and Repair 

Child Care/Child Development Machinist Technology 
Computer Information Systems Medical Assistant 
Computer Integrated 
Design/Drafting/Graphics 

Medical Records Technician 

Computer Science Nursing 
Construction Laborer Nursing Assistant 
Correctional Science Paralegal 
Criminal Justice Paramedic 
Culinary Food Services Pharmacy Technician 
Customer Service Phlebotomy 
Dental Assistant Plumbing 
Dietetic Technician Police Science 
Education Technology Radiologic Technology 
Electrician Real Estate/Appraiser/Assessor 
Electronics Technology Respiratory Therapy 
Emergency Medical Technician (EMT) Restaurant Management 
Engineering Retail Merchandising/Occupations 
Forklift Operation Security Guard 
Food Preparation Sociology 
Graphic Design Speech-Language Pathology Assistant 

Teacher 
Teacher Assistant 
Truck Driving 
Veterinary Assistant/Technician 

Green Technology 
 Building Performance Analyst (BPI) 
 Home Energy Raters 
 Solar Thermal Installer & Technician 
 Weatherization Technician 
 Renewable Energy 

Warehouse Logistics 

Home Health Aide Welding 

Continued on next page 



 

ESPHB #0237  (08/11) SELF-INITIATED PROGRAMS (SIPS) 7-24 

SIP Approval Criteria, Continued 

  
When a SIP is 
not likely to 
lead to self-
supporting 
employment 

When a customer is attending school and has made satisfactory progress in 
a SIP that meets all approval conditions listed in this section, except 
reference “F”, the customer may continue to attend the unapproved SIP until 
the next school break.   
 
“Unapproved SIP” is explained in further detail in the SIP Denial section of 
this chapter.  An unapproved SIP may be approved as Vocational Education 
Training, or Job Skills Training Directly Related to Employment activity.  See 
ESPHB Chapter 16 – Education and Training for additional information.  

  
When a SIP is 
not on the 
approved 
program list 

When an education or training program is not included in the List of 
Approved Education and Training Programs, the customer is notified via the 
SIP Denial Notice (NA 119) s/he may submit, within ten (10) working days of 
the date the SIP is denied, documentation to demonstrate that the SIP will 
lead to his/her employment.  Acceptable documentation includes: 
 
 An employer’s signed statement the customer will be hired by the 

employer when s/he completes the SIP, or 
 Three (3) recent classified advertisements to recruit employees at a skill 

level the customer can achieve through the SIP, or 
 A statement from a school district, community college, university, or EDD 

office stating the SIP will lead to self-supporting employment for the 
customer. 

  
Liberal Arts/ 
Liberal Studies 
program 

A Liberal Arts or Liberal Studies degree program may be approved as a SIP 
when the ESS determines the degree will lead to employment in an 
occupation that is consistent with the customer's Action Plan. 

  
Example of 
Liberal Arts/ 
Liberal Studies 
degree 

Jane is pursuing an Associate degree in Liberal Studies at Chaffey College.  
Her employment goal is to become a teacher.   
 
 Upon completion of an Associate degree in Liberal Studies, Jane will 

transfer to a Baccalaureate degree program that will lead to her future 
employment as a teacher. 

 The Liberal Studies programs are included in the List of Approved 
Education and Training Programs, with the long-term goal of teaching. 

 The Liberal Studies program may be approved as a SIP through 
completion of the Associate degree at Chaffey College.      

Continued on next page 
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SIP Approval Criteria, Continued 

 
Science degree A science degree program may be approved as a SIP when the ESS 

determines the degree will lead to employment in an occupation consistent 
with the customer's Action Plan, (e.g., nursing, respiratory therapy, dietetic 
technician, gerontology, dental assistant).  Refer to the school’s catalog.  

  
Example of 
science degree 

Kelly is pursuing an Associate degree in Science at Victor Valley College.  
Her employment goal is to become a nurse, but she has not actually been 
accepted into the nursing program at the time of SIP evaluation/approval. 
 
 Upon completion of her Associate degree in Science, Kelly will qualify for 

acceptance into the nursing program at Victor Valley College. 
 A science program is included in the List of Approved Education and 

Training Programs, with the long-term goal of nursing. 
 The science/nursing program may be approved as Kelly’s SIP. 
 The SIP may include Kelly’s transition into the actual nursing program; as 

long as Kelly continues to progress in her SIP, she may continue in her 
program until completion, or until she reaches her 48-month time limit on 
aid, whichever occurs first. 

  
Teens in SIPs In most cases, the only allowable activity for teens participating in 

Transitional Assistance Department Employment Services Program (TAD 
ESP) is a General Educational Development (GED) certificate or High School 
Diploma (HSD) program. (See ESPHB Chapter 23 – Teen Participation 
Requirements for further information.)   
 
SIPs may be evaluated/approved for teens under the following exceptions.  
The teen: 
 
 Is 19-years-old and enrolled in a SIP at the time of Orientation/Appraisal 

(O/A). 
 Already has a high school diploma or equivalent. 
 Is attending a SIP concurrently with a high school diploma/GED program. 
 
Teen SIPs extending beyond the 12 cumulative months will be coded under  
the Education Directly Related to Employment activity if they do not  
possess a high school diploma or equivalent. 
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Approval Procedures 

  
Introduction This section provides information regarding the procedures the Employment 

Services Specialist (ESS) follows when approving a customer’s Self-Initiated 
Program (SIP). 

  
Pre-approval 
review 

To ensure proper reporting and to receive credit towards the Work 
Participation Rate (WPR), the ESS will complete a thorough review of the 
customer’s 12-month Vocational Education (Voc Ed) time limit by 
reviewing the customer’s: 
 
 Voc Ed Track Summary page, located on the Task navigation bar, 

under WPR 
 Voc Ed activity(ies), located on the Customer Activities List page 
 Journal entries 
 
To determine which activity to enroll the customer in, the ESS follows the 
chart below.  

 
If the customer… Then the ESS… 

Has not exhausted his/her 
12-month time limit,  

 Completes the SIP Detail page.  
 Approves the SIP and opens a Voc Ed 

activity through the SIP Detail page, so 
C-IV can track the 12-month Vocational 
Education time limit. 
 Continues to treat the case as a SIP 

and completes all SIP 
documentation. 

 Encourages the customer to 
participate in 20/30/35 weekly, 
87/130/152 monthly hours of a core 
activity. 

Has exhausted his/her 12-
month time limit,  

 Completes the SIP Detail page. 
 Approves the SIP and opens Job Skills 

Training Directly Related to Employment 
or Education Directly Related to 
Employment through the SIP Detail 
page. 
 Continues to treat the case as a SIP 

and completes all SIP 
documentation. 

 Encourages the customer to 
participate in 20/30/35 weekly, 
87/130/152 monthly hours of a core 
activity.  

 
Note:  The ESS must continue to manually track a customer’s time because 
C-IV cannot track previous months (before the time clock was activated) in a 
Voc Ed activity. 

Continued on next page 
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Approval Procedures, Continued 

 

Approval 
actions 

On the day the ESS approves an education/training program as a SIP, s/he 
takes the following actions. 

 

Step Action 
1 Complete and have the customer sign the WTW 2 – Welfare-to-

Work Plan – Activity Assignment for the current school term. 
 The WTW 2 must show the title of the program and the school 

(e.g., “AA in Social Work at Crafton Hills College” or “Child 
Development Certificate at Copper Mountain College”). 

 The customer must sign a new WTW 2 whenever the SIP 
location or schedule changes, such as at the start and end 
date of each new term. 

 The WTW 2 should include any necessary concurrent 
activities.  See the WTW 2 – Forms and Procedures (F&P) 
guide for additional information located under TAD Forms 
Catalog, Employment Services. 

2 Develop and have the customer sign a PLAN 107 CIV – Action 
Plan that includes the SIP, all approved activities, and services. 
 

Note: Customers participating in concurrent activities in order to 
satisfy the weekly/monthly participation requirements must 
complete an Assessment.  See ESPHB Chapter 12 – Assessment 
and Learning Disabilities for additional information. 

3 Authorize necessary supportive services if they are not otherwise 
available.  To determine the availability of other sources of 
supportive services, the ESS has the customer complete and sign 
the Student Financial Aid Statement (WTW 8). 

4 Complete or add SIP information previously entered into the C-IV 
system; add the new status of “Approved” with Status Reason of 
“Meets SIP Criteria” on the School Status History section of the 
SIP Detail page.  

5 Add the appropriate activity for the customer through the 
Customer Activity section of the SIP Detail page, either: 
 Vocational Education activity (so C-IV can track the Voc Ed 12-

month time limit), or 
 Job Skills Training or Education Directly Related to 

Employment.  
6 Complete and sign the Action Plan (PLAN 107 CIV).   
7 Explain customer reporting requirements: 

 Attendance Report (ESP 735.2) for monthly verification, 
 Education/Training Progress Report (ESP 735) or end of term 

progress verification (i.e. grade reports or transcripts).  
8 Journal all actions taken.  See Journal Template, SIP Approval. 

 

Note:  Vocational Education, Job Skills Training Directly Related to 
Employment or Education Directly Related to Employment must be entered 
by the Resource Databank (RDB) Maintainer via the TAD RDB 102, if the 
provider is not currently in the RDB.  

Continued on next page 
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Approval Procedures, Continued 

  
Notifying 
college 
CalWORKs 
office of SIP 
approval 

When a SIP has been approved for a customer attending an 
education/training program at a community college, the ESS notifies the 
campus CalWORKs office that the SIP has been approved by faxing the 
Memo to Service Providers – ESP 019 and the signed WTW 2 to the 
CalWORKs office.    See Section A in this chapter for the Community College 
Contact Information. 

  
Delay in SIP 
start date 

A SIP may be approved as an activity when a customer is enrolled in, but 
has not started to attend the SIP at the time of the Orientation/Appraisal 
(O/A) appointment.  
 
If there is sufficient time prior to the start date of the SIP, the customer must 
participate in the regular sequence of Transitional Assistance Department 
Employment Services Program (TAD ESP) activities, including Job 
Readiness and Assessment, until the SIP begins.  

  
Example of 
delay in SIP 
start date 

When Mary attends O/A in April, she is enrolled in an education/training 
program that will not begin until September.  Her SIP is approved, but she 
completes Job Readiness and Assessment, signs an Action Plan (PLAN 107 
CIV) in May, and participates in Work Experience (WEX) until her SIP begins 
in September.   
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Supportive Services and Financial Aid 

  
Introduction This section provides information regarding supportive services available to 

an approved Self-Initiated Program (SIP), how supportive services are 
affected by financial aid, and provides information about the WTW 8 - 
Student Financial Aid Statement. 

  
Reference The following references apply to the material in this section: 

 

 ACL 08-36 
 ACIN I-47-08 
 ACL 04-04 
 42-750.3 
 47-220.21-.213 
 ACL 99-32 

  
Availability of 
supportive 
services 

Supportive services cannot be denied because the customer receives 
financial aid.  Mandatory customers and exempt volunteers may receive 
supportive services (transportation, ancillary, child care) for the approved SIP 
and all approved concurrent activities.   

 
Note:  Ancillary funds are not used to pay tuition expenses, nor are they 
used to reimburse fees and expenses. 

  
WTW 8 The ESS must have the customer complete and sign the Student Financial 

Aid Statement (WTW 8), Part A, to designate whether his/her financial aid 
will be used to cover child care, transportation and/or ancillary.  Customers 
may request to amend the WTW 8 at any time; Part B is used for 
amendments.  
 
 For information on completing the WTW 8, see Forms and Procedures 
(F&P) in the TAD Forms Catalog, Employment Services.  

  
Using financial 
aid to pay for 
supportive 
services 

A customer’s use of his/her financial aid to pay for supportive services is 
voluntary.  Supportive services are available to any customer who: 
 
 Does not receive financial aid, or 
 States financial aid is not available, regardless of whether the customer 

has received or will receive financial aid. 

Continued on next page 
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Supportive Services and Financial Aid, Continued 

  
How to avoid 
duplication of 
supportive 
services 

Customers may be attending education/training programs where they could 
receive specific financial help.  For instance, community colleges have 
programs (e.g., CalWORKs, EOPS, CARE) that may be able to help with 
certain supportive services.  If the customer had received reimbursement or 
used advances from another source (i.e. EOPS or CARE) the county does 
NOT duplicate the supportive services.  See ESPHB Chapter 8 – Supportive 
Services for additional information. 
 
Communication between the agencies is essential to ensure that supportive 
services are not being duplicated.  The community college CalWORKs 
Coordinator can help facilitate information exchange to avoid duplication of 
supportive services.  See the Community College Contact Information in 
Section A of this chapter for additional information. 

 
Financial aid – 
Victor Valley 
College 

If the customer is attending Victor Valley College, the ESS will access the 
financial aid award information by having the customer log into their Web 
Advisor account by clicking on: http://webadvisor.vvc.edu/.  Information 
obtained from the customer’s web advisor account will be specific to their 
financial aid grant.  ESS staff may also access general financial aid 
information at: www.vvc.edu/offices/financial-aid/dpss.shtml. 

 
Issuing 
supportive 
services  

Customers participating in SIP activities are eligible to receive supportive 
services, such as books, pens, pencils, paper, notebooks and lab materials.  
To ensure the customer’s success and participation in his/her SIP, the ESS 
will issue supportive services in a timely manner.  
 
The customer’s class syllabus is not necessary to verify required course 
books.  The ESS may access the community college’s online bookstore to 
verify book requirements specific to the customer’s school schedule.  
 
For steps on issuing supportive services, see ESPHB Chapter 8 – Supportive 
Services for additional information.  

  
Elective 
courses and 
supportive 
services  

TAD ESP must assist with supportive services for elective courses if the 
elective courses count toward the approved degree or certificate program, 
and/or recommended by campus CalWORKs Coordinator or an education 
counselor.  

Continued on next page 
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Supportive Services and Financial Aid, Continued 

 
Approved 
on-line courses 
and supportive 
services 

Customers in an approved WTW activity for an on-line course are eligible for 
supportive services including transportation, ancillary expenses, and child 
care for example:   
 
 Transportation needed for attending in-person examinations, 
 Ancillary needed for books or software required by the on-line course, 

and  
 Child care needed for an on-line course that must be taken during a 

specific day(s) and time(s) and there is no able and available member of 
the assistance unit to provide care during this time. 

 
Note: On-line courses are approvable as part of a SIP or Vocational 
Education and Training as long as they are through a school or college 
that will verify time and attendance, and all approval conditions are met. 

  
SIP 
Reimbursement 
(Camacho v. 
Allenby) 

The ESS must reimburse SIP customers for all supportive services 
retroactively to the beginning date of aid, prior to signing the WTW 2 when 
the following conditions are met: 
 
 The SIP requests reimbursement. 
 The expense is determined eligible. 
 The expense was incurred after the beginning date of aid. 
 The expense was necessary for participating during the academic period 

or term in which the SIP is approved.  
 The expense was an unreimbursed out of pocket cost.  
 
The ESS will not reimburse SIP supportive services that were incurred prior 
to the beginning date of aid, even if the expenses were paid after the 
beginning date of aid. 
 
See ESPHB Chapter 8 – Supportive Services for additional information. 

  
High cost 
ancillary 
requests 

Although supportive services are to be made available to every customer 
when necessary to participate in his/her approved SIP, ESSs and/or their 
supervisors must consider what is a reasonable request. 

  
Example of 
high cost 
ancillary 
request 

Cheryl is attending an approved SIP at the local community college and tells 
her ESS she needs a computer in order to complete her required course 
work. The purchase of a computer (a high cost ancillary request) would not 
be reasonable; Cheryl could use the computer lab at the college in order to 
complete her course work. 

  
Denial of 
supportive 
services  

Whenever a customer’s request for supportive services is denied, the ESS 
must issue the appropriate denial Notice of Action (NOA).  See Chapter 8 – 
Supportive Services.  
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Community Colleges – Aid Verification  

  
Introduction This section contains information regarding Community College verification. 

 
Community 
Colleges and 
aid verification 
requests 

As part of Community Colleges’ program funding, CalWORKs 
Coordinators/Counselors are required to obtain verification of a customer’s 
CalWORKs/Welfare-to-Work (WTW) eligibility each quarter/semester s/he 
participates in educational activities.  

  
ESP 227 – 
CalWORKs/ 
TANF 
Verification 

The ESP 227 – CalWORKs /TANF Verification form is used by all 
Community Colleges when initiating a request for verification of a customer’s 
CalWORKs/WTW eligibility and status.  

 
Note: The ESP 227 and Forms and Procedures (F&P) can be found in the 
TAD Forms Catalog, ESP. 

  
TAD ESP 
responsibilities 

The assigned County TAD ESP Staff Representative, Heather Andrews, is 
responsible for completing the ESP 227 -  CalWORKs/TANF Verification 
form for all Community Colleges. 
 
ESP 227s received in the district offices should be interoffice mailed to 
Heather Andrews, S.B. TAD 01, mail code #0080.  
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Section C 

SIP Denial Information 

Overview 

  
Introduction This section provides information regarding Self-Initiated Program (SIP 

denials. 

  
Contents This section contains the following topics: 
 

Topic See Page 
Denial Reasons 7-34 
Denial Procedures 7-35 
When the SIP Does Not Lead to Employment 7-36 
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Denial Reasons 

  
Introduction This section provides information regarding reasons that can and cannot be 

used to deny a customer’s Self-Initiated Program (SIP). 

  
Reference The following references apply to this information: 

 ACL 08-08 
 42-711.524 
 42-711.54 
 ACL 99-32 

  
Reasons for 
SIP denial 

A customer’s education/training activity may be denied as a SIP for one or 
more of the reasons referenced below. 

 
Ref. Reasons for Denial 

A The SIP is not an undergraduate degree or certificate program. 
B S/he is not making satisfactory progress. Satisfactory progress 

means fulfilling all conditions imposed by the school/institution 
offering the program in order to maintain current enrollment status.  

C The ESS determines the SIP will not lead to self-supporting 
employment for the customer because: 
 The customer has a significant barrier to employment that will 

permanently preclude his/her employment in the SIP field; and/or 
 The SIP is not on the List of Approved Education and Training 

Programs, and the customer does not demonstrate that the SIP 
will lead to his/her self-supporting employment. 

D The customer already has a Baccalaureate Degree and s/he is not 
enrolled in a California regular classroom teaching credential 
program. 

E The customer refuses to comply with weekly participation 
requirement.   

F The customer is not enrolled in the SIP on the date of the 
Orientation/Appraisal (O/A) appointment or on the date s/he failed to 
attend the O/A appointment without good cause. 

G The customer is attending a degree or certificate program at a 
private post-secondary school and the program does not meet 
approval, exemption or accreditation requirements.  

H The customer does not attend the SIP evaluation appointment or 
s/he does not provide all required SIP documentation. 

 
Note: A customer’s SIP cannot be denied because s/he already possesses 
the skills needed to obtain employment. 
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Denial Procedures 

  
Introduction This section provides information regarding the procedures the Employment 

Services Specialist (ESS) must follow to deny a customer’s Self-Initiated 
Program (SIP). 

  

Procedures On the same day the ESS denies an education/training program as a SIP, 
the ESS takes the following actions. 

 
Step Action 

1 Ask the Supervising Employment Services Specialist I (SESS I) to 
review the supporting documentation, and sign the SIP Approval 
Checklist (ESP 772.4) to support the denial decision. 

2 Give or mail the SIP Denial Notice (NA 119), along with the Hearing 
Rights (NA Back 9) to the customer. 

3 Take the appropriate action indicated below: 
  If the SIP is 

denied… 
And the 

customer… 
Then…  

  Because it 
will not lead 
to the 
customer’s 
em 
ployment, 

Provides additional 
documentation to 
demonstrate that 
the SIP will lead to 
his/her employment, 

Stop here.  Approve 
the program as a SIP; 
follow SIP approval 
procedures in Section 
B of this chapter. 

 

  Does not provide 
additional 
documentation to 
demonstrate that 
the SIP will lead to 
his/her employment, 

Stop here.  Allow the 
program as an 
“unapproved SIP” until 
the end of the current 
term; follow procedures 
outlined later in this 
section.  

 

  For any other 
reason, 

 Go to Step 4.  

  
4 Update the School Status History section on the SIP Detail page. 
5 Complete the Journal entry for all actions taken and documenting 

the reason the SIP was denied. 
6 Notify the campus CalWORKs office (for those customers enrolled 

in the SIP at a community college) that the SIP has been denied by 
faxing the Memo to Service Providers – ESP 019.  See Community 
College Contact Information in Section A of this chapter. 

7 Complete and have the customer sign the WTW 2 for the next 
appropriate activity. 
 

 If the customer refuses to sign the WTW 2 for the next 
appropriate activity, the ESS will initiate noncompliance 
procedures. 

 An education/training program denied as a SIP may be 
approved as a Vocational Education training, or Job Skills 
Training Directly Related to Employment. See ESPHB Chapter 
16 – Education and Training for additional information.  
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When the SIP Does Not Lead to Employment 

  
Introduction This section provides information regarding procedures for Self-Initiated 

Programs (SIPs) that do not lead to employment; these programs are denied 
but then referred to and handled as “unapproved” SIPs. 

  
Reference The following references apply to this material: 

 42-711.524 
 42-711.54 
 ACL 99-32 

  
“Unapproved” 
SIP has not 
started 

When a SIP is denied because the ESS determines it will not lead to the 
customer’s employment, and the education/training program has not started, 
the ESS assigns the customer to the regular sequence of ESP activities. 

  
“Unapproved” 
SIP has started 

When a SIP is denied because the ESS determines it will not lead to the 
customer’s employment, and the education/training program has already 
started, the education/training program may be approved as an activity until 
the end of the current school term as long as the customer is attending and 
making satisfactory progress in the program. 

  
Procedures for 
“unapproved” 
SIP 

The ESS follows the procedures below to place the customer in an 
“unapproved” SIP until the end of the current school term. 

 
Step Action 

1 Enroll the mandatory customer into the education/training activity 
and any necessary concurrent activities to satisfy the weekly 
participation requirement. 

2 Complete and have the customer sign the WTW 2; the end date 
of the unapproved SIP is the end of the current school term. 

3 Complete and have the customer sign an Action Plan.  
4 Authorize any necessary supportive services; unapproved SIPs 

must still utilize the WTW 8. 
5 Complete a thorough Journal entry including reason for SIP 

denial, “unapproved” SIP status, and end date of unapproved SIP. 
6 Notify the campus CalWORKs office (if appropriate) that the SIP 

has been approved until the end of the current term by faxing the 
Memo to Service Providers – ESP 019 and the WTW 2 to them.  
See Section A, Community College Contact Information. 

  
End of school 
term 

At the end of the school term, the customer must either participate in the 
regular sequence of ESP activities or transfer to an education/training 
program that is approvable as a SIP. 
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Section D 

SIP Participation and Monitoring 

Overview 

  
Introduction This section provides information regarding participation and monitoring 

requirements for an on-going Self-Initiated Program (SIP). 

  
Contents This section contains the following topics: 
 

Topic See Page 
SIP Attendance 7-38 
SIP Progress 7-40 
Change or Interruption of SIP 7-42 
SIP Completion 7-43 
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SIP Attendance 

  
Introduction This section provides information regarding attendance requirements for 

customers in an approved Self-Initiated Program (SIP). 

  
Reference The following references apply to this material: 

 ACL 08-08 
 ACL 08-07 
 ACL 07-05E 
 ACL 07-05 
 ACL 07-03 
 ACL 06-06 
 42-711.54 
 ACL 99-32 

  
SIP attendance Attendance in a SIP must be verified monthly.  Customers participating in a 

SIP receive credit for actual attendance as a Vocational Education, Job Skills 
Training or Education Directly Related to Employment activity; unless it is a 
verified excused absence or approved Holiday.  The ESS is required to 
obtain attendance verification and review the total monthly hours of 
participation.    See ESPHB Chapter 14 – Welfare-to-Work Activities for 
additional information for Holidays and excused absences. 

  
Attendance 
Report form – 
ESP 735.2 

The customer must provide monthly verification of attendance from the 
Community College/Service Provider as indicated on the ESP 735.2 – 
Attendance Report form.  The customer may choose another form of 
verification as long as it contains the following information: 
 
 Customer Name 
 CalWORKs case number or customer phone number and date of birth 
 Name of school 
 School address and phone number 
 Classes attended 
 Days and hours of attendance 
 Instructor/Provider/Staff signature and date 
 Customer’s signature and date 
 
The Instructor/Provider/Staff signature is not required if a Community College 
submits other acceptable verification or the ESP 738 – Community  
College Enrollment Hours Verification Report. 

 
Note: ESP 735.2 forms are centrally mailed to customers once a month and 
can also be found in the TAD Forms Catalog, Employment Services and 
through the Forms Distribution Unit (FDU). 

Continued on next page 
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SIP Attendance, Continued 

  
Assistance 
from the 
campus 
CalWORKs 
Coordinator 

Community Colleges work collaboratively with TAD ESP in assisting SIP 
customers in obtaining necessary documentation.  If a customer is attending 
a Community College program and reports s/he is having trouble getting 
attendance verification from a particular instructor, the campus CalWORKs 
Coordinator has access to the student’s records and may assist the ESS and 
student in obtaining this information.  

  
Community 
College 
Enrollment 
Hours 
Verification 
Report – ESP 
738 

Community Colleges may complete and send the ESP 738 – Community 
College Enrollment Hours Verification report to the ESS between the fist (1st) 
and fifth (5th) calendar day of each month.  The Community College may 
choose another form of verification as long as it contains: 
 
 Customer Name 
 Name of school 
 School address and phone number 
 Classes enrolled 
 Days and hours of class 
 Total monthly hours 
 CalWORKs Coordinator or authorized College Staff Member name and 

signature 
 
The ESS must use the ESP 738 along with the ESP 735.2 – Attendance  
Report to verify hours of attendance for SIPs.

  
C-IV attendance The ESS will enter monthly attendance for all activities in the C-IV system 

using documented verification. 
 
 If the customer is in a Vocational Education (Voc Ed) activity for his/her 

SIP; the customers attendance must be entered under his/her Voc Ed 
activity so C-IV will tick the Voc Ed 12-month time clock.  

 If no attendance is entered a month of Voc Ed will not be ticked in the  
C-IV system. 

 
Voc Ed time 
clock 

If the ESS does not want a month in Voc Ed to count towards the customer’s 
12-month time clock because the customer met WPR with another activity, 
s/he can have her/his Supervising Employment Services Specialist (SESS I) 
untick the month on the Voc Ed Track Detail page.  See C-IV User Guide – 
Activity Attendance. 
 
See C-IV User Guide, Activity Attendance – Customer Activities List page for 
additional information. 
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SIP Progress 

  
Introduction This section provides information regarding reviewing a customer’s Self-

Initiated Program (SIP) progress and taking appropriate action as a result of 
that review.  

  
Reference The following references apply to this material: 

 
 ACL 08-08 
 ACL 07-05E 
 ACL 07-05 
 ACL 06-06 
 ACL 99-32 
 42-711.541(b) 
 42-711.8 
 42-721.221 

  
Progress 
review 

Customers enrolled and participating in a SIP are required to submit proof of 
satisfactory progress at the end of the course, quarter, or semester. The 
customer must provide grades or the completed Progress Report (ESP 735) 
for each required course from the previous term before his/her SIP can be 
approved for the next term.  

  
Satisfactory 
progress 

Satisfactory progress is defined as fulfilling all conditions imposed by the 
school/institution offering the program in order to maintain current academic 
enrollment status.   
 
For WTW purposes, the requirements also include monthly attendance 
verification as proof of satisfactory progress for meeting weekly participation 
requirements.  Attendance, academic performance and completion 
timeframes are included in the criteria for satisfactory progress. 

Continued on next page 
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SIP Progress, Continued 

  

End-of-term 
review 

When an end-of-term SIP review is due, the ESS will request verification of 
progress in addition to the monthly attendance report before approving the 
next school term.  The ESS takes the following actions.  

 
Step Action 

1 Sends an ADM 102 CIV – Appointment Letter and requests: 
 
 Grades or transcripts for each required course from the previous 

term 
 Class schedule for the next quarter or semester 
 Verification of enrollment in campus-based concurrent activities 

for the next school term, if appropriate. 
2 Reviews the grades or transcripts the customer provides to 

determine if s/he maintained satisfactory progress in as fulfilling all 
conditions imposed by the school/institution offering the program in 
order to maintain current academic enrollment status for the 
required courses. 

3 Takes appropriate action based on review of the progress reports to: 
 
 Approve continued participation in the SIP. 

 Have the customer sign a WTW 2 if the SIP location or 
schedule of classes change,  

 Arrange participation in concurrent activities, and/or 
 Re-assess the customer’s supportive service needs,  

 Evaluate for good cause/exemption, if appropriate. 
 Initiate noncompliance, if appropriate. 

4 Sets a new task.  
5 Completes a Journal entry covering the specifics of the review.  

   

When a SIP 
fails to make 
satisfactory 
progress  

SIPs who are required to participate in WTW fail or refuse to comply with 
WTW program requirements in assigned activities, and whose failure to 
make satisfactory progress is not due to a medical problem or a learning 
disability are subject to noncompliance and sanction requirements.   See 
ESPHB Chapter 18 – Noncompliance for additional information. 

  

When the 
customer 
declines the 
learning 
disability 
screening/ 
evaluation 

Customers who decline a learning disability screening or evaluation: 
 
 Must read (with the ESS) and sign the WTW 17 – Waiver of Learning 

Disability Screening and/or Evaluation Form. 
 Are expected to comply with all participation requirements, including the 

requirement to make satisfactory progress. 

  

Verified 
disability 

When lack of progress is due to a verified learning or other disability, the 
ESS allows for any reasonable accommodations recommended by the 
Learning Disability Evaluator, the community college Disability Programs and 
Services Evaluator/Counselor, or other qualified person. 
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Change or Interruption of SIP 
 

Introduction This section provides information regarding how the customer changing 
programs or schools affects Self-Initiated Program (SIP) participation and 
discusses good cause interruptions of the SIP. 

 
Changing 
programs 
and/or schools 

The education or training program determines continued SIP approval.  
When a customer transfers into the same program at a different school, SIP 
approval may continue. 
 
Example 1:  Sue was an approved SIP for a child care certificate at Chaffey 
College.  She moved to Victorville and is continuing in a child care certificate 
program at Victor Valley College, SIP approval may continue. 
 
Example 2:  Mark was approved for a certificate program in auto body. Half 
way through his auto body program, he decided to instead pursue an 
electronics certificate.  When a customer transfers into a different program at 
the same or a different school, SIP approval will end.   

 
Post-
assessment 
activity 

When a customer transfers to a different education/training program, the 
ESS may refer the customer to an Assessment.  If the Assessment results 
indicate that the new program will help the customer obtain or retain 
employment, the ESS may approve the new program as a Post-Assessment 
activity. 

 
Customers 
planning to 
transfer to a 4-
year college or 
university 

When a customer is attending a SIP at a community college, his/her SIP is 
approved for that program only.  The customer may be planning to transfer 
to a 4-year college or university to continue his/her education, but SIP 
approval ends when s/he completes the approved community college 
program. 

 
Note:  The Community College systems will be renaming/revising many of 
their Associate of Arts/Associate of Science (AA/AS) titled degrees to 
Associate of Arts-Transfer/Associate of Science-Transfer (AA-T/AS-T). The 
addition of the “T” in the title indicates it is a transfer appropriate degree to a 
school in the California State University system. These degrees can be 
approved as SIPs.  SIP approval ends when the customer completes the 
approved community college program. 

Continued on next page 
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Change or Interruption of SIP, Continued 

 
Good cause 
interruption 

An individual whose approved SIP is interrupted for good cause reasons may 
resume participation in the same program. 
 
 The ESS actively assists the customer to remove barriers that are 

preventing his/her participation in the SIP. 
 If the customer resumes participation in the SIP, the ESS creates the 

appropriate activity through the Customer Activity section on the SIP 
Detail page (Vocational Education, Job Skills Training Directly Related to 
Employment, or Education Directly Related to Employment) for the 
customer. 

 
See ESPHB Chapter 18 – Noncompliance for additional information. 

 
Updating the 
SIP status 

The School Status History section of the SIP Detail page must be updated 
when a SIP is approved, closed, completed or denied. See C-IV User Guide  
-Self-Initiated Program (SIP) - Editing. 
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SIP Completion 

 
Introduction This section provides information regarding what the Employment Services 

Specialist (ESS) does when the customer successfully completes his/her 
Self-Initiated Program (SIP). 

  
Actions to take 
upon SIP 
completion 

When a customer completes his/her SIP, the ESS schedules an appointment 
within ten (10) calendar days to meet with the customer.  At this appointment, 
the ESS takes the following actions to conclude the SIP. 

 
Step Action 

1 Update the Degrees and Skills pages for the new certificate or 
degree the customer has earned. 

2 Update the School Status History section on the SIP Detail 
page. 

3 Issue Notice of Action (NOA), if necessary, to terminate 
supportive services. 

4 Enroll the customer immediately into the next appropriate activity 
to ensure seamless service: 
 
 Complete and have the customer sign a new WTW 2 Activity 

Agreement. 
 Amend the customer’s goals and Action Plan (PLAN 107 CIV), 

if needed. 
5 Request a copy of the customer’s degree or certificate when it is 

available. 
6 Complete a Journal entry covering all pertinent information. 
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Overview 

  
Introduction State statute and regulations require the Employment Services Program 

(ESP) to provide California Work Opportunity and Responsibilities to Kids 
(CalWORKs) customers with supportive services that are necessary for a 
customer to obtain or retain employment or to participate in other assigned 
Welfare-to-Work activities. If necessary supportive services are not available, 
the customer has good cause for not participating in the assigned 
CalWORKs activity. 

  
Contents This section contains the following topics: 
 

Topic Section See Page 
Transportation A 8-6 
Ancillary B 8-28 
Manual Warrant Issuance C 8-37 
Child Care D 8-39 
State Funded Vehicle Programs E 8-43 

 
Forms 
summary 

The table below summarizes various forms referenced in this chapter.  

 

Form # Title Location 
DL 937 Verification for Reduced Fee 

Identification Card 
Forms Distribution Unit 

DPSS 278 G/S Vendor Service Order and Claim for 
Payment Voucher 

Available through the Office Assistant. 

ESP 751.1 Return Travel Claim HSS Website under TAD Forms Catalog, 
Employment Services 

ESP 753A Travel Assistance Claim HSS Website under TAD Forms Catalog, 
Employment Services 

ESP 753A 
Sample 

Travel Assistance Claim SAMPLE HSS Website under TAD Forms Catalog, 
Employment Services 

ESP 753CC Travel Assistance Claim for Child 
Care 

HSS Website under TAD Forms Catalog, 
Employment Services 

G-845 INS Document Verification Request HSS Website under TAD Forms Catalog, 
CalWORKs forms 

NA 820 Approval of Transportation NOA C-IV 
NA 821 Denial of Transportation NOA C-IV 
NA 822 Change of Transportation NOA  C-IV 
NA 823 Approval/Denial of Ancillary NOA C-IV 
PLAN 102 C-IV Progress & Attendance C-IV 
W-9 Request For Taxpayer ID Number 

and Certification 
Available through the Office Assistant, or 
http://www.irs.ustreas.gov/prod/forms_pubs 
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General Information 
 

Introduction This section contains information regarding the types of supportive services 
available, duplication of supportive services, Notices of Action (NOA), 
computing the notice period, and time frames. 

  
Reference The references used in this chapter are: 

 
 EAS 42-750 
 ACL I-47-08 
 ACL 08-36 
 ACL 10-09 

  
Types of 
supportive 
services 

The Transitional Assistance Department (TAD) Employment Services 
Program (ESP) provides the following supportive services to California 
Work Opportunities and Responsibility to Kids (CalWORKs) customers: 
 
 Ancillary expenses 
 Child Care  
 Transportation 

 
Note:  See ESPHB Chapter 6 for special needs referrals for domestic 
violence, mental health, and drug/alcohol abuse services. See ESPHB 
Chapter 12 for learning disabilities evaluations. 

  
Supportive 
service pick-up 
times 

Customers are allowed to pick-up supportive services any time the district 
office is open for business. 

  
Duplication of 
supportive 
services 

If a customer is receiving reimbursement or advances from another source 
(i.e., his/her employer) the county does NOT duplicate the supportive 
services. 
 
Community Colleges have programs (e.g., CalWORKs, Extended 
Opportunity Program and Services (EOPS), Cooperative Agencies 
Resources and Education (CARE) that may be able to help with certain 
supportive services. Communication between the agencies is essential to 
ensure supportive services are not being duplicated. The Community 
College CalWORKs Coordinator can help facilitate information exchange in 
this area (see ESPHB Chapter 16 Education and Training for a listing of 
CalWORKs coordinators).  
 
The Employment Services Specialist (ESS) will not reimburse the customer 
for an expense incurred if there is documentation indicating the funds 
received from other sources were earmarked or restricted for use for such 
expenses (e.g., books).  

 
Note:  The ESS verifies there is a completed/signed/dated ABCDM 228, 
Release of Information imaged. 
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General Information, Continued 
  

SIP supportive 
services 

The ESS must reimburse Self-Initiated Program (SIP) customers for all 
supportive services retroactively to the beginning date of aid when the 
following conditions are met: 
 
 The SIP requests reimbursement. 
 The expense is determined eligible. 
 The expense was incurred after the beginning date of aid. 
 The expense was necessary for participating during the academic period 

or term in which the SIP is approved.  
 The expense was an unreimbursed out of pocket cost.  
 
The ESS will not reimburse SIP supportive services that were incurred prior 
to the beginning date of aid, even if the expenses were paid after the 
beginning date of aid. 

 
Note: For individuals who do not qualify for a SIP but are allowed to 
continue in an educational program until the beginning of the next 
educational semester or quarter break, the ESS will not reimburse or pay for 
supportive services until the date a WTW plan is signed. 

  
Examples of 
SIP supportive 
services 

Example 1: A customer begins participation in an educational program on 
September 2, 2008. S/he applies for and is granted aid on October 1, 2008. 
The customer’s education program is approved as a SIP on October 15, 
2008. This customer started taking the bus to school on September 2, 2008. 
S/he is eligible for bus pass reimbursement back to October 1, 2008, the 
beginning date of aid. If the customer had chosen to drive her car instead of 
taking the bus, and her roundtrip travel time by bus does not exceed two 
hours, s/he would only be eligible for bus pass reimbursement instead of 
mileage reimbursement.  
 
Example 2:  The same customer in example 1 above paid for books for her 
educational program out of her own pocket on September 5, 2008. The ESS 
would not reimburse the customer for books because this expense was 
incurred prior to the beginning date of aid. 

  
Approved     
on-line courses 
and supportive 
services 

Customers in an approved WTW activity for an on-line course are eligible for 
supportive services including transportation, ancillary expenses, and Child 
Care for example:   
 
 Transportation needed for attending in-person examinations, 
 Ancillary needed for books or software required by the on-line course, 

and  
 Child Care needed for an on-line course that must be taken during a 

specific day(s) and time(s) and there is no able and available member of 
the assistance unit to provide care during this time. 

 

Note: On-line courses are approvable as part of a SIP or Vocational 
Education and Training as long as they are through a school or college that 
will verify time and attendance, and all approval conditions are met. 

Continued on next page 
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General Information, Continued 

 
Reimbursements 
under $10.00 

Reimbursement amounts for travel claims under $10.00 are issued through 
the C-IV system.  If a voucher needs to be issued to a vendor for under 
$10.00, use Imprest Funds for payment (issue the payment to the customer 
to pay the vendor).  Do not issue vouchers under $10.00. 

  
Reimbursements 
for discontinued 
cases 

If the customer’s whole case is discontinued and we owe him/her under 
$10.00, the Authorized Issuance Office Assistant (AIOA) completes a 
Journal entry and uses Imprest Funds to give the customer the payment 
when he/she reapplies.  

  
Notice Of 
Actions (NOA) 

The primary document used to authorize CalWORKs supportive services is 
the Notice of Action (NOA).  
 
The ESS mails a timely NOA to the customer affected when an ESP action 
results in a(n): 
 
 Approval 
 Denial 
 Change 

  
Timely NOA 
requirement 

A timely NOA is required when a supportive service request is approved, 
changed, and/or denied.  The customer must receive the notice of action at 
least ten calendar days prior to the effective date of the change.   This 
includes situations where a supportive service request is partially approved 
and denied (I.e. denial of a book for an unapproved course/program). The 
ESS uses one of the NOA forms (available in C-IV) listed below to approve, 
deny and/or change supportive services: 
 

 NA 821 - Denial of Transportation NOA 
 NA 822 - Change of Transportation NOA 
 NA 823 - Approval/Denial of Ancillary NOA 

  
Denying 
supportive 
services 

The ESS will deny supportive services if participation/attendance verification 
is not provided. 

  
Computing the 
notice period 

In computing the notice period, the ten-day period does not include the date 
of the mailing, or the date that the action is to take effect.  
 
For example, if the effective date of the action is to be August 1st, the notice 
must be mailed no later than July 21st. 
 
See Cut-Off Schedule on-line in the C-IV User Guide, Work Flow 
Management for a list of “10-day Manual NOA” dates. 

 Continued on next page 
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General Information, Continued 

 
Travel claim 
time frames 

The ESS submits Travel Claims (ESP 753A) to the Office Assistant (OA): 
 
 Within ten (10) calendar days of receipt, or 
 By the end of the month for claims with less than ten (10) calendar days 

left in the month.  
 
The ESS ensures there is a date stamp on the customer’s Travel Claim form.  
If the form has not been date stamped the ESS date stamps the form. 
 
Note:  An OA should have date stamped the form when it was received in 
the office, per TAD Office Procedures (TOP) handbook. 
 
The ESS must obtain Employment Services Manager (ESM) approval to pay 
Travel Claims over 60 days from the last day of the Report month. 
 
Example:  A January Travel Claim would be over 60 days and need ESM 
approval after April 1st because the 60 day count starts on February 1st. 

  
Customers 
picking up 
negotiables 

The ESS will notify the designated Authorized Issuance Office Assistant 
(AIOA) via e-mail, and cc the Supervising Office Assistant (SOA) if a 
customer is in the office to pick-up the following negotiables: 
 
 Gas card(s), 
 Bus pass, 
 Bus tickets, and/or  
 Ancillary voucher(s).  
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SECTION A 

Transportation 

Overview 

 
Introduction This section contains information regarding transportation supportive 

services. 

  
Contents This section contains the following topics: 
 

Topic See Page 
Transportation  8-7 
Transportation Forms 8-8 
Travel Claim Reimbursements 8-9 
Transportation: Mileage Reimbursement Rate 8-11 
Public Transportation 8-12 
Transportation: Gas Cards 8-17 
Transportation Advance 8-20 
Transportation Reimbursement 8-22 
Child Care Transportation 8-24 
Child Care Transportation Reimbursement 8-26 
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Transportation 
 

Introduction This section contains information regarding transportation services that are 
available to customers to cover the cost of transportation to and from an 
approved Welfare-to-Work (WTW) activity, including transportation to and from a 
Child Care provider.  
 

Transportation services include: 
 

 Public transportation 
 Reimbursement 
 Advances  
 Miscellaneous services 
 

The ESS issues a bus pass or gas card to customers so they can attend their 
approved WTW activity.

 

General 
guidelines 

Payment for transportation is made using the following guidelines: 
 

 Payment is based on the least costly form of transportation that would not 
preclude participation in WTW activities. 

 If public transportation is available, the customer is issued bus tickets or a 
bus pass.   

 If public transportation is available but the customer chooses to use his/her 
own vehicle, the customer is reimbursed at the least costly form of 
transportation. 

 If public transportation is not available or public transportation to and from 
the CalWORKs activity would require more than two hours round trip, 
including the time it takes for the customer to walk to the bus stop, the 
customer is reimbursed at the rate of 38.1 cents per mile. 

 Payment is allowed to and from the actual location where the customer is 
attending an approved activity.  

 Parking is reimbursed at actual cost. The customer submits receipts for this 
purpose except in cases where parking meters are used.  If the customer 
does not have a receipt, a written declaration from the customer indicating 
the amount paid is used to verify the expense. 

 Traffic and parking citations are not paid or reimbursed. 

 

Reimbursement 
under $10 

Travel reimbursement amounts under $10.00 are issued through the C-IV 
system. 

 

Transportation 
within three-
county region 

Transportation assistance is available for transportation services within the 
three-county region consisting of San Bernardino, Riverside and Los Angeles 
Counties.  Transportation assistance for destinations outside this three-county 
region is provided only on a case-by-case basis with prior approval of the 
Employment Services Manager (ESM). 

 

Self-
employment 

A self-employed customer, who maintains a place of employment outside of the 
home, would be eligible for supportive services for transportation to and from 
home and the place of employment. However, s/he would not be eligible to the 
cost of transportation for running errands related to the business, or delivering 
products sold. 
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Transportation Forms 

  
Introduction This section contains information regarding transportation Notices of Action 

(NOA), what to do when denying a claim, NOA location, and authorization 
levels.  

  
Reference EAS 42-750 

  
Transportation 
NOAs 

The following Notices of Action (NOAs) are used with WTW Transportation 
Services and are available in the C-IV system: 

 
Form # Usage 
NA 820 Approve transportation payments. 

 
Note:  Dates on NOAs must coincide with issuance dates. 

NA 821 Deny a customer’s: 
 
 Request for transportation payments, 
 Request for an increase, or 
 To discontinue transportation payments. 

NA 822 Change: 
 
 Payment limit 
 Number of bus passes 
 Payment method 
 Mode of transportation 
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Travel Claim Reimbursements 
 

Authorization 
levels for 
transportation  

The chart below provides authorization levels for travel claim 
reimbursements.  The Supervising Employment Services Specialist I 
(SESS I), Employment Services Manager (ESM) or Deputy Director (DD) will 
sign the Notice of Action (NOA) if required to authorize payment. 

 

Amount Authorization Levels 
$0 - $500.00 ESS 
$500.01 + SESS I, ESM and DD 

 

Transportation 
assistance  

When an ESS determines a customer needs transportation assistance in the 
form of reimbursement to participate in an activity, the ESS will have the 
customer complete the ESP 753A Travel Assistance Claim form.  The ESS 
will follow the steps below. 

  

Step Action 
1 Completes the contract (WTW 2) with activity location(s) and hours of 

participation, including the Supportive Services block for Transportation 
(check boxes for Bus Pass, Mileage, Parking or Other). See F&P for the 
WTW 2 located on-line under TAD, Employment Services forms. 

2 Creates a “Need” for transportation. 
3 Creates a Service Arrangement, which populates the NA 820 

Transportation Approval Letter. 
4  Obtains approval via email from the SESS I, ESM, and/or DD if 

monthly reimbursement amount will exceed the ESS authorization 
level. The email must include the: 
 Case number (PII rules must be followed), 
 Amount of the Service Arrangement, and  
 Activity the customer is attending. 

 Images the approval email to the case by using the ImageNow 
virtual printer. 

 
Note: See C-IV User Guide Image Now (Virtual) Printer for specific 
information. 

5 Explains to the customer: 
 
 How to accurately complete the ESP 753A. 
 When the form is due (between the first (1st) and fifth (5th) day of 

each month), and 
 It takes approximately ten days to receive a travel claim 

reimbursement. 
6 Gives the customer a supply of ESP 753A Travel Assistance Claim 

forms to submit monthly. 
7 Gives the customer a SAMPLE ESP 753A Travel Assistance Claim 

form, if needed. 
8 Creates a Journal entry. 

Continued on next page 
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Travel Claim Reimbursements, Continued 

 
Travel Claim 
reimbursement 
for restored 
CalWORKs 
cases 

Customers who have their CalWORKs benefits restored back to the date of 
discontinuance may be eligible for transportation assistance for the period of 
time the case was closed. The customer must: 
 
• Provide verification of participation, and 
• Submit a Travel Assistance Claim (ESP 753A) form.  
 
Example: A customer was discontinued from CalWORKs for being over 
income on 9/1. Three (3) months later, the case was restored back to 9/1. If 
the customer requests a travel reimbursement for the three (3) months, the 
ESS will request the above verification and approve transportation 
assistance, as appropriate.   

 
Completed ESP 
753A Travel 
Assistance 
Claim forms 

When the ESS receives the completed ESP 753A Travel Assistance Claim 
form, the ESS and Authorized Issuance Office Assistance (AIOA) will follow 
the table below.  

 

Stage Description 
1 ESS reviews the ESP 753A form for accuracy.  
  
  If the customer has … Then the ESS …  
  Completed the form 

correctly, 
Continues to stage 2.  

  Not completed the form 
correctly, 

Returns the ESP 753A to the 
customer using the ESP 
751.1 - Returned Travel 
Claim form. 

 

  
2 ESS approves the travel claim and: 

• Sends the ESP 753A to the AIOA for processing, and   
• Includes information that the approval email is already imaged 

in the case under Supportive Services, if authorization is 
required to issue payment.   

 
Note:  Authorization is not needed on monthly reimbursement 
claims within the limits of the Service Arrangement, once the 
appropriate approval emails are imaged in the case. 

3 ESS completes a Journal entry. 
4 The AIOA: 

• Verifies the approval email is imaged in the case under 
Employment and Training/Supportive Services, 

• Completes the processing in C-IV, 
• Creates a payment request for a warrant to be issued to 

reimburse the customer, and 
• Completes a Journal entry. 

5 The SOA approves the payment request. 

 



ESPHB #0278  (1/13) SUPPORTIVE SERVICES 8-11 

Transportation:  Mileage Reimbursement Rate 

  
Introduction This section contains information regarding the mileage reimbursement rate.  

  
Reference The Eligibility and Assistance Standards (EAS) 42-750 is the reference used 

for this section.  

  
Mileage 
reimbursement 
rate 

A customer may receive transportation services based on the established 
mileage rate.  The mileage rate is 38.1 cents per mile, effective 2/1/13.  
 
The Employment Services Specialist (ESS) is required to complete a new 
Service Arrangement in the month of 2/2013 and send a Notice of Action 
(NOA) to all customers receiving mileage reimbursement. 
 
The C-IV system will be revised to reflect the new mileage reimbursement 
rate effective 2/1/13. 
 
The transportation mileage rate is determined by the least costly form of 
transportation to and from the approved activity. 

  
When to use 
the mileage 
reimbursement 
rate 

The transportation mileage reimbursement rate may be used when: 
 
 Public transportation is not available. 
 Public transportation requires traveling more than two hours round trip, 

including the time it takes the customer to walk to the bus stop. 
 Customer takes child(ren) to Child Care before the approved activity. 
 Mileage is determined to be the least costly form of transportation. 

  
Mileage rate 
versus public 
transportation 
rate 

If the customer wants to use his/her own vehicle even though public 
transportation is available and s/he would not have to travel more than two 
hours round trip, including the time it takes the customer to walk to the bus 
stop, s/he is reimbursed at the least costly form of transportation 
reimbursement. 
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Transportation:  Mileage Reimbursement Rate 

  
Determining 
the least costly 
form of 
transportation 

To determine the least costly form of transportation, the ESS will: 
 Need to review and image Google maps, bus maps, or other search engines 

once during the service arrangement period if the hours/location of the 
customers activity(ies) do(es) not change. 

 Use the time of day the customer would be taking public transportation to 
get to his/her activity to determine if it would take more than two hours to 
his/her destination. 

 Review each customer’s situation on a case-by-case basis. 
 Use the least costly form of transportation. 
 Image all pertinent documentation, i.e. Google map, public transportation 

information, etc. into Supportive Services. 
 Journal actions taken and reasons actions were taken. 
 
Example 1:  Sam lives in Redlands and is participating in his employment 
activity in Rancho Cucamonga.  He needs to be to work by 7:00am.  The ESS: 
 Utilizes Omnitrans trip planner to determine there is no available route 

through the Google Transit Map. 
 Determines Sam would be reimbursed at the mileage reimbursement rate 

since there is no bus route to his activity. 
 Images documentation from Google Transit Maps into Supportive Services. 
 Journals action taken and reasons actions were taken. 
 
Example 2:  Sue lives in Fontana, and is employed in Rialto, and her hours/days 
of employment vary during the month.  She states she could take the bus on 
some days but not others, because the bus doesn’t run at the times she needs to 
be at work.  The ESS: 
 Utilizes Omnitrans trip planner to determine through the Google Transit Map 

if bus service is available and discovers bus service is available on some 
days but not others, because the bus doesn’t run at the times Sue needs to 
be at work. 

 Evaluates the case and determines it would be appropriate to give Sue the 
mileage reimbursement rate because she must use her vehicle to attend her 
activity. 

 Images documentation from Google Transit Maps into Supportive Services. 
 Journals action taken and reason actions were taken. 
 
Example 3:  Fred works three (3) miles from his home and there is a bus route 
that is available at the days/times he needs to go to work.  The ESS determines 
Fred could take the bus because the bus would get him to and from his 
approved activity at the appropriate time, and it would not take him two hours 
round trip on the bus.  Fred utilized his car to get to and from work.  The ESS: 
 Computes and compares the difference between the monthly bus pass rate 

($75.00 a month) in Fred’s area, and the current mileage reimbursement rate 
of 38.1 cents for his six (6) mile round trip for 20 days during the month at 
$45.72. 

 Determines that the most appropriate reimbursement for Fred would be 
mileage at $45.72 since it is the least costly form of transportation. 

 Images appropriate bus route information into Supportive Services. 
 Journals action taken and justification for the determination.  
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Public Transportation 

 

Introduction This section contains information regarding public transportation, transit 
agencies, contracts with public transit agencies, what to do if a customer 
loses a bus pass/ticket, and examples of using the public transportation rate. 

 

Reference EAS 42-750 

 

Determining 
public 
transportation 

When the Employment Services Specialist (ESS) determines the type of 
public transportation service a customer needs in order to participate in 
his/her Welfare-to-Work (WTW) activities, s/he does the following: 

 

Step Action 
1 Enters the activity into C-IV. 
2 Completes a Needs page and a Service Arrangement which 

populates the appropriate transportation Notice of Action (NOA), 
for a maximum of six months or to the end of the activity, 
whichever is shorter. 

3 Obtains approval via email from the Supervising Employment 
Services Specialist I (SESS I), Employment Services Manager 
(ESM), and/or Deputy Director (DD), if necessary (see 
transportation authorization levels).  

4 Images the approval email to the case under Employment and 
Training/Supportive Services using ImageNow virtual printer.  
 
See C-IV User Guide Image Now (Virtual) Printer for specific 
information. 

5 Completes a Journal entry. 
 

Note:  The same procedures apply if the customer needs to bring his/her 
child(ren) to an appointment. 

 

Public transit 
issuance 

When a customer requests supportive services for public transit, the ESS will 
determine the appropriate issuance according to the following table: 

 

If the customer… Then the ESS will issue the… 
Did not participate for the entire 
month,  

Daily public transit rate for the area to 
a maximum of the public transportation 
monthly rate. 

Continues to participate in 
activity on a monthly basis, 

Monthly rate bus pass. 

Is a Victor Valley Transit 
customer,  

31-day – County Adult rate pass. 
 

 
 

Note: The ESS will always approve the least expensive reimbursement rate. 

Continued on next page
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Public Transportation, Continued 

 
Transit 
agencies in San 
Bernardino 
County 

There are several transit agencies in San Bernardino County that provide 
public transportation. They are: 
 
 Omnitrans  
 Victor Valley Transit 
 Morongo Basin Transit Authority 
 Mojave Valley (MV) Transportation, and 
 MARTA 

 
Other transit 
agencies 

In addition, there are other agencies that may provide public transportation to 
ESP customers. 
 
 Foothill Transit (The ESS will need to issue imprest cash for this 

transportation provider because Omnitrans does not provide services in 
the Montclair area) 

 Metrolink  
 Riverside Transit Authority 

  
Transit 
agencies 
general 
information 

Most transit agencies operate their routes on a fixed schedule. Schedules 
can be obtained by calling the local transit agency in your area.  
 
Bus fares differ from agency to agency. Some agencies provide reduced 
fares or free services to: 
 
 Disabled citizens 
 Senior citizens 
 Students enrolled in K – 12 
 Individuals enrolled in local colleges 
 
Contact the local transit agency for additional services available in your area. 

Continued on next page 
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Public Transportation, Continued 

 
Contracts with 
transit 
agencies 

ESP has arranged with several agencies to provide bus passes or tickets to 
CalWORKs customers.  The table below provides general information on the 
transit agencies with ESP contracts.  This information is also available in the 
C-IV system under Resource Databank. 
 
Note:  Operation hours, costs and areas served are subject to change.  The 
ESS should contact the local transit agency for the most up-to-date 
information. 

 
Agency 
Name Operation Hours Type Cost Service Area 

Omnitrans 
909-379-7100 

Weekdays:  
4 am – 10:30 pm 
 
Saturdays:  
6 am – 8 pm 
 
Sundays: 
8 am – 6:30 pm 

Daily pass $3.60 San 
Bernardino 
Valley 

Monthly pass $47.00 (good for 
30 consecutive 
days of use from 
the first day used) 

Student pass $35.00 

Victor Valley 
Transit 
Authority 
760-948-4021 

Weekdays:  
5:30 am – 10:00 pm 
 
Saturdays:  
5:30 am – 8:00 pm 

Daily bus ticket $3.50 Victor Valley 
Sub area 

31 day pass – 
suburban 
Adult 

$50.00 

31 day pass – 
suburban 
Student 

$40.00 

31 day pass – 
County 
Adult 

$75.00 

31 day pass – 
County 
Student 

$65.00 

County Adult 
day pass 

$5.50 

County Student 
day pass 

$4.50 

$5.00 cash value 

$10.00 cash value 
 

$20.00 cash value 
 

Continued on next page 
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Public Transportation, Continued 

 
Agency Name Operation Hours Type Cost  Service Area 

Morongo Basin 
Transit Authority 
(MBTA) 
1-800-794-6282 

 Weekday service 
runs for 
approximately 15½ 
hrs a day. 

 Saturday service 
runs for 
approximately 14¾ 
hrs.  

Monthly pass 
(good for 30 
days of unlimited 
use within the 
same month) 

$30.00 Adult 
monthly 

Morongo Basin 
Sub area 

$20.00 Student 
monthly 

Mojave Valley 
Transportation 
760-255-3330 

 Weekdays: 6 am –  
6 pm 

 Saturdays: 9 am –  
6 pm 

Daily token $1.10 Barstow area and 
surrounding 
communities 

Monthly bus 
pass (good only 
in month issued) 

$38.00 

Needles Bus 
Pass 

$28.50 

Mountain Area 
Regional Transit 
Authority 
(MARTA) 
909-878-5200 

 Weekdays: 6:35 am 
–  6:30 pm 

 Saturdays: 6:35 am – 
6:30 pm 

 Sundays: 8:45 am – 
6:30 pm 

10-Ride Pass $8.50 San Bernardino 
Mountains and/to 
City of San 
Bernardino – 
service available 
through 
Redlands ESP 

Dial a Ride $20.00 
$40.00 

Adult Fixed 
Route and Off-
the-Mountain 
(OTM) 

$15.00 

Student $7.50 
 

Note:  Bus pass amounts in C-IV must match the actual bus pass amount to 
issue through C-IV. 

Continued on next page 
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Public Transportation, Continued 

 
Lost or stolen 
bus passes 

Lost or stolen bus passes may be replaced one time in a fiscal year with ESS 
approval. The customer must write a written declaration indicating the loss of 
the bus pass.  Should the customer lose additional bus passes during the 
current fiscal year ESM approval is required for replacement issuance.  
 
The ESS has the written declaration (HSS 48 (E/S) 05/03) imaged into the 
C-IV system and completes a Journal entry. 
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Transportation:  Gas Cards 

 
Introduction This section contains information regarding the countywide electronic gas card 

program. The electronic debit card enables CalWORKs customers to 
purchase gasoline at Arco, Chevron, or Valero service stations throughout 
Southern California. 

 
Note:  Twenty-nine Palms and Yucca Valley use Chevron gas cards.  All other 
district offices use Arco gas cards. The Redlands office will use Valero gas 
cards for mountain area residents only. The Adelanto and San Bernardino 
Mass offices can also use Valero gas cards. 

 
Gas card 
denominations 

The electronic debit card is available in $15.00 increments. Each card is used 
until the $15.00 total has been depleted. Depleted cards are discarded.  
 
If the customer lives on a bus route the advance should not exceed the cost of 
a bus pass. 
 
Note:  There is no service charge to the customer on gas cards. The customer 
receives the full $15.00 a card for gas. 

 
Gas card 
advances 

Gas cards must be advanced to customers up to the maximum monthly 
reimbursement amount when necessary and desired by the customer. 
Customers are not required to use personal funds to pay for transportation 
services to attend an authorized Welfare-to-Work (WTW) activity.  
 
Example:  
The Employment Services Specialist (ESS) has approved up to a maximum 
monthly reimbursement amount of $150.00. In this example, the customer can 
be advanced ten (10) gas cards per month. 

 
Gas card 
advancement 
limit 

The Authorized Issuance Office Assistant (AIOA) will not advance more than 
ten (10) gas cards per issuance, regardless of the total number of gas cards 
listed per month on the Service Arrangement, without Employment Services 
Manager (ESM) approval. 

 
Note:  The ESS is responsible for obtaining ESM approval/authorization. If the 
ESM is approving more than ten (10) gas cards per issuance, the comments 
section of the Service Arrangement needs to specify this fact. 

 
Travel claim 
assistance 
claim form, 
ESP 753A 

The customer must submit a completed Travel Assistance Claim Form (ESP 
753A) every month after the first month of participation to receive 
reimbursement for transportation expenses. 

Continued on next page 
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Transportation:  Gas Cards, Continued 

 
Reimbursement The ESS explains to the customer: 

 How to complete the Travel Assistance Claim form (ESP 753A) 
 When to turn the form in, and 
 If the travel claim is for more than what the customer was advanced, the 

County reimburses the customer for the difference within ten (10) working 
days after submitting the claim form. 

 
Lost or stolen 
cards 

Lost or stolen gas cards may be replaced one time in a fiscal year with ESS 
approval.  The customer writes a written declaration indicating the loss of the 
gas card.  Should the customer lose additional gas cards during the current 
fiscal year, Employment Services Manager (ESM) approval is required for 
replacement issuance. 
 
The ESS images the written declaration (HSS 48 (E/S) 05/03) and completes 
a Journal entry. 

 
ESS 
authorization 

When an ESS determines a customer needs gas, or it is necessary to 
revise/extend a transportation plan, the ESS: 

 
Step Action 

1 Completes a Needs page and a Service Arrangement to authorize 
transportation which populates the appropriate transportation NOA. 

2 Obtains SESS I or ESM approval, via email, if required  
 
See transportation authorization levels in this chapter. 

3 Images approval email to the case using ImageNow Virtual Printer.  
 
See C-IV User Guide, Image Now (Virtual) Printer for specific 
information. 

4 Completes the appropriate C-IV entries for gas card issuance (see 
the C-IV User Guide for assistance). 

5 Explains to the customer: 
 
 Only the number of gas cards needed will be issued. 

 Up to the maximum monthly reimbursement amount. 
 The customer must submit a completed Travel Assistance Claim 

Form (ESP 753A) every month (by no later than the fifth (5th) day 
of the month) for reimbursement of transportation expenses. 

 
The Office Assistant (OA) will subtract the amount of advanced gas 
cards from the total amount of the Travel Assistance Claim. 

Continued on next page 
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Transportation:  Gas Cards, Continued 

  
ESS authorization (continued) 

 
Step Action 

6 Explains the following gas card procedures to the customer: 
 
 Follow the instructions provided at the pump for card activation. 
 Enter the four-digit PIN located on the lower right side of the front 

of each card 
7 Requests customer wait in lobby until called by the Office Assistant to 

pick up the issuance.
8 Informs designated OA via email and cc Supervising Office Assistant 

(SOA), via email, the customer is waiting in the lobby for issuance.
9 Completes a Journal entry. 

 
Note:  Be sure to select the appropriate gas card (i.e. Arco, Chevron, or 
Valero) from the drop down menu in C-IV. 

 
Arco card 
problems 

If a customer has a problem with an Arco gas card, the ESM can designate 
someone within the office to call Arco’s toll free number at 1-888-294-2726 
between 5 AM and 5 PM Pacific Standard time. The toll free number provides 
information on card activation and use. The customer may also call the toll 
free number listed on the back of the card if s/he has a problem with the gas 
card. 

 
Chevron card 
problems 

If a customer has a problem with a Chevron gas card, the ESM can designate 
someone within the office to call Chevron’s toll free number at 
1-800-352-1090. The toll free number provides information on card activation 
and use. The customer may also call the toll free number listed on the back of 
the card if s/he has a problem with the gas card. 

 
Valero card 
problems 

If a customer has a problem with a Valero gas card, the ESM can designate 
someone within the office to call Valero’s toll free number listed on the back of 
the gas card. The toll free number provides information on card activation and 
use. The customer may also call the toll free number listed on the back of the 
card if s/he has a problem with the gas card. 
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Transportation Advance 
 

Introduction This section contains information regarding transportation advances for 
CalWORKs customers, cash advance guidelines and authorization levels, 
the travel claim form, and examples. 

 

Transportation 
cash issuances 

Whenever possible, alternatives to cash advances should be exhausted 
before an Imprest cash advance is authorized.  

Alternatives include, but are not limited to: 

 Public Transportation 
 Gas Cards 
 Travel reimbursement 
 Vouchers 
 Car or van pools 

 

Cash advance 
guidelines 

In general, a customer may be issued a cash advance when: 
 

 S/he is unable to obtain bus tickets, bus passes or Metrolink passes, or 
 S/he does not own a vehicle, or 
 The vendor does not accept a voucher. 

 

Note: The Employment Services Specialist (ESS) must obtain a receipt from 
the customer for cash issuances. 

 

Authorization 
levels for 
transportation 
Imprest Cash  

Authorization levels for transportation Imprest Cash advances are: 

Cash Amount  Authorization Level 
$0 - $50 Supervising Employment Services Specialist (SESS I) 
$50.01 - $100 SESS I and Employment Services Manager (ESM) 
$100 .01 + ESM and Deputy Director (DD) 

 

Obtaining 
approval to 
issue imprest 
cash  

In order for an ESS to issue a transportation Imprest Cash advance, s/he will:
 
 Obtain approval from the SESSI, ESM and/or DD via email, and 
 Image the approval email into the case via ImageNow virtual printer. 
 
Note: See C-IV User Guide Image Now (Virtual) Printer for specific 
information. 

 

Due date for 
travel claims 

Customers are to submit a travel claim (ESP 753A) at the beginning of each 
month (by no later than the fifth (5th) day of the month) following the month a 
transportation advance is issued. 
 

No other transportation advances can be issued until the previous 
month’s travel claim has been submitted, and participation verified. 

 

Note: The ESS will need ESM approval to pay Travel claims over 60 days 
from the last day of the Report month.   
 

Example:  A January Travel Claim would be over 60 days and need ESM 
approval after April 1st because the 60 day count starts on February 1st. 

Continued on next page 
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Transportation Advance, Continued 

  

Examples The following chart provides examples of various types of transportation 
advances customers may receive. 

 

If the customer… And… Then the customer is… 
Uses his/her vehicle 
to travel to work, 

The distance is too 
far to use public 
transportation, 
because using public 
transportation would 
take the customer two 
or more hours round 
trip to get from home 
to his/her activity on 
time, 

 Advanced gas cards (not 
to exceed the maximum 
monthly reimbursement 
amount). 

 Required to submit a 
completed Travel 
Assistance Claim Form 
(ESP 753A) every month 
after the first month of 
participation and every 
month thereafter to 
receive reimbursement 
for transportation 
expenses. 

 Reimbursed at the 
mileage rate of 38.1 cents 
per mile because public 
transportation would take 
the customer more than 
two hours round trip. 

Lives in Fontana, Takes public 
transportation to 
work,  

Advanced a monthly bus 
pass. 

Lives in Redlands, Uses his/her own 
vehicle to drive to an 
approved activity in 
Redlands, and public 
transportation is not 
available, 

Reimbursed at the mileage 
rate of 38.1 cents per mile. 

Uses his/her vehicle 
to travel to Job Club, 

Public transportation 
is available in his/her 
area, 

Advanced gas cards at the 
local public transportation 
rate. 

Lives in Big Bear Public transportation 
is available, and the 
customer is in an 
approved WTW 
activity in Big Bear, 

Advanced a MARTA bus 
pass – fixed route 30 ride 
adult pass. 

 

Note:  Customers receiving transportation advances may also be eligible for 
transportation reimbursement (see transportation reimbursement, this 
section). 
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Transportation Reimbursement 

 
Introduction This section contains information regarding transportation reimbursement.  A 

customer may be reimbursed for transportation expenses incurred while 
participating in an approved activity. 

 

Reference The Eligibility and Assistance Standards (EAS) 42-750 is the reference used 
for this section. 

 

Reimbursement 
rate 

The customer is reimbursed for each day s/he participates in a Welfare-to-
Work (WTW) activity. S/he is reimbursed at either: 
 
 The public transportation rate (see public transportation rates section), or  
 The mileage reimbursement rate of 38.1 cents per mile. 
 
Note: If the customer is reimbursed at the mileage rate, the Employment 
Services Specialist (ESS) will use Map Quest, Google maps or another 
Internet travel site to verify mileage. 

 

Reimbursement 
from 
transportation 
advances 

A customer may be reimbursed the difference between a transportation 
advance and the total amount shown on the Travel Claim form (ESP 753A). 

 

Travel claim 
submission 

The customer submits a completed Travel Assistance Claim form 
(ESP 753A) every month after the first month of participation, and every 
month thereafter to receive reimbursement for transportation expenses. 

 
Reimbursement 
under $10.00 

Travel reimbursement amounts under $10.00 are issued through the 
C-IV system.   

 
Reimbursement 
for parking 

Parking that causes the customer to incur an expense, including parking 
meters and coin lots, is reimbursed if the parking expense was necessary for 
the customer to participate in an activity.   

 

Reimbursement 
for carpool/ 
vanpool fees 

When a customer uses carpool/vanpool services as her/his means of 
transportation, s/he will be reimbursed at the carpool/vanpool rates paid for 
the month. However, the least costly form of transportation policy still applies.

 
EBT Supportive service payments (i.e.: transportation reimbursements and 

Cal-Learn bonuses) will be issued on the customer’s Electronic Benefit 
Transfer (EBT) card if the Payee on the Payment Request is the same as the 
Payee on the active CalWORKs program. 
 

This information will be recorded on the customer’s EBT account information 
under the “Cash” amount.  If the customer does not have an EBT card or is 
not the payee on the CalWORKs case, he/she will receive a warrant. 

Continued on next page 
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Transportation Reimbursement, Continued 

 
Verification of 
parking 

The ESS verifies the expense of a parking meter or a lost parking lot receipt 
by use of a written declaration from the customer indicating the amount paid.  
The customer must verify the parking expense before being reimbursed. The 
chart below lists the expense and verification required. 

 
Item Verification 

Parking Lot Receipt 
Parking Meter Customer’s sworn statement, HSS 48 (E/S) 
Lost Receipt 

 
Examples The following are examples of reimbursing the customer. 
 

If the customer… And… Then the customer is 
reimbursed… 

Uses his/her vehicle to 
travel to work, and 
public transportation is: 
 Available, and  
 Would not take 

more than two 
hours round trip,  

Is unable to come into 
the office because of 
his/her work schedule, 

At the least costly form 
of transportation, which 
could be either 
mileage, daily public 
transportation rate, or 
public monthly 
transportation rate, 
whichever is less.  

Uses his/her vehicle to 
travel to work, and 
public transportation is 
 Not available, or 
 Available and 

would take more 
than two hours 
round trip, 

Reimbursement has 
been determined at the 
mileage rate of 38.1 
cents per mile, and 
customer has been 
advanced $90.00 in 
gas cards, 

The difference between 
the amount given in 
gas cards and the total 
amount listed on the 
ESP 753A. 

Takes public 
transportation to work, 

Is unable to come into 
the office because of 
his work schedule, 

At either the daily 
public transportation 
rate or the public 
monthly transportation 
rate, whichever is less. 

Lives in Yucca Valley, Uses his/her vehicle to 
attend training in Palm 
Springs, 

At the mileage rate of 
38.1 cents per mile, ten 
working days after s/he 
completes and turns in 
the ESP 753A. 

Lives in Victorville and 
carpools to San 
Bernardino to work,   

Pays a set bi-weekly 
amount of $45 for 
carpool fees, 

At the set carpool fees 
when s/he completes 
and submits the  
ESP 735A. 

 
Note:  The customer is reimbursed at either the mileage reimbursement rate 
of 38.1 cents per mile, if public transportation is not available or would take 
the customer more than two hours round trip, including the time it takes the 
customer to walk to the bus stop, or the public transportation rate (either 
monthly or daily rate), whichever is less. 
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Child Care Transportation 

  
Introduction This section contains information regarding Child Care transportation, ESS’s 

responsibility, customer’s responsibility, reimbursement rates and bus 
passes for children.  

  
Reference EAS 42-750 

  
Transportation 
and child care 
rates 

Most Child Care providers include transportation to and from school, or 
between two Child Care providers as part of their Child Care rate.  In this 
situation, transportation is fully covered by the CalWORKs Child Care 
payment and subject to Regional Market Rates (RMR).  If the cost exceeds 
the RMR, parents would pay the difference between the RMR and the actual 
Child Care cost. 
 
ESP is required to reimburse transportation costs for the customer’s 
child(ren) if the transportation cost is not included in the Child Care rate, and 
the customer requires this service in order to participate in his/her WTW 
activity. 

  
ESS 
responsibility 

The customer is reimbursed for transportation services for his/her child(ren) 
if: 
 
 The customer is participating in an approved activity, and 
 This service is not included in the Child Care provider’s fee, and 
 The child(ren) is under 13 years of age, or 
 Is over 13 years of age and is incapable of self-care, and/or 
 A child(ren) is under court supervision and needs care while the 

customer is attending his/her ESP activity. 
 Verification of the child’s emotional, mental, or physical incapacity (from a 

physician, psychiatrist, psychologist) or court order must be provided. 

   
Customer’s 
responsibility 

The customer is responsible for completing a written declaration indicating 
the amount paid, and the name of the person who transports his/her 
child(ren) to/from a Child Care provider.  The ESS images the verification 
and completes a Journal entry. 

Continued on next page 
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Child Care Transportation, Continued 

 
Reimbursement 
rate 

The ESS reimburses the customer at the mileage reimbursement rate of 38.1 
cents per mile. 
 
The customer completes an ESP 753CC (Travel Assistance Claim for Child 
Care) form for each child’s transportation costs.  The chart below gives 
examples and explains the rate to be reimbursed. 

 
If the customer… Then the… 

Has more than one child 
transported to the same Child 
Care provider, 

Reimbursement rate is one set rate, per 
mile, per trip, not per child. 

Has more than one child 
transported to: 
 Different Child Care 

providers, or  
 The children are being 

transported at different 
times, 

Customer completes an ESP 753CC for 
each child’s transportation costs. 

Child(ren) has two different 
Child Care providers, 

Customer lists all Child Care providers’ 
names on the ESP 753CC form under: 
Child Care Provider(s) 

 
Note:  The customer is only reimbursed for the child’s transportation when 
the customer is participating in an approved activity.  All Child Care 
information can be verified through the Child Care worker.  The ESS 
completes a Journal entry and has the verification information received 
imaged into C-IV. 

 
Child bus pass If a customer’s child(ren) needs a bus pass from his/her school to get to a 

Child Care facility, the ESS informs the customer the schools provide free 
bus passes for low-income children.  The ESS refers the customer to the 
child’s school to apply for a free bus pass(es). 
 
If the school does not provide a free bus pass for the child so the customer 
can participate in his/her activity, the ESS issues a voucher to the school for 
a bus pass.   

  
Extracurricular 
activities 

The Employment Services Program (ESP) does not provide transportation 
reimbursement for extracurricular activities. 
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Child Care Transportation Reimbursement 

  
Introduction This section contains information regarding Child Care transportation 

reimbursement, the Child Care Travel Claim Form (ESP 753CC), and how to 
complete the form. 

  
Reference EAS 42-750 

  
ESS 
responsibilities 
for ESP 753CC 

When an ESS determines a customer needs transportation assistance for 
Child Care in the form of reimbursement to participate in an activity, the ESS 
completes the following: 

  
Step Action 

1 Completes a Needs page and a Service Arrangement to authorize 
transportation which populates the appropriate transportation Notice 
of Action (NOA), note on the NOA that the NOA is for Child Care 
transportation. 

2 Obtains SESS I, ESM and/or Deputy Director (DD) approval if 
required 
 

See transportation authorization levels in this chapter. 
3 Images approval email to the case using ImageNow Virtual Printer.  

 

See C-IV User Guide, Image Now (Virtual) Printer for specific 
information. 

4 Gives the customer the Travel Assistance Claim Form (ESP 753CC). 
5 Reviews the procedures for completing the ESP 753CC with 

customer.  
 
Note:  The customer must complete a separate ESP 753CC for each 
child if the child(ren) are going to different day cares or at different 
times.  The ESP 753CC is completed and submitted by the customer 
each and every month Child Care transportation services are 
requested. 

6 Explains to the customer it takes approximately ten days to receive a 
reimbursement check in the mail. 

7 Creates a Journal entry. 

 
Advances If the customer requests an advance for Child Care transportation in order 

to participate in his/her activity, the ESS can authorize an advance up to 
the maximum monthly reimbursement amount. 
 
If the customer’s friend or relative is picking the child(ren) up from school and 
taking them to a day care facility, and the customer requests an advance to 
give the friend or relative gas money, the ESS may issue gas cards (as 
necessary, up to the maximum monthly reimbursement amount).   

 

  

  
Continued on next page

Note:  The advance of up to the maximum monthly reimbursement amount is 
not per child. The maximum an ESS can authorize is up to the maximum 
monthly reimbursement amount per participating WTW customer. 
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Child Care Transportation Reimbursement, Continued 

  
Transportation 
reimbursement 

If a customer requests transportation reimbursement because the 
transportation cost is not included in the CC provider’s total fee, the customer 
will complete the Travel Assistance Claim for Child Care (ESP 753CC) for 
reimbursement. 

 
When travel 
claims are due 

Customers must submit travel claims, between the first (1st) and fifth (5th) 
calendar day of each month, following the month in which the Child Care 
transportation advance was issued.  If the travel claim is not received by the 
fifth (5th) calendar day of the month, no other transportation advances are 
issued until the previous month’s travel claim has been submitted, and 
participation verification is received. 

 
Note:  The ESS will need Employment Services Manager (ESM) approval to 
pay Travel claims over 60 days from the last day of the Report month. 
 
Example:  A January Travel Claim would be over 60 days and need ESM 
approval after April 1st because the 60 day count starts on February 1st. 

  
Customer 
returns the 
travel claim 
(ESP 753CC) 

When the customer returns the completed the Travel Claim (ESP 753CC), 
the ESS completes the following: 

 
Step Action 

1 Ensures the Travel Claim form has been date stamped in. 
2 Reviews the Travel Claim form to ensure it is correct against: 

 
 Time and Attendance Sheet (if in training), or 
 Employment search log, or 
 Customer’s employment schedule, and 
 Child’s attendance at the day care center (through the Child 

Care worker via e-mail). 
3 Completes reimbursement rate for each date claimed. 
4 Signs and dates the Travel Claim form. 
5 Submits the Travel Claim form to the Office Assistant (OA) for 

processing (same procedures as the ESP 753A, except the OA 
notes that the reimbursement is for Child Care transportation). 

6 Completes a Journal entry. 
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SECTION B 

Ancillary 

Overview 

 
Introduction This section contains information regarding ancillary services. 

  
Contents This section contains the following topics: 
 

Topic See Page 
Ancillary Services  8-29 
Ancillary: Vouchers 8-33 
Ancillary: Cash Issuance 8-36 
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Ancillary Services 
 

Introduction This section contains information regarding ancillary services.  Supportive 
services other than Child Care and transportation are referred to as ancillary 
services or miscellaneous support. 

 

Reference EAS 42-750 
 

Purpose of 
ancillary 
services 

Ancillary services are available to assist the customer with various support 
services needed to start, continue in, or complete an approved activity (e.g., 
Job Readiness, Job Search, WEX/Community Service, training and 
employment activities). 

 

Ancillary 
services for the 
learning 
disabled 

Ancillary services may be used to provide reasonable accommodations for 
disabled individuals, e.g., tape recorders, calculators. 

 

Food Worker 
Certification 

If a customer needs a Food Worker certification card for employment, 
training, or to complete an approved activity, the ESS informs the customer: 
 

 To visit www.sbcounty.gov/dehs and click on the Food Worker Training 
link to receive the certified Food Worker training and card. 

 The cost is $22.00 and the County will reimburse him/her when 
verification is received. 

 Call 1-800-442-2283 for general information regarding the certified Food 
Worker card. 

 Training is available in English, Spanish, and Mandarin. 
 

Replacement 
green cards 

If a customer is employed, or has a verifiable job offer and needs a 
replacement green card, the ESS will look for a copy of the G-845 INS 
Document Verification Request form in the customer’s case file under 
imaged documents. 

 
If a copy of the G-845 is… Then the ESS… 

Not on file,  Will complete the top portion of the G-845. 
 Give the original G-845 to the customer to take (or 

mail) to the USCIS. 
Obtained but proves to be 
unacceptable by the employer, 

Creates a Services Arrangement for a “rush” warrant 
issuance to the U.S. Citizenship and Immigration 
Services (P.O. Box 54870, Los Angeles, CA 90054-
0870) to obtain a replacement green card. 

 

Car registration 
fees 

If a customer requests reimbursement to pay for his/her car registration fees 
in order to continue to fully participate in his/her employment, education, 
training or WEX/community service activity, the ESS will approve ancillary in 
the form of a reimbursement payment. Proof of payment showing amount 
paid must be attached to reimbursement approval NOA. For additional 
information on reimbursement instructions see the Reimbursement for 
ancillary expenses section in this chapter. 

Continued on next page 
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Ancillary Services, Continued 

  

How ancillary 
payments are 
issued 

Imprest cash is used for ancillary payments as follows:
 

 Any payment to a vendor under $10.00. 
 Over $10.00 if the vendor does not accept a voucher. 
 When necessary and desired by the customer so the customer need not 

use personal funds to pay for necessary supportive services. 

 

Ancillary 
NOA 

The NA 823 Approval of Ancillary NOA (Notice of Action) is used to approve 
or deny all requests for ancillary services (I.E. denial of a book for an 
unapproved course/program).  This NOA is available in the C-IV system. 
 

 

Note: The NA 823 is completed and handed to the customer or mailed to the 
customer within ten working days of the action taken. 

 

Ancillary 
authorization 
levels 

The chart below provides authorization levels for ancillary services not 
related to transportation. 

Amount Authorization Levels 
$0 - $100.00 ESS 
$100.01 - $500.00 Supervising Employment Services Specialist I 

(SESS I) and Employment Services Manager 
(ESM) 

$500.01 – and above SESS I, ESM and Deputy Director (DD) 

 

Examples of 
authorization 
limits 

The following are examples of authorization levels needed for ancillary 
expenditures: 

If a customer… Then the… 
Needs work boots for employment 
and the cost is $50.00, 

ESS can authorize ancillary expenditure. 

Needs several tools for his job and 
the cost is $110.00, 

SESS I and ESM approval is required 
because the cost of the ancillary 
expenditure is over $100.00. 

Had tools stolen and he needs 
$501.00 for a new set or he will lose 
his job, 

SESS I, ESM, and DD approval are 
required because the cost is over 
$500.00. 

 

Verification The ESS has the customer get verification from his/her employer for any job 
related expenses. 

 

EBT Ancillary reimbursements are issued on the customer’s Electronic Benefit 
Transfer (EBT) card if the Payee on the Payment Request is the same as the 
Payee on the active CalWORKs program C-IV will default to EBT. 
 

This information will be recorded on the customer’s EBT account information 
under “Cash” amount. 
 

If the customer does not have an EBT card or is not the payee on the 
CalWORKs case they will receive a warrant. 

Continued on next page 
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Ancillary Services, Continued 

 

Allowable 
ancillary 
expenses 

Below are examples of some items that may be covered as ancillary 
expenses: 

 

Type Guidance 
Books If required for training or employment. 
Tools If required for training or employment. 
Uniforms If required for training or employment. 
Work shoes If required for training, WEX/Community Service, Job 

Readiness, Job Search or employment. 
Safety equipment If required for training or employment. 
Clothing If needed for training, employment, WEX/Community Service, 

Job Search or Job Readiness.  
 
Customers participating 30 hours or more per week may 
require more articles of clothing than someone who is 
participating less hours per week. Refer to ancillary 
authorization levels in this chapter. 

Alarm Clock If needed for any approved activity so the customer can get to 
his/her activity on time. 

Grooming/ 
Personal care 

Any grooming or personal care item needed for a job 
interview, employment, Job Readiness, Job Search or 
WEX/Community Service. 

Driver’s license, 
California .I.D. 
Card, 
and/or DMV 
printout 

These costs are allowed only if required as a condition of 
training or employment. Only the standard fee is allowed.  
Welfare-to-Work customers pay the DMV reduced fee for 
California I.D. cards because the applicant meets income 
requirements from a public assistance program.  The reduced 
fee is currently $7.00.   
Use the required DMV form (DL 937) to request a California 
I.D.  This form is available through the Forms Distribution Unit 
(FDU).  Advise customers the form must be presented to the 
DMV within sixty (60) days of the date on the form along with 
the seven dollar ($7.00) payment. All other ID card 
requirements still apply. 
 
DO NOT PROVIDE BLANK FORMS TO THE PUBLIC.   
 
Note:  Penalties and/or court fines are not allowable items.  

Car registration This cost can be allowed if the customer needs to continue to 
fully participate in his/her employment, education, training or 
WEX/community service activity. 

Birth certificates This cost can be allowed only if required as a condition of 
employment or training and cannot be obtained from another 
social agency (e.g., TAD eligibility). 

Fingerprinting When needed for training or employment. 
Student body 
cards 

If purchased for the purpose of obtaining discounts at the 
school bookstore and determined by the ESS to be cost-
effective. 

Replacement 
Green Cards 

If a customer is employed, or has a verifiable job offer and 
needs a replacement green card, the ESS will look for a copy 
of the G-845 INS Document Verification Request form in the 
customer’s case file under imaged documents.  

Food Worker 
Certification 

If required for employment, training or to complete an 
approved activity. 

Continued on next page 
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Ancillary Services, Continued 

 
Excluded items Do not use Ancillary Services to pay for: 

 
 Firearms 
 Auto insurance 
 Life insurance 
 Health insurance 
 Dental insurance 
 Traffic tickets, penalties and/or court fines 

 
Bursar’s Office 
fees at Mt. SAC 

Mount San Antonio College (Mt. SAC) Bursar’s Office does not accept voucher 
payments.  The ESS must complete a Service Arrangement in C-IV to request 
a warrant issuance for Mt. SAC Bursar’s Office. 
 
Service Arrangements for Mt. SAC Bursar’s Office are for the ancillary requests 
listed below: 
 
 Materials, and 
 Parking. 
 
For instructions on how to issue a warrant for Mt. SAC, refer to the Mount San 
Antonio College Bursar’s Warrant Issuance section in this chapter. 

 
Note: Ancillary requests for textbooks should be paid to Mt. SAC Bookstore.  
See instructions regarding Voucher Process for ESS in this chapter. 

 
NA 823 – 
authorize or 
deny ancillary 
services 

The NA 823, Notice of Action (NOA) is used to authorize or deny ancillary 
services to CalWORKs customers. This NOA is located in the C-IV system.  
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Ancillary:  Vouchers 
 

Introduction This section contains information regarding vouchers for ancillary payments, 
the voucher process, and what to do with a new vendor. 

 
Vouchers A voucher (DPSS 278 G/S) is used whenever possible to purchase items 

from local vendors. A voucher is similar to a purchase order; it is used to 
purchase goods/services.   

 
Getting started When the Employment Services Specialist (ESS) determines a customer 

needs ancillary services in order to participate in the assigned activity, the 
ESS follows the steps listed in the chart below. 

 
Step Action 

1 Complete the NA 823 located in the C-IV system. 
2 Obtain approval via e-mail from: 

 
 Supervising Employment Services Specialist I (SESS I) and 

Employment Services Manager (ESM) if the total amount is 
over $100.00, and 

 Deputy Director (DD) approval is also required, if the total 
exceeds $500.00. 

3 Capture the approval e-mail in the case using ImageNow Virtual 
Printer and index it under Employment and Training, Supportive 
Services. 
 
See C-IV User Guide, ImageNow Virtual Printer for specific 
information. 

4 Check C-IV under “Resource Databank (RDB)” for vendors 
accepting ESP vouchers.  If a vendor accepts county vouchers it 
should be noted under the comments section. 
 

If the ESS discovers the 
vendor is: 

Then the ESS will: 

In the RDB, Process the voucher payment. 
Not in the RDB and will accept 
a county voucher, 

Notify the Supervising Office 
Assistant (SOA) RDB 
Maintainer to add the provider 
information, under Vendors 
into the RDB via the TAD RDB 
102. 

 

 
Vouchers for 
Victor Valley 
College 

When completing a Service Arrangement in C-IV to approve ancillary 
services for Victor Valley College, the ESS must select the following RDB 
provider ID numbers: 
 
 899020562 for the bookstore, or 
 195037537 for all other ancillary services.  

Continued on next page 
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Ancillary:  Vouchers, Continued 

  
Voucher 
process for 
ESS 

The ESS is responsible for explaining the voucher process to the customer. 
 
The following chart describes the voucher process for the ESS to follow. 

 

Stage Description 
1 The ESS instructs the customer on: 

 

 What items they are authorized to shop for,   
 The voucher process, and 
 Which vendors accept vouchers. 
 

Note:  Approved vendors are located in the C-IV system under 
“Resource Databank.” 

2 The customer: 
 

 Shops for the authorized items.  
 Selects the items, and does the following: 

 Brings the items to the customer service counter, 
 Explains that s/he wishes to purchase these items through the 

use of an ESP voucher, and  
 Requests written cost verification (pre-receipt) specifying the 

items s/he has selected, and the exact cost, including tax. 
 Brings the written cost verification verifying the items selected and 

their exact costs including: 
 The name of the vendor 
 Signed and dated by vendor’s authorized representative. 

 Returns the vendor’s written cost verification (pre-receipt) verifying 
the items selected and their costs to his/her ESS. 

 

Note:   Effective 04/01/09, the sales tax has increased by one percent 
statewide.  This amounts to: 
 

 8.75% for San Bernardino County, and 
 9.00% for the cities of Montclair and San Bernardino. 

3 Once written cost verification is obtained, the ESS: 
 

 Completes the Needs page, Service Arrangement, and NOA and 
forwards to the OA, 

 Forwards the written cost verification from the vendor with a Service 
Arrangement to the Office Assistant to complete a voucher (DPSS 
278 G/S),  

 Tells the Office Assistant the customer is waiting in the lobby for the 
voucher. 

4 The ESS completes a Journal entry. 
5 The following steps are for ESS information only. The customer: 

 

 Returns to the vendor with the voucher “in hand,” 
 Takes the voucher back to the customer service counter, and  
 Presents the voucher to the vendor’s authorized representative in 

exchange for the items previously selected and listed on the front of 
the voucher. 

6 The customer receives the items, and signs the voucher in the section 
designated, Receipt of the Above Item(s) is Hereby Acknowledged. 

 

Note:  Check the C-IV User Guide for instructions on how to complete a 
voucher and Service Arrangement. 

Continued on next page 
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Ancillary:  Vouchers, Continued 

  
New vendor If the supplier is not an approved ESP vendor, the ESS:  
 

Step Action 
1 Requests the customer to obtain and return with written 

verification of supportive service needs from the new vendor. 
Verification must be on company letterhead, signed and dated by 
the appropriate person. 

2 Contacts the vendor to determine if they are willing to accept the 
County’s voucher. 
 
If the vendor is willing to accept the voucher, inform the vendor 
about completing the voucher, and the W-9 (Request for 
Taxpayer Identification Number and Certification). 

3 Requests customer wait in lobby for the Office Assistant who 
completes the voucher process with him/her. 
 
If the vendor does not accept vouchers, have customer locate 
another vendor for service needed and repeat steps 1 – 3. 

4 Completes the NA 823 located in the C-IV system, attach written 
verification from the vendor, and give both documents to the 
Office Assistant. 

5 Informs the Supervising Office Assistant (SOA) Resource 
Databank (RDB) Maintainer of the new vendor via the TAD RDB 
102. 
 
Note:  A voucher cannot be processed within C-IV without the 
new vendor being added to the RDB. 

6 Completes a Journal entry. 

   
Reimbursement 
for ancillary 
expenses 

If the customer purchases the ancillary expense and wishes to be 
reimbursed, the ESS completes the following: 

 
Step Action 

1 Informs the customer that original receipts/invoices are necessary 
for reimbursement. 
 
Note:  Whenever possible, receipts/invoices should indicate 
item(s) purchased. 

2 Completes the NA 823 located in C-IV. 
3 Explains to the customer the waiting period for reimbursement is a 

few days. 
4 Submits original receipts/invoices to the designated Office 

Assistant (OA) to initiate payment. 
 

Note:  If a voucher needs to be issued to a vendor for under $10.00, use 
Imprest Funds for payment (issue the payment to the customer to pay the 
vendor). 
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Ancillary:  Cash Issuance 

 
Introduction This section contains information regarding cash issuance for ancillary 

services and required signatures. 

 
Ancillary cash 
issuances 

When a voucher cannot be issued, the customer is issued a cash advance 
from Imprest Funds. 
 
In general, cash advances over $1,000.00 are not approved.  However, 
special requests are forwarded to the Deputy Director (DD) for consideration. 
 
Vouchers should be issued instead of cash whenever possible, if the amount 
is over $10.00. 

 
Note:  The Employment Services Specialist (ESS) must obtain a receipt from 
the customer for cash issuances. 

 
Required 
signatures 

Below is a summary of signatures required for Imprest Cash advance 
payments. 

 
Amount Approval 

$0 - $50.00 Supervising Employment Services 
Specialist I (SESS I) 

$50.01 - $100.00 SESS I and Employment Services 
Manager (ESM) 

$100.01 + SESS I, ESM and DD 

 
Examples The following are examples of authorization levels needed for Imprest Cash 

advances: 
 

If a customer needs… Then the… 
An auto repair tool kit for 
employment and the cost is $90.00,

Notice of Action (NOA) is approved by 
the SESS I and ESM. 

A set of tools for employment and 
the cost is $590.00, 

SESS I, ESM and DD approval are 
required on the NOA because the 
amount is over $100.00. 
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SECTION C 

Warrants 

Overview 

  
Introduction This section contains information regarding warrant issuance. 

  
Contents This section contains the following topic: 
 

Topic See Page 
Manual Warrant Issuance 8-38 
Mount San Antonio College Bursar’s Warrant Issuance 8-39 
Replacing Warrants 8-40 
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Manual Warrant Issuance 

 
Introduction This section contains information regarding the manual issuance of warrants 

for a vendor payment when the C-IV system is “down/inaccessible.”  

 
When to 
complete a 
manual 
issuance 

A manual issuance for a vendor payment is to be completed when C-IV is 
"down/inaccessible” which may occur during scheduled maintenance periods 
or rare unforeseen outages. 

 
Form used to 
complete a 
manual 
issuance 

The C-IV 1 - C-IV Manual Issuance Authorization form is the only form used 
to authorize the issuance of any warrant when C-IV is unavailable due to 
valid "down time.”  Instructions for using this form are contained in the 
Forms & Procedures Guide located on-line in the TAD forms catalog under 
Operations & Reference. 
 
For additional information regarding manual issuance see the Operations & 
Reference Handbook (ORHB). 
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Mount San Antonio College Bursar’s Warrant Issuance 

 
Introduction Mount San Antonio College (Mt. SAC) Bursar’s Office does not accept 

voucher payments.  The ESS must complete a Service Arrangement in C-IV 
to request a warrant issuance for Mt. SAC Bursar’s Office.   

 
ESS – warrant 
issuance 

The ESS will complete the following actions to request a warrant issuance for 
Mt. SAC Bursar’s Office:  

 
Step Action 

1 Inform the customer that the original verification, such as a 
receipt/invoice and/or school schedule, is necessary for advance 
payment to Mt. SAC Bursar’s Office. 
 
Note:  Whenever possible, receipt/invoice and/or school schedule 
should indicate item(s) or fees requested for payment.  See 
ESPHB Chapter 7 – Self-Initiated Programs (SIPs) or ESPHB 
Chapter 16 – Education and Training for additional information. 

2 Complete the Needs page, Service Arrangement Detail page, 
and NOA once the customer submits verification for advanced 
payment to Mt. SAC Bursar’s Office. 
 
Note:  See the ESP-WTW C-IV User Guide for Service 
Arrangements – Ancillary Mount San Antonio College 
Bursar’s Office. 

3 Explain to the customer the process for obtaining and delivering 
the Mt. SAC Bursar’s Office warrant which includes: 

 Contacting the ESS within four work days after the initial 
appointment, 

 Picking up the warrant at specific time periods,  
 Informing the customer warrants will be maintained in the 

district office for 15 working days.  Warrants not picked up by 
the 15th working day will be returned to HS Auditing, 

 Seeing the AIOA to pick up the warrant, 
 Presenting a picture ID, 
 Signing the No Address Warrant Register, and 
 Taking the warrant to Mt. SAC Bursar’s Office. 

4 Immediately forward to the AIOA: 

 The written cost verification from the customer,  
 A copy of the Service Arrangement, and  
 A copy of the NOA. 
 
Important:  The AIOA will contact the ESS when the warrant is 
received.  The ESS researches the case number and sends the 
customer name, case number, and amount of the warrant to the 
AIOA via e-mail attachment.  Staff must adhere to the Personally 
Identifiable Information (PII) policy.   

5 Complete a Journal entry. 
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Replacing Warrants 

 
Introduction This section provides information regarding procedures to replace a lost, 

stolen, or destroyed customer or service provider/vendor warrant.  

 
Policy A warrant is considered lost if the customer or service provider has not 

received it within two mail days.  The customer/provider may sign the Stop 
Payment Declaration (HSS 50A) on the second mail date, providing it is after 
the time the customer’s/provider’s mail has been delivered. 
 
If the warrant was lost, stolen or destroyed other than in the mail, the 
customer/provider may sign the Stop Payment Declaration immediately. 

 
Lost, stolen or 
destroyed 
customer 
warrants 

When a TAD ESP customer notifies the district office a supportive service 
warrant has been lost, stolen, destroyed or not received, the Employment 
Services Specialist (ESS) refers the customer to the District’s Authorized 
Issuance Office Assistant (AIOA) to: 
 Complete the Stop Payment Declaration (HSS 50 A),  and 
 Forward the Declaration to HS Auditing to research the warrant status. 
 
Customer replacement warrants will be issued by auditing within five working 
days after the Stop Payment Declaration is signed, even if it is determined 
that the warrant was not lost, stolen, or destroyed. 

 
Lost, stolen or 
destroyed 
service 
provider 
warrants 

If a service provider/vendor notifies an ESS a warrant has been lost, stolen, 
destroyed or not received, the ESS refers the provider/vendor to the District 
AIOA to: 
 Complete the Stop Payment Declaration (HSS 50A), and  
 Forward the paperwork to HS Auditing to research the warrant status. 
 
Do not issue a replacement warrant to the provider/vendor. Auditing will 
issue the replacement warrant.  

 
Original 
warrant 
received after 
Stop Payment 
completed 

If the customer/provider receives the original warrant, the ESS or AIOA will 
contact Auditing to determine if the Stop Payment can be halted. 
 If the Stop Payment can be halted, and a replacement warrant has not 

been issued, the customer/provider can cash the warrant. 
 If the Stop Payment cannot be halted, or a replacement warrant has been 

issued, the ESS will advise the customer/provider to return the original 
warrant. 

 
Non-receipt of 
warrant from 
another county  

When the customer lives in San Bernardino County and reports non-receipt 
of a warrant issued by another county, the ESS will instruct the customer to 
contact his/her Eligibility Worker (EW) immediately. 
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SECTION D 

Child Care 

Overview 

  
Introduction This section contains information regarding Child Care. 

  
Contents This section contains the following topic: 
 

Topic See Page 
Child Care Eligibility 8-42 
CalWORKs Stage One Child Care Request Form and 
Payment Rules (CCP7) 

8-43 

Request for Child Care   8-43 
Child Care Funding Stages 8-44 
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Child Care Eligibility 

  
Introduction This section contains information regarding the Child Care program.  All 

eligible customers are referred to the local Child Care EW. 

 
Reference EAS 47-200 

  
Eligible 
children 

Child Care referrals are available to customers with children: 
 
 Under 13 years of age, 
 Over 13 years of age and incapable of self-care, and/or 
 Under court order and need care while customer is attending his/her 

activity. 

  
Verification of 
child’s 
disability 

The customer is required to submit written verification, from a physician, 
psychiatrist, psychologist, or a court order, in order to receive Child Care 
services for children under each of the following conditions:  
 
 Emotionally incapacitated 
 Mentally incapacitated 
 Physically incapacitated 
 Court order (for children 13 years and older) 
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CalWORKs Stage One Child Care Request Form and 
Payment Rules (CCP 7) 

  
Introduction This section contains information regarding the CalWORKs Stage One Child 

Care Request Form and Payment Rules (CCP 7).   

  
Reference EAS 47-120 

  
Request 
for CC 

Parent(s) may request Stage One CC services with a: 

 Verbal request, 
 Written request, or 
 In office request at: 

 Reception, or  
 ESP Orientation, and/or 
 ESP Appointment.  

 
Stage One CC applications may be completed through a phone interview or 
a face-to-face interview. 

 
CCP 7 If there is an active/pending CC case, the CalWORKs Stage One Child 

Care Request Form and Payment Rules (CCP 7) is not required when a 
Parent: 
 
 Changes a Provider, 
 Completes a CC Re-Evaluation, or 
 Signs a Welfare-to-Work (WTW) Plan. 
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Child Care Funding Stages 

 
Introduction This section contains information regarding Child Care funding stages. 

 
Reference EAS 47-200 

 
Child Care 
programs 

Below are the four types of subsidized Child Care (CC) programs, the basic 
requirements for each type of CC, and the agency(ies) that administers the 
CC program:  

 
Type of CC Providing Child Care services for families Administered by  
Stage One Receiving CW and parent(s) are working or 

in an approved Welfare-to-Work activity. 
Transitional Assistance 
Department 

Stage Two No longer receiving CW and received 
benefits within the last 24 months. 

 San Bernardino County 
Schools (KidsNCare), or  

 Pomona Unified School 
District 

Stage Three No longer receiving CW (Transferred from 
Stage Two) and have exhausted the 24 
months of eligibility. 
 

 San Bernardino County 
Schools (KidsNCare), or 

 Pomona Unified School 
District 

Combined 
Alternative 
Payment 
Program 
(CAPP) 

 

 Who are not eligible for any of the three 
CC stages and are unable to afford child 
care cost, or  

 Whose children are receiving Child 
Protective Services (CPS). 

 
Note:   These families are referred to the 
Centralized Eligibility List (CEL).  Refer to 
“Centralized Eligibility List” section for more 
information. 

San Bernardino County 
Schools (KidsNCare)  
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SECTION E 

State Funded Vehicle Programs 

Overview 

  
Overview This section contains information regarding State funded vehicle assistance. 

  
In this section This section contains the following topics: 
 

Topic See Page 
State Funded: Smog Check Consumer Assistance Program 8-46 
State Funded: Car Repair Assistance Program 8-48 
State Funded: Vehicle Retirement Program 8-55 
State Funded: Car Repair Cost Waiver Program 8-57 
State Funded: Car Insurance 8-59 
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State Funded:  Smog Check Consumer Assistance Program 

 
Introduction This section contains information regarding the State Funded Smog Check 

Consumer Assistance Program. 

  
Background California requires that vehicles be registered each year.  Every two years a 

vehicle must pass a smog check in order to qualify for re-registration.  
Vehicle registration notices sent by the Department of Motor Vehicles (DMV) 
indicate if the smog check may be performed at a Smog Check Station or if it 
must be done at a Test-Only Station. 

   
Assistance 
provided by the 
State 

Californians who meet the eligibility requirements and whose vehicles need 
smog check repairs to comply with emissions standards may: 
 
 Receive State assistance to pay for repairs   
 Be paid to retire their vehicles 
 Get extra time to complete repairs 

  
Special state 
programs 

Individuals may be referred to these special State programs: 
 
 Smog Check Consumer Assistance Program 
 Repair Assistance Program 
 Vehicle Retirement Program 
 Repair Cost Waiver Program 
 Smog Check Economic Hardship Extension 

 
Eligibility Different eligibility criteria apply under each of the State options.  However, 

for each of the options: 
 
 Eligibility includes proof of ownership of the vehicle. 
 The programs apply to registration renewal only, not to the first time an 

owner registers his/her vehicle. 

Continued on next page 
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State Funded:  Smog Check Consumer Assistance Program, 
Continued 

 
Approval 
process 

For those programs offering to pay repair costs, the time before getting State 
approval can be as little as two and a half (2-1/2) weeks but can take as long 
as six (6) weeks after submitting a completed application. 

  
Completing  
the State 
application 
form 

A special State application form must be completed and submitted to the 
State to determine eligibility for each of the programs.  In most cases, repairs 
must not be done before the application has been approved by the State. 
 
The ESS may assist the customer in completing the forms properly. 
 
Incomplete applications are the most common reason for delays in getting 
approval, therefore these problems include the individuals’ failure to: 
 
 Sign the application form, 
 Complete all applicable parts of the application form, 
 Check the box indicating which program is being applied for, and 
 Submit all required documents with the application. 

  
Application 
forms 

State application forms, including complete application instructions, are 
available at ESP district offices.  

  
State 
information 

Additional information may be obtained at the following State numbers: 

 
State Information Phone Number 

Consumer Hotline 1-800-952-5210 
Parts Information 1-800-826-3566 
Repair Cost Waiver 1-800-622-7733 
State Referee Center Locations 1-888-378-6659 
State Referee Center Appointments 1-888-622-7733 
Test-Only Station Locations 1-888-378-6659 
Vehicle Retirement Program Information 1-800-622-7733 

  
Web locations Information is also available on the Internet at: 

 
 www.dcs.ca.gov 
 www.smogcheck.ca.gov 
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State Funded:  Car Repair Assistance Program 

  
Introduction This section contains information regarding the State Funded Car Repair 

Assistance Program. 

  
Smog Check 
Consumer 
Assistance 
Program 

Through its Repair Assistance program, the State of California pays up to 
$500 toward repairs that are necessary for the vehicle to pass a smog check.  
 
For low-income individuals, the Consumer Assistance program is available 
whether the smog check is performed at a Smog Check Station or at a Test-
Only Station.   
 
For individuals not meeting income guidelines, the program is available if 
they are required to have the smog check performed at a Test-Only Station. 

  
Advance State 
approval 
required  

To qualify, the vehicle owner must follow certain processes in advance. 
These processes are: 
 
 The vehicle must not be repaired before getting state approval. 
 The vehicle owner must complete the appropriate State application and 

submit copies of all required documents. 
 The Bureau of Automotive Repair must receive the completed application 

no later than 90 days after the date the vehicle registration expired. 
 Once the owner and the vehicle are approved as eligible, the owner 

receives a letter stating where to take the vehicle for repair. 

 
Free diagnosis 
estimates 

Though the State does not require them to, some repair facilities offer free 
diagnosis estimates.  When the facility does not give a free diagnosis, the 
State pays the cost, up to a combined total of $500 for diagnosis and 
emissions-related repairs. 

Continued on next page 
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State Funded:  Car Repair Assistance Program, Continued 

 
Income levels 
for the state 
funded repair 
program 

The table below summarizes the State Funded Repair Assistance Program: 

 

If customer’s 
household income… 

And if the DMV 
registration renewal 

notice… 
Then the… 

Falls within 185% of 
Federal Poverty 
Guidelines, 

Does not specify the 
smog test location, or 
Specifies a Test-Only 
Station, 

 The State pays up to 
$500.00. 

 The customer is 
responsible for the first 
$20.00 payment, and 
any amount over 
$500.00. 

Does not specify the 
smog test location, 

Customer is not qualified 
for State assistance.  The 
customer is responsible for 
all repair costs. 

Is above 185% of 
Federal Poverty 
Guidelines, 
 
 
 
 
 
 
Note: TAD ESP no 
longer pays any 
portion of these 
repairs. 

Specifies Test-Only 
Station, 

 The State pays up to 
$500.00. 

 The customer is 
responsible for the first 
$100.00 and any 
amount over $500.00. 

Continued on next page 
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State Funded:  Car Repair Assistance Program, Continued 

 
Funding Whether the State funded program pays for the diagnosis and repair of the 

vehicle depends on the cost and if the application is approved.  The chart 
below explains who is responsible for paying the costs. 

 
If… And the State… Then… 

Approves the 
application, 

 The State pays all costs up to 
$500.00. 

 The customer is responsible for all 
costs that exceed $500.00. 

The cost of 
diagnosis and 
emissions-
related repairs 
is less than 
$500, 

Denies the 
application, 

The customer is responsible for all 
costs incurred. 

Approves the 
application, 

 The State pays the first $500.00. 
 The customer is responsible for all 

costs that exceed $500.00. 

The cost of 
diagnosis and 
emissions-
related repairs 
is more than 
$500, 

Denies the 
application, 

The customer is responsible for all 
costs incurred. 

  
When a vehicle 
fails a second 
smog test 

After emissions-related repairs have been made, the vehicle does not pass a 
second smog test, a customer may: 
 
 Apply for the State’s Repair Cost Waiver program, providing another two 

years to drive the vehicle legally, or 
 Opt for the State’s Vehicle Retirement program, taking the vehicle off the 

road permanently. 

Continued on next page 
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State Funded:  Car Repair Assistance Program, Continued 

   
Income 
eligibility 

When the DMV registration renewal notice does not specify the vehicle must 
be taken to a Test-Only Station, then the required smog check may be 
performed at any State-licensed Smog Check Station.  State Repair 
Assistance funds are available only if the vehicle owner’s total household 
income is within 225% of Federal Poverty Guidelines.  Current income limits 
are provided along with the State application instructions. 
 
Regardless of where the smog check is performed, the vehicle owner is 
responsible for only the first $20.00 toward diagnosing and repairing 
emissions-related problems.  The customer is responsible for all costs 
incurred over $20.00. 

 
Example:  
Smog check 
diagnostic and 
repair work 
under $500 
total 

Customer A’s income is within 185% of Federal Poverty Guidelines.  Her car 
needs a smog check before registration can be renewed. 
 
The vehicle fails to pass the smog check.  Customer A applies for the State 
Repair Assistance program.  The State approves her for the repairs, sending 
a Letter of Eligibility along with a list of approved repair facilities.  The ESS 
assists the customer in identifying a repair facility that accepts a TAD ESP 
voucher.   
 
Customer A takes the State letter to one of the listed facilities and has the 
necessary repairs made.  The total cost for emissions-related repairs is 
$240.00.  The State pays the repair facility $220.00 directly.  The customer is 
responsible for paying the first $20.00 of the diagnostic and repairs.  TAD 
ESP does not pay the $20.00. 

Continued on next page 
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State Funded:  Car Repair Assistance Program, Continued 

  
Example:  
Smog check 
diagnostic and 
repair work 
exceeding $500 

Customer B is also income-eligible for the State Repair Assistance Program.  
He follows the same procedure as Customer A did.  However, the estimate 
states that total emissions-related repairs cost $850.00. 
 
The State directly pays the facility $500.00.  TAD ESP does not pay the 
remaining amount to complete the repairs.  The customer is responsible for 
all costs incurred not covered by the State Repair Assistance Program. 

 
Test-Only 
Station income 
eligibility 

When the DMV registration notice indicates that the smog check must be 
performed at a Test-Only Station, individuals of any income level are eligible 
for State assistance with emissions-related diagnostic and repair service 
costs. 
 
 A vehicle owner with a household income above 185% of Federal 

Poverty Guidelines is responsible for the first $100.00 for emissions-
related repairs. 

 A vehicle owner with a household income within 185% of Federal Poverty 
Guidelines is responsible for only the first $20.00.   

 
Note:  TAD ESP does not pay for any costs incurred in the process.  The 
customer is responsible for all costs not covered by the State. 

Continued on next page 
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State Funded:  Car Repair Assistance Program, Continued 

  
Examples:  
Test-Only 
Station -- 
Diagnostic and 
repair work 
under $500  

Customer C earns more than 185% of Federal Poverty Guidelines.  She 
receives her registration renewal notice, from the DMV, indicating her vehicle 
smog check must be performed at a Test-Only Station. 
 
The station charges $49.75 for the smog check.  TAD ESP does not pay for 
the smog check.  Customer C takes the vehicle to the Test-Only Station.  
The vehicle fails to pass the smog check.  The customer is responsible for all 
costs incurred. 
 
Customer C submits an application for the State Repair Assistance program.  
The State approves her, sending a Letter of Eligibility along with a list of 
approved repair facilities. 
 
Customer C takes the State letter to one of the listed facilities and requests a 
diagnosis of the problem.  The facility charges $50.00 for the diagnosis.  The 
necessary emissions-related repairs are made, costing $350.00.  The State  
pays the repair facility $300.00  ($50 diagnosis fee, plus $350.00 repair cost, 
minus $100.00 owner’s responsibility).  TAD ESP does not pay the remaining 
amount (in this case, $100.00) to complete the repairs.  The customer is 
responsible for the $100.00 to complete the repairs. 
 
Customer D earns less than 185% of Federal Poverty Guidelines.  Customer 
D receives a Test-Only Station notice.  His car fails the smog check.  The 
State approves him for Repair Assistance, he gets a $50.00 diagnosis, and 
repairs cost $350.00.  The State pays $380.00  ($50.00 diagnosis, plus 
$350.00 repair, minus $20.00 owner’s responsibility). TAD ESP does not pay 
the remaining amount ($20.00) to complete the repairs.  The customer is 
responsible for the remaining $20.00. 

Continued on next page 
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State Funded:  Car Repair Assistance Program, Continued 

  
Examples:  
Test-Only 
Station -- 
Diagnostic and 
repair work 
exceeding $500 

Customer E current salary places her income level at more than 185% of 
Federal Poverty Guidelines. She gets a registration renewal notice indicating 
the smog check must be performed at a Test-Only Station.  The station 
charges $49.75 for the smog check.  TAD ESP does not issue a voucher for 
the $49.75 fee.  The customer is responsible for the $49.75 fee. 
 
The State approves her Repair Assistance application, sending her a list of 
approved repair facilities.  She takes the vehicle to a facility where 
emissions-related repairs total $850.00.  The State pays the facility $500.00 
toward the repair cost.  TAD ESP does not issue a voucher to pay the 
remaining amount (in this example, $350.00) to complete the repairs.  The 
customer is responsible for the remaining amount (in this example, $350.00) 
to complete the repairs. 
 
Customer F earns less than 185% of Federal Poverty Guidelines.  He 
receives a Test-Only Station notice.  His car fails the smog check.  The State 
approves him for Repair Assistance, he gets a $50.00 diagnosis, and repairs 
cost $850.00.  This brings the combined total of diagnosis and repair to 
$900.00.  The State pays $500.00 toward the combined cost.  TAD ESP 
does not pay the remaining amount by voucher (in this example, $400.00).  
The customer is responsible for the remaining amount (in this example, 
$400.00) to complete the repairs. 

 
Repair 
Assistance 

State Repair Assistance Program funds are used for vehicle repair.  A 
vehicle owner must be approved by the State in advance of having repairs 
made.  TAD ESP does not pay for vehicle repairs. 
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State Funded:  Vehicle Retirement Program 

  
Introduction This section contains information regarding what the state offers to 

customers if a vehicle is not worth repairing.  The State may pay the owner 
$1,000.00 to voluntarily retire it. This program takes the vehicle off the road 
permanently. 

 
Eligibility Vehicles that fail a smog check may be eligible for “retirement”.  The vehicle 

must: 
 
 Be a passenger car or a light- to medium-duty truck, 
 Be operable, 
 Be currently registered, and  
 Have been continuously registered in California for at least the last two 

years. 
 
The owner must: 
 
 Not have “retired” a vehicle through the Consumer Assistance Program 

within the past 12 months, and 
 File the Vehicle Retirement application within 90 days after failing the 

smog check. 
 

Note:  If the smog check was conducted more than 90 days before filing the 
application, the vehicle may still be eligible for the Vehicle Retirement 
Program if the owner has obtained a smog waiver or extension, so long as 
the waiver or extension has not expired. 

 
Procedure The vehicle owner must complete and file the State application form with all 

required documents.  If the application is approved, the State telephones the 
owner with further information.  The owner does the following: 
 
 Goes to the DMV and get a document for intent to junk the vehicle. 
 Makes an appointment with the specified dismantler. 
 Drives the vehicle to the dismantler at the appointed time, taking all 

required documentation. 
 
If the dismantler qualifies the vehicle, the dismantler submits the required 
paperwork to the State.  The State issues a $1,000.00 check to the owner. 

 
Note:  If the customer does not have a telephone, the State mails a letter 
within ten working days of approving the application to the customer 
explaining the above procedure. 
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State Funded:  Smog Check Economic Hardship Extension 
Program 

   
Introduction This section contains information regarding the State Funded Smog Check 

Economic Hardship Extension Program.  The Economic Hardship Extension 
Program continues legal registration of the vehicle for up to two (2) years, 
giving the owner that time to make necessary repairs. 

  
Extension of 
registration 

When a vehicle registration is due to expire and the registration must be 
renewed, or when a vehicle has not been registered for some time and the 
owner desires to register it, the State may grant an extension of the renewal 
date under certain conditions. 
 
The Economic Hardship Extension applies to emissions-related repairs 
costing more than $250.00. 

  
Advance 
payment 

The table below explains when an advance payment is or is not required. 

 
If the repair estimate is for… Then… 

One emissions-related item costing 
$250.00 or more,  
More than one emissions-related 
item costing $250.00 or more each 

No advance payment is required. 

More than one emissions-related 
item costing less than $250.00 each 

The owner must pay in advance for 
enough items to total $250.00 or 
more. 

  
Who is 
responsible for 
paying advance 
payments 

When an advance payment is required, the customer is responsible for all 
costs incurred. 
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State Funded:  Car Repair Cost Waiver Program 

  
Introduction This section contains information regarding the State Funded Care Repair 

Cost Waiver Program.  When $450.00 or more in emissions-related repairs 
have already been made and the vehicle still does not pass a smog check, the 
State of California permits the vehicle to continue being legally registered for 
up to two years.  
 
This allows an individual to continue driving, either until the present vehicle 
can be repaired or until the owner can acquire another vehicle. 

 
Note:  Under this program, the State does not pay any further costs. 

 
What the 
program does 

The Car Repair Cost Waiver Program is useful when: 
 
 A vehicle failed its required smog check, and 
 The owner made necessary repairs to the emissions system, but 
 The vehicle failed the subsequent smog check. 
 
For eligible TAD ESP customers, this program could ensure his/her ability to 
get to and from employment. 

 
Eligibility The following eligibility criteria applies to the Car Repair Cost Waiver 

Program: 
 
 The individual making the application must have been the registered 

owner of the vehicle for at least the last two years. 
 The vehicle must have passed a smog check when it was registered two 

years earlier. 
 The registered owner received a registration renewal notice from the 

DMV, requiring a smog check. 
 The smog check was performed, and the vehicle failed. 
 Emissions-related repairs have already been made. 
 The repairs cost $450.00 or more. 
 The repairs were performed at a licensed Smog Check station. 
 After the repairs were made, the vehicle could not pass the smog check. 

  
When a vehicle 
is not eligible 

A vehicle is not eligible under the Repair Cost Waiver Program if: 
 
 Any emissions control system components have been modified or 

disconnected, or are missing,  or 
 The vehicle is not fully operational. 

Continued on next page 
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State Funded:  Car Repair Cost Waiver Program, Continued 

 
Restrictions Specific restrictions apply to the waiver program.  These restrictions are: 

 
 At the end of the two-year period, the vehicle cannot be re-registered 

without passing a smog check. 
 If the vehicle is sold any time during the two-year period, it must pass a 

smog check before it can be registered to the new owner. 
 The waiver program can be used only once for any vehicle; therefore, a 

new owner cannot qualify for the waiver program. 

  
Procedure A vehicle owner meeting all the above qualifications should: 

 
 Call 1-800-622-7733 for an appointment at the nearest State Referee 

Center.  
 Drive the vehicle to the designated Center at the appointed time in order 

to complete the waiver approval process. 
 The Referee will charge a fee for the smog check inspections and 

services performed.  

 
Questions and 
answers 

Below are answers to some questions, which may arise when a customer 
seeks a Car Repair Cost Waiver. 

 
Question Answer 

What if my car has not 
been registered for some 
time? 

At the nearest DMV office, request: 
 a 1-day moving permit, or 
 a 30-day extension. 
 
Drive the car to the State Referee Center. 

What if my car can’t be 
driven until after it’s been 
repaired? 

You may not be able to participate in this 
program.  The State Referee Center must see 
the vehicle in order to approve the application. 

What if not all the repairs 
are exhaust emissions-
related? (e.g., tires, 
windows) 

Repairs that are not related to smog problems 
are not covered by the state. 

What if the vehicle is not 
registered in my name? 

You probably will not be eligible for any of 
these special State programs.  You have to 
provide proof of ownership.  The registered 
owner must be the one to apply. 
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State Funded: Car Insurance 

 
Introduction The purpose of the California Low Cost Automobile Insurance Program 

(CLCA) is to provide low cost liability-only automobile insurance to good 
drivers who demonstrate financial need. The program is administered by the 
California Automobile Assigned Risk Plan (CAARP) and policies are written 
by California Licensed Insurance Companies. 

 
Eligibility In order to qualify for CLCA, the applicant must: 

 
 Be at least 19 years of age. 
 Have been continuously licensed driver for the past three year. 
 Qualify as a good driver. 
 Have a vehicle currently valued for $20,000 or less. 
 Meet the income eligibility requirements. 
 A policyholder may not purchase or maintain an automobile liability policy 

other than the CLCA. 

 
Good driver 
criteria 

Applicant must qualify as a good driver: 
 
 No more than one at-fault property damage only accident or more than 

one point for moving violation in the past three (3) years; and 
 Must not have a felony or misdemeanor conviction for a violation of the 

Vehicle Code on his/her vehicle record. 

 
Income 
eligibility 
requirements 

Eligibility is based on the household’s gross income which must be 250% or 
less of the federal poverty level. CLCA Income Eligibility Requirements are 
as follows: 

 
Household Size Total Income 

1 Person $27,075 
2 People $36,425 
3 People $45,775 
4 People $55,125 
5 People $64,475 
6 People $73,825 
7 People $83,175 
8 People $92,525 

 
Household 
definition 

For eligibility purposes: a “Household” is all persons who occupy a housing 
unit and who are related by blood, marriage, adoption or guardianship (i.e. 
members of one family). If more than one family is living in the same housing 
unit, they constitute different families, even though they reside at the same 
address. 

Continued on next page 
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State Funded: Car Insurance, Continued 

 
Annual 
premium and 
coverage 

The Annual Premium cost per car for a basic liability policy in San Bernardino 
County is $274.  The maximum policy coverage for this CLCA is as follows: 
 
 Bodily injury liability per person - $10,000 
 Bodily injury liability per accident - $20,000 
 Property damage liability per accident - $3,000 

 
Fees The California Insurance Code 11624.5 prohibits producers from charging 

any fess when submitting an application through the CLCA insurance 
program.  The customer will not be charged: 
 
 Broker fees, 
 Paperwork fees, or 
 Motor vehicle report fees.  

 
How to apply 
for program 

If an applicant meets the eligibility requirements, s/he needs to contact a 
certified producer with the CAARP/CLCA. They will help her/him complete an 
application for this insurance. To obtain a list of certified producers: 
 
 Contact CAARP’s Customer Service Department at (866)602-8861, or 
 Email them at carp@aipso.com 

 
Web locations Information is also available on the Internet at : 

 
 http://www.insurance.ca.gov/0100-consumers/0060-information-guides/  
 
You may take the eligibility test online to determine if you are eligible for this 
program at:  https://www.aipso.com/lowcost/ 
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Chapter 9 

Job Readiness Activities  

Overview 

  
Introduction San Bernardino County provides customers the opportunity to obtain 

employment as soon as possible by offering a full range of Job Readiness 
activities consistent with the customer’s needs in pursuing his/her 
employment goals. 

 
Forms The table below contains information on forms listed in this chapter. 
 

Form Title Location 
ESP 40 SP ESP Job Club Workbook  Forms Distribution Unit 

(FDU) 
ESP/CalWORKs 
229G 
ESP/CalWORKs 
229G SP 

Authorization for Use of 
Photograph/Videotape and 
Release of Information 

TAD Forms Catalog, ESP  

ESP 732.1 
ESP 732.1 SP 

Job Readiness Guidelines TAD Forms Catalog, ESP  

ESP 753 A Travel Assistance Claim TAD Forms Catalog, ESP  
TAD ESP 819 Attendance Tracking TAD Forms Catalog, ESP 
PLAN 108 CIV Employer Contact Verification C-IV  
PLAN 108 CIV 
SAMPLE 

Employer Contact Verification 
Sample 

TAD Forms Catalog, ESP 

TAD ESP 40 Job Readiness Workshop 
“Work Opportunity Book” 

FDU 

TAD ESP 41 Master Application TAD Forms Catalog, ESP  
TAD ESP 42 
TAD ESP 42 SP 

Speed Search Checklist FDU 

TAD ESP 43 
TAD ESP 43 SP 

Volunteer Services Site 
Development Informational Flyer 

FDU 

WTW 2 Welfare-to-Work Plan – Activity 
Assignment 

C-IV 

  
In this chapter This chapter covers the following topics: 
 

Topic See Page 
Job Readiness Activities 9-2 
Limits On Counting Job Readiness Activities 9-5 
Attendance Policy 9-7 
Job Readiness  9-9 
Job Search 9-10 
Speed Search 9-11 
Job Counseling and Job Placement Assistance 9-13 
Volunteer Services Site Development for Community Service 9-15 
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Job Readiness Activities 

 

Introduction This section contains information regarding Job Readiness activities, who is 
required to participate, who is excluded and length of the activity.  Job 
Readiness activities are normally the first activities for customers after 
Orientation/Appraisal (O/A).  These program activities enhance customers’ 
abilities to get a job and are directly related to employment.   

 

Reference References used in this chapter include: 
 

 All County Letter (ACL) 09-07 
 ACL 08-55 
 ACL 08-08 
 ACL 08-07 
 ACL 07-05 
 ACL 07-03 
 Eligibility Assistance Standards (EAS) 42-711 

 

Types of job 
readiness 
activities 

Job Readiness activities include, but are not limited to the following: 
 

 Job Readiness  
 Job Club 
 Job Counseling 

 Job Search 
 Accelerated Speed Search 
 Job Counseling 
 Job Placement 

 O/A 
 Assessment 

 

Evaluating 
customer for 
Job 
Readiness 
activity 

Job Readiness may or may not be the most appropriate first activity out of 
O/A. All customers will be evaluated to determine if Job Readiness activities 
are the most appropriate first activity after O/A for each customer.  
 

 

 

Individual job 
search 
pending job 
readiness 

The Employment Services Specialist (ESS) will: 
 

 Assign customers to individual job search pending the beginning of Job 
Readiness, if appropriate. 

 Use good judgment and consideration for 
 Time left in the month,  
 Case/customer specifics, and  
 Other circumstances. 

 Attempt to maximize the customer’s chances of meeting Work 
Participation Rate (WPR) for that month.  
 See the Limits on Counting Job Readiness activities section of this 

chapter when considering this option. 

 

Supportive 
services for 
job readiness 

Supportive services may be paid upon proof of a customer’s assigned Job 
Readiness activities.  

Continued on next page  
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Job Readiness Activities, Continued 

 

Employment 
while in job 
readiness 

Employment at any time during the Job Readiness activity is considered a 
successful completion of the activity. 

 

Individuals that 
may be 
excluded from 
Job Readiness 

An individual is not required to participate in Job Readiness activities if: 
 

 The Job Readiness schedule interferes with unsubsidized employment. 
 The Job Readiness schedule interferes with participation in an approved 
Self-Initiated Program (SIP), self-enrolled contracted services, or pre-enrolled 
Adult Education [Adult Basic Education (ABE), General Educational 
Development (GED) Certificate, English-as-a-Second Language (ESL)]. 
 The customer is a teen parent required to participate in Cal-Learn. 
Special rules apply to these teens; see ESPHB Chapter 24 – Cal-Learn Teen 
Parents for additional information. 
 The individual is a teenager who has not yet earned a High School 
Diploma or equivalent.    The weekly work participation requirement does not 
apply.  See ESPHB Chapter 23 – Teen Participation Requirements for 
additional information. 
 The customer has been granted good cause or an exemption.  See 
ESPHB Chapter 3 – Exemptions and Chapter 18 – Noncompliance for 
additional information.  
 The customer has a verified learning disability and the ESS determines 
Job Readiness will not be beneficial for the customer and the customer 
chooses not to participate in this activity.  (See ESPHB Chapter 12 – 
Assessment/Learning Disabilities for additional information on learning 
disabilities). 

 

Note:  The CalWORKs applicant or medically exempt customer may 
voluntarily participate at any time, and the “volunteer box” must be checked 
on the WTW 2 – Welfare-to-Work Plan – Activity Assignment.  Teens cannot 
volunteer if Job Readiness activities will interfere with their required 
GED/High School Diploma program. 

 

Length of job 
readiness 

Job Readiness activities normally vary in length.  California currently qualifies 
as a Needy State due to the high unemployment rate, therefore customers 
can participate in Job Readiness activities for up to 12 weeks during the 
preceding 12-month period and the activity can count for WPR purposes.   
 

 Initial scheduling for Job Readiness activities is limited to no more than 
four (4) consecutive weeks (of the 12 week limit) in a Job Readiness 
activity if they are using these hours to meet WPR. 

 Customers, who have used 12 weeks of Job Readiness in the preceding 
12 months, will be encouraged to Job Search to find permanent 
unsubsidized employment; however, additional Job Search hours will not 
count toward WPR. 

 

Note:  Although stand alone Job Readiness activities are limited to 12 weeks 
in a preceding 12-month period, customers may continue to seek 
employment throughout their participation in other WTW activities. 

Continued on next page 
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Job Readiness Activities, Continued 

 
Reasons to 
shorten a job 
readiness 
activity 

The Employment Services Specialist (ESS) may shorten the period of Job 
Readiness activities if: 
 
 The customer and the ESS agree further activities will not be beneficial. 
 The ESS determines the customer will not benefit because s/he suffers 

from an emotional or mental disability that limits or precludes his/her 
participation. 

 
Learning-
disabled 
customer 

If a customer has a verified learning disability, prior to beginning Job 
Readiness, the ESS will inform the customer orally and in the written contract 
that: 
 
 The Job Readiness period may be shortened, and 
 The process for shortening the Job Readiness period to accommodate 

the requirement for fewer hours of participation. 

 
Shortening the 
activity 

When a customer has difficulty processing classroom material, it may be 
appropriate to shorten the Job Readiness activity.  After a customer notifies 
the ESS of difficulty processing classroom material, the ESS determines 
whether to shorten the Job Readiness activity.  To shorten the length of the 
Job Readiness activity, the ESS takes the following steps: 

 
Step Action 

1 Notifies the Job Readiness and/or Job Search facilitator or ESS 
Case Manager. 

2 Meets with the customer to discuss the reasons for shortening the 
Job Readiness activity. 

3 Refers the customer to Assessment and a learning disability 
evaluation, if not already initiated. 

4 Determines the next appropriate Welfare-to-Work activity. 
5 Completes a detailed Journal entry of all actions taken. 
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Limits On Counting Job Readiness Activities 

  

Introduction This section contains information regarding limits on counting job readiness 
activities for the four-consecutive week and twelve-week time limits. 

  

Reference References used in this chapter include: 
 

ACL 09-07 
ACL 08-55 
ACL 08-08 
ACL 08-07 
ACL 07-05 
ACL 07-03 
EAS 42-711 

 

Job readiness 
time limits 

Job Readiness activities are limited to no more than four (4) consecutive 
weeks and up to 12 weeks total in the preceding 12-month period.  The 
preceding 12-month period is the current month and the 11 previous months.   
 

The C-IV system calculates the total number of weeks utilized as a Job 
Readiness activity for every customer. See the Attendance Policy section in 
this chapter for additional information. 
 

Note: The C-IV system is currently tracking six (6) weeks of job search only. 
The ESS is responsible for determining if the customer has used the 
remaining six (6) weeks of the Job Readiness activity in the preceding 12-
month period. 

  

Journaling job 
readiness 12 
weeks time 
limit  

The ESS must create a Journal entry every time s/he enrolls a customer in a 
Job Readiness activity which will be counted towards the 12 week limit. The 
ESS will enter the following information in the Journal entry: 
 
 Short description: “Job Readiness 12 week limit review” 
 Long description: “Customer has used a total of (enter number of weeks 

already used) out of the 12 week limit in the preceding 12-month period, 
which ends on (enter the date when the current 12 month period ends)”. 

 
Note: The preceding 12 month period is the current month and the 11 
previous months.  

Continued on next page 
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Limits On Counting Job Readiness Activities, Continued 

  

Twelve-week 
limit 
conversion of 
hours 

Any time spent in Job Readiness activities for less than four consecutive 
weeks at a time can be converted into an hourly equivalent in a preceding 
12-month period. The 12 week limit is equivalent to: 
 

 240 hours for 20 hours per week of required participation, or 
 360 hours for 30 hours per week of required participation 
 

Example: A single custodial parent with child over six (6) is participating in 
20 hours of Work Study and 12 hours of Job Skills Training 
Directly Related to Employment.  During school breaks for two to 
three weeks at a time the customer could be scheduled for Job 
Readiness for 30 hours per week/130 hours per month, and the 
Job Readiness hours count as a seamless activity to meet WPR 
over the preceding 12 month period.  

 

The ability to count hourly participation can stretch the weeks of participation 
to the 12-week limit.  

 

Four 
consecutive 
week limit 

Job Readiness is limited to no more than four consecutive weeks per year to 
count toward the Work Participation Rate (WPR) requirement.    
 

One or more hours a week of attendance in a Job Readiness activity counts 
as one week of participation towards the four (4)-consecutive week total and 
cannot be converted to hours.  A week starts on Monday and ends on 
Sunday. The remaining eight (8) weeks toward the twelve (12)-week limit can 
be converted to hours as long as they are not used for more than four (4) 
consecutive weeks at a time.  
 

Example: A single-parent customer with a child over six (6) years old has 
completed four (4) weeks of Job Readiness and is not employed. She has a total 
of 240 hours of Job Search left for the 12 month limit. 
 

In this example, the ESS would follow the stage/description chart below to 
maximize the remaining Job Search hours.  

 

Stage Description 
1 The ESS meets with the customer to sign a WTW 2 for: 

 

 25 hours per week/109 hours per month of WEX, and  
 7 hours per week/31 hours per month, for 3 weeks of Job Skills 

Training Directly Related to Employment. 
2 At the end of the three (3) weeks of Job Skills Training Related to 

Employment, the ESS determines the customer would benefit from 
participating in Job Search as a concurrent activity. The customer 
signs a new WTW 2 for: 
 

 25 hours per week/109 hours per month of WEX, and  
 7 hours of Job Search per week/31 hours per month for 4 weeks. 
 The customer will have 212 hours of Job Search remaining out of 

the 12 week limit. 
 

Note: The ESS will determine a different concurrent activity for this customer 
since Job Search cannot be used for more than four (4) consecutive weeks. 
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Attendance Policy 

 

Introduction This section contains information regarding the attendance policy for Job 
Readiness. 

 
Verified 
documentation 
of Job 
Readiness 
and/or Job 
Search 

The Employment Services Specialist (ESS) will journal the time allocated for 
activities that are counted under Job Readiness and Job Search by entering 
actual hours on the Activity Progress Detail page.  
 
The ESS will follow the table below to determine the type of verification 
required for Job Search/Job Search related activities. 

 
Documentation Description Is it imaged? 

Employer Contact 
Verification 
(Plan 108 CIV) 
 
 
 
 
 
 
 
 
 
 
-Mapquest printout 

 Number of job contacts with 
the total actual hours of 
participation 
 Job Interview,  
 Taking test, and  
 Drug testing for a specific 

job classification. 
 Time spent online in the 

district office searching for:  
 Job vacancies,  
 Submitting resumes, and  
 Completing applications. 

 Reasonable transportation 
time between job interviews, 
 Not including the first 

interview, or  
 From the last one of the 

day. 

 
 
 
 
 

Yes 

Attendance 
Tracking form (TAD 
ESP 819) 

 Time spent in a district office 
participating in Job Search 
related activities (not captured 
on Plan 108 CIV). 

 Taking tests to qualify for 
specialized certificates. 

Yes 

 
Note: Forms and Procedures (F&P) for the PLAN 108 CIV is available  
on-line under TAD ESP Forms.  

Continued on next page 
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Attendance Policy, Continued 

  
Journaling Job 
Search 
contacts 

The ESS must create a Journal entry for all job contacts using the Employer 
Contact Verification (PLAN 108 CIV) form and district maintained Job Search 
logs, i.e.; customer made (#) business contacts for a total of (#) hours. 
 
Short description Journal entry “Job Search Contacts.” 
 
Program Integrity Division (PID) will be looking for this type of Journal entry 
when they review cases, and will use the district maintained Job Search logs, 
PLAN 108 CIV, and imaged Travel Claim form (ESP 753 A) for supporting 
verification. 

  
Holidays and 
excused 
absences 

The customer is allowed to use ten (10) holidays, and ten (10) excused 
absence days per year; with a limit of two (2) excused absences in a month. 
The ten (10) holidays are: 
 
 New Year’s Day 
 Martin Luther King Day 
 Washington’s Birthday (President’s Day) 
 Memorial Day 
 Independence Day 
 Labor Day 
 Veteran’s Day 
 Thanksgiving Day 
 Day after Thanksgiving 
 Christmas Day 
 
In order to count an excused absence as actual hours of participation, the 
individual must have been scheduled to participate in Job Readiness and/or 
Job Search activities for the period of the absence reported as participation. 
 
The ESS will: 
 
 Enter holiday and excused absence hours on the Activity Progress Detail 

page under Activity Progress Summary, 
 Enter whether holiday or excused absence under comments section (for 

example: May 28th was Memorial Day holiday, seven (7) hours of 
participation entered),  

 Image the verification of the excused absence, if provided, and 
 Create a Journal entry documenting the excuse. 
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Job Readiness 

 
Introduction This section contains information regarding Job Readiness. 

 
Definition Job Readiness is a group training session in which customers learn  

job-seeking skills. 

  
Topics covered 
in Job 
Readiness  

The following is a list of topics covered in Job Readiness.  The Job 
Readiness Workshop includes use of the Job Readiness Workshop (TAD 
ESP 40) “Work Opportunity Book” for training in: 

 
Training Activity 

Job search skills  Completing job application 
 Telephone techniques 
 Resumes 
 Locating potential employers 

Job interviewing skills  Interview etiquette 
 Common questions 
 Appearance 
 Videotaped mock interview practice  
 
Note:  The customer must sign the Authorization 
for Use of Photograph/Videotape and Release of 
Information (ESP/CalWORKs 229G) prior to 
videotape and/or photography. 

Job development skills  Networking 
 Approaching employers 
 Job Developer leads 
 Enrollment in Cal-JOBS 

Job retention skills  Good worker traits 
 Employer expectations 
 Getting along with supervisors and co-workers 
 Dispute resolution 
 Contingency planning for child care and 

transportation 
Personal 
competencies 

 Enhancing self-esteem, self-image and self-
confidence 

 Developing self-discipline and self-reliance 
Budgeting  Eliminate the misconception of losing benefits 

due to employment through an interactive 
CalWORKs budget presentation facilitated by 
an Eligibility Worker (EW). 
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Job Search 
 

Introduction This section contains information regarding Job Search. 

 
What is 
included in job 
search  

Job Search is monitored daily by the Job Readiness facilitator and/or the 
Employment Services Specialist (ESS). Job Search typically follows Job 
Readiness, and is an organized method of seeking work that includes: 
 Access to telephones, internet, fax and copy machines in a supervised 

environment. 
 Resume preparation assistance. 
 Transitional Assistance Department (TAD) Employment Services 

Program (ESP) job leads and referral to employers. 
 Access to Job Placement Specialists (JPS), ESS and a Workforce 

Development Department (WDD) ESS. 
 Instruction for self-directed job search techniques. 
 Encouragement, assistance and motivational support from TAD ESP 

staff. 

 
Preparing 
customers for 
Job Search 

Customers must have the following documents prior to starting the Job 
Search activity: 
 A copy of the Employer Contact Verification Sample (PLAN 108 

SAMPLE), 
 Completed Master Application (TAD ESP 41), and  
 Updated resume. 

 
Note:  The PLAN 108 CIV SAMPLE is available in English and Spanish  
on-line under the TAD ESP Forms. 

 
Individual job 
search 

A customer may be enrolled in an individual Job Search activity when the 
ESS determines it an appropriate activity and the customer would benefit 
from: 
 Coming into the office for Job Search check in once a week, 
 One-on-one interaction with owning ESS, and/or 
 Making up hours of participation in a concurrent or stand alone activity to 

meet the Work Participation Rate (WPR). 
 
The owning ESS is responsible for monitoring and reviewing Job Search 
contacts for accuracy. 

  
Note:  For additional information refer to the map title Limits on Counting Job 
Readiness Activities in this chapter.   

 

Evaluating job 
search 
contacts 

When documenting actual hours of participation in Job Search, the following 
factors should be considered when evaluating Job Search contacts: 
 Type of contact, 
 Amount of time spent with the potential employer, and  
 Relevant circumstances. 
 
See the Attendance Policy section in this chapter for additional information. 
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Speed Search 

 
Introduction This section contains information regarding Speed Search. 

 
What is 
included in 
Speed Search 

Speed Search is an accelerated Job Search activity which includes one (1) 
day of quick preparation offered on Mondays and Wednesdays at each 
district for:  
 
 Reviewing interview skills, 
 Revising resumes, 
 Registering customers into the County of San Bernardino Workforce 

Investment Network (CSBWIN) system,   
 Explaining Job Search requirements,  
 Issuing ancillary payments and supportive services, if appropriate and 
 Scheduling weekly appointments to verify job contacts. 

 
Note:   The ESS will schedule Speed Search customers for the district’s 
group Assessment during the first three days of Job Search, if appropriate.    

 
Scheduling Job 
Readiness as a 
two week 
Speed Search 
and other 
unpaid 
activities 

The Employment Services Specialist (ESS) may initially schedule a Speed 
Search (two weeks of Job Search) for customers meeting the following 
criteria:  
 
 Employment experience within the last nine (9) months, and 
 Three (3) months of continuous employment experience, or  
 Completed participation in Job Readiness within the prior six (6) months, 

and  
 Motivated to participate in a Speed Search to test the job market. 
 
Scheduling the customer for only two weeks may effectively use Job  
Readiness hours as a seamless activity to meet the Work Participation Rate  
(WPR) and assist in quickly engaging customers in the following unpaid   
activities if unsubsidized or subsidized employment is not immediately 
possible: 
 
 Community Service (Volunteer Service), or 
 Unpaid Work Experience (WEX), combined with  
 Education Directly Related to Employment,  
 Job Skills Training Directly Related to Employment, or  
 Vocational Education   

Continued on next page 



 

ESPHB #0237 (08/11) JOB READINESS ACTIVITIES 9-12 

Speed Search, Continued 

 
ESS 
responsibilities 
regarding 
Speed Search 

The ESS will explain Speed Search requirements to the customer requiring 
the completion of all required items on the Speed Search Checklist (TAD 
ESP 42) prior to the customer beginning the activity.  If the customer does 
not complete the checklist on the TAD ESP 42, make satisfactory progress 
and/or fail to show for the activity, s/he will be referred to the Job Readiness 
workshop to follow the normal ESP flow and/or subject to the noncompliance 
process, if appropriate.  The ESS will give the scheduled customer the 
following: 
 
 TAD ESP 42 for items to bring for Job Search, 
 Employer Contact Verification Sample (PLAN 108 CIV SAMPLE) 
 Master Application (TAD ESP 41), and  
 Interview dress code requirements including ancillary information for 

requesting interview clothing, if necessary. 
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Job Counseling and Job Placement Assistance 

 
Introduction This section contains information regarding job counseling and job placement 

assistance. 

 
Definition of 
job counseling 

Job counseling consists of honest, tactful and effective feedback to the 
customer from the facilitator, the Employment Services Specialist (ESS), the 
Job Placement Specialist (JPS), and other TAD ESP staff.  TAD ESP staff 
act to motivate and encourage customers during their job search by providing 
customer feedback for: 
 
 Career ideas and options,  

 Career ladders, and 
 Job market information,  

 Professional appearance,  
 Interviewing skills, and  
 Job search strategies. 

 
Job search 
resources 

TAD ESP offers job leads and resource room access to assist customers in 
job search.  All customers can be offered these services, which include use 
of the resource room and access to a wide variety of employment 
information.  Resource rooms differ in content by district but usually include: 
 
 Internet Direct access to JPSs 
 Internet access 
 Resume preparation assistance 
 Use of telephones, fax and copy machine in a supervised setting. 

 
Note:  TAD ESP employer websites are available at: http://hssnet/tad/ on the 
TAD website under Tools. 

Continued on next page 
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Job Counseling and Job Placement Assistance, Continued 

 
What is job 
placement 
assistance 

The Transitional Assistance Department (TAD) has contracted with the 
Department of Workforce Development (WDD) to provide job development, 
job referrals, job fairs (i.e. TAD Open House events), and job placement 
services for CalWORKs customers.  WDD’s mission is to help people help 
themselves by providing employment services and placement assistance to 
enhance the economic success and quality of life in San Bernardino County. 
 
 

The TAD ESS/JPS: 
 Conveys, at every opportunity with the customer, the benefits of 

employment and current employment opportunities in the community.   
 Counsels the customer on job-seeking skills and employer expectations.   
 Makes every attempt and uses all available resources including 

opportunities available through the Employer Services Unit to refer the 
customer to employment opportunities that match the customer’s: 
 Interests,  
 Skills, and  
 Abilities,  

 
San Bernardino County TAD ESP acts as a link between businesses and job 
seekers; both are our clients.  Job leads are compiled and listed on the 
Internet at www.csb-win.org, and are represented by the JPSs.  Employer 
name and contact information called suppressed information is withheld from 
the Internet, and customers must be personally pre-screened by a Job 
Placement Specialist before being referred.  See ESPHB Chapter 11 - 
Business Services, Job Placement, and Job Match for additional information. 
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Volunteer Services Site Development for Community Service 

 
Introduction This section contains information regarding Volunteer Services Site 

Development. 

 
Volunteer 
Services Site 
Development 
philosophy 

Transitional Assistance Department Employment Services Program (TAD 
ESP) customers along with San Bernardino County residents are facing a 
dire statewide economic crisis resulting in a rising unemployment rate within 
San Bernardino County.  
 
Volunteer Services Site Development is a strategy to increase engagement 
during an economic time when seamless transition into unsubsidized 
employment may be delayed.  Job Search customers have the opportunity to 
develop their own Community Service site while in a Job Search activity.   

 
Note: If a customer develops their own Community Service site TAD does 
not have to have a Memorandum of Understanding (MOU) with the site.   
Click on the hyperlink below for a list of WEX/Community Service sites with a 
current MOU with the County are located on the TAD website under ESP 
Tools:   http://hssnet/tad/Tools/esp_tools.asp. 

 
Marketing 
Volunteer 
Services Site 
Development 

ESS staff will market Volunteer Service activity by giving each Job 
Readiness customer a Volunteer Services Site Development Informational 
flyer (TAD ESP 43) for the purpose of: 
 
 Dispelling the negative connotation associated with using the term 

“community service” as an alternative sentencing technique used by the 
judicial system,   

 Promoting the opportunity for customers to: 
 Upgrade their employment skills,  
 Add to their resume by minimizing gaps in employment, and 
 Serving the community, and 

 Empowering the customer to develop their own Community Service site. 

 
 

Volunteer 
Services Site 
Development 
as an added 
component of 
Job Search 

Volunteer Services Site Development is an added component to Job Search. 
This is an organized method for customer documentation of Volunteer 
Services contacts listed separately on the Employer Contact Verification 
(PLAN 108 CIV).  Customers are monitored daily by the Job Readiness 
facilitator and by the ESS as to progress for developing a site.  Contacts and 
outcomes would be recorded on a daily basis, similar to job search 
documentation.  See the Attendance Policy section in this chapter for 
additional information.    

Continued on next page 
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Volunteer Services Site Development for Community Service, 
Continued 

 
What is 
included in 
Volunteer 
Services Site 
Development 

Volunteer Services Site Development  is an organized method of seeking a 
Community Services site that includes: 
 

 Access to telephones, internet, fax and copy machines in a supervised 
environment. 

 Resume preparation assistance.  
 Volunteer Services Site Development Informational Flyer (TAD ESP 43) 

with websites for non-profit agencies with volunteer programs and a 
phone script for cold calls to non-profit agencies. 

 Instruction for self-directed Volunteer Services Site Development 
techniques, and resources. 

 Encouragement, assistance and motivational support from TAD ESP 
staff. 
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Tax Credits 

Overview 

 
Introduction The Tax Relief and Health Care Act of 2006 merged the Work Opportunity 

Tax Credit (WOTC) and Welfare-to-Work Tax Credit (WTWTC) to streamline 
the eligibility determination process.  However, the former WTWTC amount 
was much higher and is still available through the consolidated WOTC for the 
long-term family assistance recipient target group. 
 
The Small Business and Work Opportunity Act of 2007 extended the 
consolidated Work Opportunity Tax Credit (WOTC) Program to August 31, 
2011.  The WOTC has two purposes: 
 

 To promote the hiring of individuals who qualify as a member of a target 
group, and 

 To provide a federal tax credit to employers who hire these individuals. 
 
The Employer tax credit is: WOTC tax credit. 
 
The Individual tax credits are: Earned Income Credit (EIC) and Advanced 
Earned Income Credit (AEIC). 

 
Chapter 
purpose 

The purpose of this chapter is to provide the ES with information about the 
WOTC and EIC/AEIC. 

  
In this chapter The following topics are included in this chapter. 
 

Topic See Page 
Federal Tax Credit - General Information 10-3 
Staff Responsibilities 10-4 
Supporting Documentation 10-5 
Federal Tax Credit - Employer Information 10-6 
WOTC Targeted Groups 10-7 
Comparison of the Consolidated WOTC Targeted Groups 10-9 
ETA 9062 Completion Instructions 10-10 
Earned Income Credit (EIC) 10-11 
Qualifying Child 10-14 
Advanced Earned Income Credit (AEIC) 10-16 
Child Tax Credit (CTC) 10-18 
Where to Find Additional Information 10-20 

Continued on next page 
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Overview, Continued 

   
Forms 
summary 

The table below summarizes various forms referenced in this chapter. 

 
Form # Title Location 

DE 8721 WOTC Tax Credit Information Sheet http://www.edd.ca.gov/wotcform.htm 
DE 8722 WOTC Employer Guide http://www.edd.ca.gov/wotcform.htm 

DE 8725 
Individual Characteristics Form – Work Opportunity 
Tax Credit (ETA 9061) 

http://www.edd.ca.gov/wotcform.htm 

DE 8737 
Pre-Screening Notice and Certification Request for 
the Work Opportunity Credit (IRS 8850) 

http://www.edd.ca.gov/wotcform.htm 

DE 
8737A Instruction for Form DE 8737 (IRS 8850) 

http://www.edd.ca.gov/wotcform.htm 

ETA 
9062 

Conditional Certification, Work Opportunity Tax 
Credit 

http://www.irs.gov/formspubs 

Form 
8812 Child Tax Credit (CTC) form 

http://www.irs.gov/formspubs 

PUB 428 
(E/S) EIC – It’s Your Money Claim It & Save It! 

http://www.dss.cahwnet.gov/cdsswe
b/PG167.htm#pub 

PUB 429 
(E/S) 

EIC – It’s Your Money You Earned It – Now Claim It 
and Save It! 

http://www.dss.cahwnet.gov/cdsswe
b/PG167.htm#pub 

W-5 Earned Income Credit Advance Payment Certificate http://www.irs.gov/formspubs/  
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Federal Tax Credits - General Information 
  

Introduction The federal tax credit, the Work Opportunity Tax Credit (WOTC), is available 
to employers who hire individuals who belong to certain targeted groups. 

  
Reference The references used for this chapter are: 

 
http://www.irs.gov/ 
http://www.edd.ca.gov  
http://www.doleta.gov/business/incentives/opptax/ 

  
Purpose of tax 
credits 

The purpose of this tax credit is to encourage employers to hire individuals 
who consistently have the most difficulty in obtaining employment. 

  
Informing 
notice 

The ETA 9062 informs employers a customer appears to be eligible for the 
WOTC Tax Credit.   

  
Who should get 
an ETA 9062 

The ES shall give the ETA 9062 to all customers. 

  
When to issue 
the ETA 9062 

The ES shall give the ETA 9062 to customers when they: 
 
 Attend Appraisal 
 Apply for a job 
 Go to a job interview 

  
Customer 
option 

Customers are not required to give the ETA 9062 to prospective employers. 
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Staff Responsibilities 
  

Introduction This section contains information regarding staff responsibilities for the 
WOTC Tax Credit. 

  
ES 
responsibility 

All customers in the ESP qualify for the WOTC Tax Credit as a member of a 
targeted tax group.  The ES or other designated staff shall take the following 
actions. 

 
Step ES Action 

1 

Complete #1 through #13, and the “Note to Employer” box of the 
ETA 9062. 
 
Have the customer sign his/her name in box #14.  If the customer 
is under 18, his/her parent or guardian must sign the ETA 9062. 

2 Give the customer the original ETA 9062, located at 
http://www.doleta.gov/business/incentives/opptax/. 

3 Image a copy of the ETA 9062 into the C-IV system. 

4 
Give the customer a blank DE 8737 (IRS 8850) form with 
instructions (DE 8737A), located at 
http://www.edd.ca.gov/wotcform.htm. 

5 Explain how the WOTC Tax Credit can improve the customer's 
chances of getting a job. 

6 

Recommend to the customer that s/he should give the ETA 9062 
(after it has been completed by the ES and signed by the 
customer) and Form DE 8737 (IRS 8850) to a potential employer 
at the time s/he applies for or is interviewed for a job. 

  
ESP 
responsibility 

The ES retains a copy of the ETA 9062 and any supporting documentation 
for a period of five (5) years (or until the form and documentation is imaged 
into C-IV) after the conditional certification is issued. 

  
Employer form If the customer does not bring the forms to the employer, employers can 

request certification for the WOTC.  The ES can get the forms for the 
employer at: http://www.edd.ca.gov/wotcform.htm. 

   
Employer 
information and 
forms 

Complete employer tax credit information and forms can be found at: 
http://www.edd.ca.gov/wotcform.htm. Information found at this site is listed 
below: 
 
 Instructions for Form DE 8737 (IRS 8850) 
 Pre-Screening Notice 
 DE 8725 (ETA 9061) 
 Work Opportunity Tax Credit Information Sheet 
 Employer Guide 
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Supporting Documentation 
 

Introduction This section contains information regarding supporting documentation for the 
WOTC. 

  
Examples of 
documentation 

Evidence supporting an individual’s apparent eligibility for the WOTC Tax 
Credit includes the following types of documentation.  

 
Targeted 

Group 
Eligibility Factors Supporting Documentation 

CalWORKs 
Recipients 

CalWORKs Status  CalWORKs Benefit History 
 Case Number/Identifier 
 Signed statement from EW or ES

Ex-felon Ex-felon Status  Parole Officer’s Name 
 Parole Officer’s Statement 
 Social Service Agency Records 
 Correctional Institution Records 
 Court Records, Extracts, Contact 

Age  Birth Certificate 
 Driver's License 
 School Identification Card 
 Work Permit 

CalFresh 
Recipients 

CalFresh Status  Food Stamp Benefit 
Documentation 

 Case Number/Identifier 
 Signed statement from 

authorized individual 
SSI Recipients SSI Status  SSI Record or Authorization 

Contact 
 SSI Contact  
 Evidence of SSI Issuance 

Veterans  Veteran Status  DD-214 
 Reserve Unit Contacts 
 Discharge Papers 

Vocational 
Rehabilitation 
Clients 

Vocational 
Rehabilitation 
Referral 

 Vocational Rehabilitation Agency 
Contact 

 Social Services Agency Contact 
 Veteran’s Administration Contact 
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Federal Tax Credits - Employer Information 
  

Introduction This section contains information regarding employer information on federal 
tax credits. 

  
Amount of tax 
credit 

The actual amount of an employer's tax credit depends on several factors, 
including: 
 
 Employer’s tax rate, 
 Target group of the hired individual, 
 Amount of wages earned, and 
 Length of job retention. 

   
On-the-Job 
Training 

Although wages paid to an employee during On-the-Job Training (OJT) 
cannot be used to qualify the employer for the WOTC Tax Credit, the time an 
employee spends in On-the-Job Training (OJT) can count towards the 
employer's minimum retention requirement. 

   
Certification 
process 

When a customer gives the ETA 9062 and Form DE 8737 (IRS 8850) to a 
potential employer, the employer should follow the certification process 
outlined below to obtain the WOTC. 

 
Stage Description 

1 The employer completes the "Employer Declaration" section of 
the ETA 9062. 

2 The customer and employer complete the Form DE 8737 (IRS 
8850) on or before the date the customer is offered employment. 

3 
 

The employer mails the signed Form DE 8737 (IRS 8850) and DE 
8725 (ETA 9061) or ETA 9062 to: 
 
Employment Development Department 
WOTC Center 
1880 Sierra Gardens Dr., Suite 100 
Roseville, CA 95661-2912 
 
Form DE 8737 (IRS 8850) must be postmarked no later than 28 
calendar days after the customer's start date of employment. 

4 EDD returns documentation to the employer that certifies the 
customer is a member of a targeted group. 

 
Note:  The ETA 9062 is used before someone is hired, and the DE 8725 
(ETA 9061) is used after someone is hired, if the employer did not receive 
the ETA 9062 form. 
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Work Opportunity Tax Credit (WOTC) Targeted Groups 
  

Introduction This section contains information regarding the WOTC target groups. 

  
WOTC target 
groups 

The following chart describes the WOTC-eligible target groups in San 
Bernardino County. The ES shall enter the appropriate code in Block 12 of 
the ETA 9062, if applicable. 

 
Code Target Group 

A An individual who is a member of a family that received CalWORKs 
for any nine-month period during the last 18 months.  

B 

A qualified veteran who is a member of a family that received 
CalFresh for at least three months during the 15-month period 
ending on the date of hire and who: 
 
 Served on active duty for more than 180 days, or 
 Was discharged for a service-connected disability, and 
 Did not have any day of extended active duty during the 60-day 

period ending on the date of hire. 
 
Disabled veteran who: 
 Is entitled to compensation for a service-connected disability, 

and 
 Have a hiring date which is not more than one year after having 

been discharged or released from active duty, or 
 Have aggregate periods of unemployment during the one-year 

period ending on the hiring date that equal or exceed six 
months. 

C 

An individual who: 
 
 Has been convicted of a felony, and 
 Has a hire date not more than one year after the date s/he was 

convicted or was released from prison. 

D 

A Designated Community Resident (formerly High-Risk Youth) who: 
 
 Attained age 18 but not 40 on the hiring date, and 
 His/Her primary residence is within an Empowerment Zone (EZ), 

a Renewal Community (RC), or a Rural Renewal County (RRC). 

Continued on next page 
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Work Opportunity Tax Credit (WOTC) Targeted Groups, 
Continued 

  
WOTC target groups (continued) 
 

Code Target Group 

E 

An individual who: 
 
 Has a physical or mental disability which is a substantial barrier 

to employment, and 
 Is referred to the employer after completing or while receiving 

rehabilitative services approved by a state or the U.S. 
Department of Veteran Affairs. 

F 

An individual who: 
 
 Attained age 16 but not 18 on the hiring date qualifies as a 

summer youth, and  
 His/Her primary residence is within an Empowerment Zone (EZ), 

a Renewal Community (RC), or a Rural Renewal County (RRC). 

G 

An individual who: 
 
 Is age 18 but not yet 40 on the date of hire, and 
 Is the member of a family: 

 Receiving CalFresh for the six-month period ending on the 
date of hire, or 

 Receiving CalFresh for at least three months of the five-
month period ending on the date of hire [I.e. a CalFresh 
Employment and Training customer who is ineligible to 
CalFresh due to failure to comply with ESP]. 

H An individual who received SSI benefits for any month ending within 
the 60-day period ending on the date of hire. 

I 

A long-term family assistance recipient who is a member of a family 
that: 
 
 Received CalWORKs for at least 18 consecutive months ending 

on the date of hire; or 
 Received CalWORKs for a total of at least 18 months, whether 

or not consecutive, after 8/5/97; or 
 Became ineligible for TANF due to time limits under federal or 

state welfare reform after 8/5/97 and the individual is hired within 
two years after TANF eligibility expired (I.e. Safety Net 
customers).  

  
Who doesn't 
qualify 

Employers may not claim a tax credit for: 
 
 Wages paid to relatives, or 
 Wages paid through federally subsidized On-the-Job Training. 

Continued on next page 



‘ 

ESPHB #0237  (08/11) TAX CREDITS 10-9 

Comparison of Consolidated WOTC Targeted Groups 
  

Introduction This section contains information regarding the comparison of the 
consolidated WOTC targeted groups. 

  
Comparison The following table compares the consolidated WOTC targeted groups.   See 

pages 10-7 and 10-8 for WOTC target group codes. 
 

Item… Target Groups A through H… Target Group I 
Effective 
Dates 

Is available for new hires that 
begin work any time between 
January 1, 2007 and before 
September 1, 2011. 

Is available for new hires that begin 
work any time between January 1, 2007 
and before September 1, 2011. 

Certification Must be certified within 28 days of 
hire 

Must be certified within 28 days of hire 

Maximum 
Tax Credit 

Can be up to $6,000 per new hire.
 
Note:  Target Group F can be up 
to $3,000 per new hire 

Can be up to $10,000 per new hire. 

Retention 
Period 

Employers may receive:  
 
 40% of qualified first year 

wages for those employed 
400 or more hours. 

 25% of qualified first year 
wages for those employed 
less than 400 hours but at 
least 120 hours. 

Employers may receive:   
 
 40% of qualified first year wages. 
 50% of qualified second year 

wages. 

Qualified 
Wages 

Wages are capped at $6,000. 
 
Note:  Wages for disabled 
veterans is capped at $12,000. 

Wages are capped at $10,000 for each 
of the two years. 

Target 
Groups 

Certain: 
 
 CalWORKs recipients 
 Ex-felons (within one year of 

conviction or release) 
 SSI recipients 
 Veterans of the Armed Forces
 Disabled persons  
 CalFresh recipients 
 Vocational Rehabilitation 

referrals 

Certain: 
 
CalWORKs long-term family assistance 
recipients 

    
Qualified 
wages 

Qualified wages include tax-exempt amounts received under: 
 
 Accident and health plans, and 
 Educational and dependent assistance programs. 
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ETA 9062 Completion Instructions 

  
Introduction This section contains information regarding the completion of the ETA 9062 

form. 

  
ETA-9062 
instructions 

When completing the ETA 9062, the ES or other designated staff should 
refer to the instructions included when you print the ETA 9062 and to the 
special instructions included in the following chart. 

 
Box Required Entry 

1. Initiating Agency Code Enter “DSS 036” as the code. 
Check (x) “participating agency.” 

2. Control No. Enter the customer’s Social Security 
number. 
Check (x) “participating agency.” 

6. State Workforce 
Agency’s Name and 
Address 

Employment Development Department 
WOTC Center 
1880 Sierra Gardens Dr., Suite 100 
Roseville, CA 95661-2912 

12. Target Group Code Enter the appropriate WOTC target code 
from the chart on pages 10-6 and 10-7, if 
applicable. 

NOTE TO EMPLOYER: 
box - expiration date 

Enter the month, day, year when the 
certification expires (e.g., 45 days Summer 
Youth Target Group Only). 
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Earned Income Credit 

 
Introduction This section contains information regarding the Earned Income Credit (EIC). 

  
EIC definition The Earned Income Credit (EIC) is a special tax benefit for working people 

who earn low or moderate incomes. It has several important purposes: 
 
 To reduce the tax burden on these workers, 
 To supplement wages, and 
 To provide a work incentive. 
 
Workers who qualify for the EIC and file a federal tax return can get back 
some or all of the federal income tax taken out of their pay during the year. 
They may also get extra cash back from the IRS. Even workers whose 
earnings are too small to owe income tax can get the EIC. The EIC offsets 
any additional taxes workers may owe, such as payroll taxes. 
 
Single or married people who worked full-time or part-time at some point in 
the year can qualify for the EIC, depending on their income, see below.  
 $12,590 (or $14,590 for married workers) if there is no qualifying child, 

and the worker and spouse are between age 25 and 64 before the end of 
the year. 

 $33,241 ($35,241 if married filing jointly) if there is one qualifying child. 
 $37,783 ($39,783 if married filing jointly) if there is more than one 

qualifying child. 

  
Who is eligible 
for the credit 

For EIC credit, customers must meet the following criteria: 
 
 Must have earned income (taxable and/or nontaxable) 
 Must have a Social Security number that is valid for work 
 Must be a U. S. citizen or resident for the whole year 
 Cannot be a qualifying child of another person 
 Investment income cannot be more than $2,900 
 Filing Status cannot be “Married Filing Separately” 
 Cannot claim foreign earned income exclusion (Form 2555 or 2555 EZ) 
 See page 1 of IRS Publication 596 for more information 

  
EIC eligibility 
checklist 

An Earned Income Credit (EIC) eligibility checklist is found in IRS Pub 596. 

  
EIC general 
information 

EIC general information is posted in the lobbies of every TAD district office 
through the following posters:   

 “It’s Your Money Claim It & Save It !” [Pub 428 (E/S)], and  
 “It’s Your Money You Earned It – Now claim It and Save It!” [Pub 429 

(E/S)].  

Continued on next page 
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Earned Income Credit, Continued 

 
Ways to have 
tax credit 
computed 

There are several ways to have the EIC figured for taxpayer returns: 

 Taxpayers can figure out the EIC themselves 
 IRS will figure the EIC (See instructions in Pub 596) 
 Use the services of a tax professional 
 Get assistance from a Volunteer Income Tax Assistance (VITA) site or 

similar organization.  To find the closest VITA site, call the IRS at 
1-800-829-1040. 

  
Earned income Earned income includes: 

 
 Wages, tips and salaries 
 Union strike benefits 
 Long-term disability benefits received prior to minimum retirement age 
 Earnings from self-employment (Net-profit Less IRC 164(f) deduction) 
 Nontaxable earned income (Line 4 of EIC Worksheet) 
 Form W-2, blocks 13 and 14 
 Salary deferrals (Example: 401K) plan or the Federal Thrift Saving Plan) 
 Combat zone excluded pay (Box 13, code Q, Form W-2) 

   
Nontaxable 
earned income 

Examples of nontaxable income are: 
 
 Basic quarters and subsistence allowance 
 In-kind basic quarters and subsistence for the U.S. Military 

(Box 3, code Q, Form W-2) 
 The value of meals or lodging provided by an employer for the 

convenience of the employer 
 Housing allowance or rental value of a parsonage for the clergy 
 Excludable dependant care benefit (Line 18, Form 2441 or schedule 2) 
 Salary reductions such as under cafeteria plans 
 Anything else of value you get from someone for service performed even 

if it is not taxable 
 Excludable adoption benefits 
 Excludable educational assistance benefits 

Continued on next page 
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Earned Income Credit, Continued 

  
Excluded 
taxable earned 
income 

Taxable income does not include the following: 
 
 Interest and dividends 
 Social Security and railroad retirement benefits 
 Welfare benefits 
 Workfare benefits 
 Pensions or annuities 
 Veteran’s benefits 
 Worker’s compensation benefits 
 Alimony 
 Child support 
 Unemployment compensation (Insurance) 
 Taxable scholarship or fellowship 
 Grants that are not reported on Form W-2 

  
Excluded 
nontaxable 
earned income 

Nontaxable earned income does not include the following: 
 
 Variable housing allowance for the military 
 Earning for work performed while an inmate at a penal institution 
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Qualifying Child 
 

Introduction This section contains information regarding qualifying children and income 
guidelines for the Earned Income Credit (EIC). 

  
Test for 
qualifying child 

Use the following chart to test for a qualifying child: 

 
Item Qualifying Child 

Relationship  Son 
 Daughter 
 Adopted Child 
 Grandchild 
 Stepchild 
 Eligible Foster Child 
 Brothers 
 Sisters 
 Stepbrothers 
 Stepsisters 
 Foster children who are placed with the worker by an 

authorized government or private placement agency 
Age  Under 19 at the end of the year, or  

 Full time student under 24 at the end of the year, or 
 Permanently and totally disabled at any age 

Residency  More than ½ year, or 
 All year for an eligible Foster Child 

Continued on next page 
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Qualifying Child, Continued 
  

EIC maximum 
credit 

The maximum EIC credit is as follows: 
 
 $428 - No qualifying children 
 $2,853 - One qualifying child 
 $4,716 - Two or more qualifying children 

 
Claiming the 
credit 

In order to claim EIC, a federal tax return must be filed.  Below are the forms 
that must be used. 
 
 Form 1040A, or 
 Form 1040, and 
 Schedule EIC with qualifying children. 
 Form 1040 EZ - only for workers who were not raising a “qualifying child” 

in their home in 2006 can file any tax form – including the 1040EZ. These 
workers write “EIC” (or the dollar amount of their credit) on the Earned 
Income Credit line of the tax form. They do not file Schedule EIC. 
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Advanced EIC (AEIC) 

  
Advanced EIC 
(AEIC) 

The Advanced EIC (AEIC) can be taken throughout the year if the individual 
expects to be eligible for EITC and has a qualifying child.  Instead of getting 
the EIC all at once, customers can choose to receive the AEIC payments in 
their paycheck, thus increasing “take-home” pay. 
 
The ES will give the W-5 to the customer, who will complete the form and 
give to his/her employer. The annual AEIC must be renewed each tax year. 

    
W-5 for AEIC The W-5 is the form used to receive advanced EIC.  The completed form is 

filed with the employer.  The Advanced EIC, W-5 is available at 
http://www.irs.gov/formspubs. 

  
Example not 
using/using  
AEIC 

See the example below for the advantage of using the Advanced EIC.  The 
example is for a single person with one child, claiming two allowances 
earning $8.00 @ 40 hours = $320 gross weekly pay. 

 
Not using Advanced EIC Using Advanced EIC 

$320.00 Gross weekly earnings 
- 20.00 Taxes 
- 22.95 Social Security 
 
$ 44.95 Total deduction 
 
 
$275.05 Net Pay 

$320.00 Gross weekly earnings 
- 22.00 Taxes 
- 22.95 Social Security 
 
$ 44.95 Total deduction 
+ 21.00 AEITC (estimated) 
 
$296.05 Net Pay 

   
Benefit of AEIC 
to employers 

The AEIC benefits employers in the following ways: 
 
 Assists in worker retention 
 Minimal additional paperwork 
 Increases income for employees at no extra cost to the employer 
 Lowers federal tax deposits 

Continued on next page 
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Advanced EITC (AEIC), Continued 

   
Workers not 
eligible to use 
AEIC  

Some workers who are eligible for the EIC are not allowed to get Advance 
EIC payments, including: 
 
 Workers without qualifying children 
 Workers who get paid day by day 
 Workers with no Social Security and Medicare taxes withheld from their 

pay 
 Self-employed workers, who cannot advance the EIC to themselves 

  
Workers who 
should not use 
AEIC 

The following workers should not use Advanced EIC payment option: 
 
 Workers who hold two or more job simultaneously 
 Workers with a working spouse, unless both spouses take advance 

payments during the year, if both spouses work 
 Workers who receive a large increase in their earned income during the 

year 
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Child Tax Credit (CTC) 
  

Introduction This section contains information regarding the Child Tax Credit (CTC). 

  
Child tax credit  The CTC is a federal tax credit worth up to $1,000 in 2006 for each qualifying 

child under age 17 claimed on the worker’s tax return. While the CTC has 
been in effect since 1998, Congress changed the credit in 2001 to make it 
available to millions more low- and moderate- income working families and 
provided many families a larger CTC than they could have received in the 
past. This “CTC” is refundable, meaning some families can get the credit 
even if they owe no income tax. Eligible families can receive the CTC refund 
in a check from the IRS. 

  
Who can claim 
the CTC credit 

To be eligible for the CTC refund, a single or married worker must: 
 
 Have a qualifying child under age 17 at the end of the calendar year in 

which the tax year begins; 
 Have taxable earned income above $11,300; and 
 Have either a Social Security number (SSN) or an Individual Taxpayer 

Identification Number (ITIN). ITINs are issued by the IRS to individuals 
who are unable to obtain a Social Security number. Immigrant workers 
with either type of number may be able to claim the CTC refund. 

 
Qualifying children must be a U.S. citizen or a resident alien; SSN or ITIN for 
parents and children is required. 
 
There is no limit on investment income. 

 
Note:  For a list of qualifying child relationships, see page 10-13 under the 
Item/Relationship-Qualifying Child column. 

  
Working 
families – CTC 
refund and the 
EIC 

Most low-wage working families that qualify for the CTC refund will also be 
eligible for the EIC. For many families that qualify for both credits, the EIC will 
be larger, but the CTC will still provide a significant income boost.  
 
A child may not be claimed for the CTC if the child provides over one-half of 
his/her own support. 
 
A non-custodial parent who is allowed to claim his/her child as a dependent 
by a divorce or separation agreement is the parent entitled to claim the child 
for CTC. 

  
Residency of 
child 

Qualifying children must live with the worker in the U.S. for more than half the 
year. 
 
Exception: A non-custodial parent who is permitted by a divorce or 
separation agreement to claim the child as a dependent. 

Continued on next page 
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Child Tax Credit (CTC), Continued 

 
Sources of 
earned income 

Sources of earned income are: 
 
 Wages, salary, tips 
 Earnings from self-employment 
 Union strike benefits 
 Employer-paid disability 
 Military combat pay (tax filer can choose to count for EIC, must count for 

CTC) 

  
CTC forms Workers must file a federal income tax return Form 1040 or 1040A, but not 

the 1040EZ. 
 
Form 8812 “Additional Child Tax Credit” is used to find out if the family 
qualifies for a CTC refund and, if so, the amount of the refund. This form 
must be attached to the tax return for a family to receive the CTC refund. 
Form 8812 is located at: http://www.irs.gov/formspubs. 
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Where to Find Additional Information 
  

Introduction This section contains information regarding where to find additional 
information on Earned Income Credit (EIC). 

  
IRS website The IRS website may be found at www.irs.gov. 

  
PUB 428 (E/S) 
and PUB 429 
(E/S) 

For general EIC information, see PUB 428 (E/S) and PUB 429 (E/S).   To 
download a copy of each publication, go to 
http://www.dss.cahwnet.gov/cdssweb/PG167.htm#pub 

  
EIC Publication 
596 

For complete EITC information, see IRS PUB 596.  To download the entire 
publication, go to http://www.irs.gov/. 

 
24 hour toll-free 
assistance 

For additional information, call the 24 hour toll-free assistance line at 
1-800-829-1040. 

   
Informational 
items for 
employers 

Information for employers can be found on the IRS website at www.irs.gov. 
   
Notice 1015, Have You Told Your Employees About the Earned Income 
Credit (EIC)? Explains the requirements for employers to notify their 
employees about the EITC. 
 
Notice 797, Possible Federal Tax Refund Due to the Earned Income Credit 
(EIC), is a payroll stuffer, which employers may use to notify their employees 
about the EIC. 
 
Publication 962, The Tax Break for Hard Working People, is a payroll stuffer 
about the EIC.  Paper copies may be ordered by calling 1-800-829-3676. 
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Business Services, Job Placement, and Job Match 

Overview 

  
Introduction The Transitional Assistance Department (TAD) has contracted with the 

Economic Development Agency (EDA) to provide job development, job 
referrals, and job placement services for CalWORKs customers. EDA’s 
mission is to help people help themselves by providing employment services 
and placement assistance to enhance the economic success and quality of 
life in San Bernardino County. 
 
The TAD Employment Specialist/Job Placement Specialist conveys, at every 
opportunity with the customer, the benefits of employment and current 
employment opportunities in the community. The ES/Job Placement 
Specialist also counsels the customer on job-seeking skills and employer 
expectations. The ES/Job Placement Specialist makes every attempt and 
uses all available resources to refer the customer to employment 
opportunities that match the customer’s interests, skills, and abilities, 
including opportunities available through the Employer Services Unit.  

  
Forms The table below contains information on forms listed in this chapter. 
 

Form Title Location 
ESP 835 JPS Monthly Job Referral Report TAD Forms Catalog 

  
In this chapter This chapter includes the following topics: 
 

Topic Page 
Definitions 11-2 
Employer Services Unit (ESU) Functions 11-3 
Business Resource Specialist (BRS) Functions 11-4 
Job Fairs 11-5 
Customized Training 11-6 
On-the-Job Training 11-7 
TAD Job Placement Specialists (JPS) 11-10 
Finding Job Orders 11-13 
Workforce Development Department (WDD) Website 11-14 
Labor Market Information 11-15 
Job Match 11-16 
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Definitions 

  
Introduction This section contains information regarding definitions of terms within the 

Economic Development Agency (EDA). 

  
Definitions Customized Training – Training through an employer that is provided to a 

currently employed customer to upgrade his/her skills in order to qualify for a 
higher-wage position. Training or curriculum that provides specific skills 
needed by an employer. The employer must contribute at least 50% of the 
cost of training in cash or in-kind services. 
 
Economic Development Agency (EDA) - The umbrella agency of the 
County that provides economic development services, workforce 
development services (through the Workforce Development Department, 
WDD), community development and housing services, and redevelopment 
activities. 
 
Job Development - The process to initiate employer contacts, in person or 
via phone or mail, in order to identify current job openings and develop an 
ongoing relationship between EDA and the employer to enhance customers’ 
access to job opportunities and business’ success in the local economy.  Job 
Development services are provided by Business Resource Specialists (Job 
Developers). 
 
Job Fair - A formal event where a number of employers with current hiring 
needs are given the opportunity to meet with job seekers. 
 
Job Match - The system used by TAD staff and EDA staff to match 
customers to jobs. This system can be access through the Workforce 
Development Department (WDD) website at www.csb-win.org. Enter through 
the WDD website to get to EDA Job Match system. 
 
On-the-Job Training (OJT) - Training with an employer that is provided to a 
paid job seeker while engaged in productive work.  OJT provides customers 
with the basic skills and knowledge to perform the job while the employer 
receives reimbursement of a percentage of the customer’s wages during the 
typical training period of six (6) months or less.  
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Employer Services Unit (ESU) Functions 

  
Introduction This section contains information regarding the, Employer Services Unit 

(ESU) functions. 

  
ESU functions The ESU provides job development and/or job placement services. 

 
There are two primary functions within the Employer Services Unit.  
 
1. Business Resource Specialist/Job Developer initiates employer 

contacts in person or via phone or mail, in order to identify current job 
openings and develop an ongoing relationship between WDD and the 
employer to enhance applicants’ access to job opportunities and 
business’s success in the local economy.  

 
2. TAD Job Placement Specialist (JPS) evaluates customer qualifications 

against employer requirements, referring qualified customers to 
employment opportunities and facilitating the hiring of an applicant. The 
ES in this unit counsel applicants, conduct trainings, identify resources 
and make appropriate referrals.  The ESs assigned to this unit are called 
Job Placement Specialist (JPS). 
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Business Resource Specialist (BRS) Functions 

  
Introduction This section contains information regarding the Business Resource Specialist 

(BRS) functions. 

  
BRS functions BRSs spend most of their time in the community, speaking to employers and 

offering WDD services. The functions include: 
 

 Initiate contacts with the business community to identify a cross-section 
of available job opportunities (including non-traditional work), in order to 
facilitate matching job seekers with employers, advertise job openings to 
CalWORKs offices via the EDA Job Match System, and other means as 
determined appropriate by TAD and EDA. 

 Plan, organize, and work cooperatively with community-based 
organizations and businesses to provide Job Fairs and mass 
recruitments for businesses with multiple job openings, and to arrange 
customized hiring recruitments. Notify TAD districts of these recruitment 
opportunities. EDA will consult with TAD on specialized recruitments for 
identified hard-to-serve customers. 

 Participate in meetings with business organizations, such as the 
Chamber of Commerce and the various Industry Associations, in order to 
promote hiring of participants. 

 Explain availability of tax credit incentives to employers who hire 
members of targeted groups, including customers, and assist with 
completion of applicable paperwork. Certify eligibility of employers for 
available tax credits. 

 Market OJT/Customized Training opportunities to local employers, based 
on available funding; ensure interested employers meet OJT/Customized 
Training requirements; and negotiate OJT/Customized Training 
contracts. Complete OJT/Customized Training plans with employers to 
identify the skills to be acquired by customers and measures of success; 
forward copies of training plans to the TAD ESS. Receive and forward 
OJT/Customized Training progress and attendance reports to the TAD 
ESS.  

 Submit job information for entry into EDA Job Match System for use by 
TAD ESS to assist customers in meeting employment goals. 

 Circulate information regarding current job orders to TAD ESS to 
generate referrals for open employment opportunities, and explain the 
process for referring participants to these jobs. 

 Provide monthly reports of employment opportunities to TAD. 
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Job Fairs 

  
Introduction This section contains information regarding Job Fairs held by Economic 

Development Agency (EDA). 

  
Job Fairs Job Fairs will be held by the EDA at various locations throughout the County. 

They will be held at times to accommodate peak hiring seasons. EDA will 
invite employers to the Job Fairs who are currently hiring for positions 
CalWORKs customer typically qualify.  

  
Job Fair 
process 

The TAD ESP district office staff and EDA will follow the steps below, after 
TAD Management and EDA agree upon dates/times of all Job Fairs. 

 
Stage Description 

1 EDA provides flyers to appropriate TAD ESP district offices 
announcing Job Fairs. 

2 TAD ESP district offices inform their customers of the 
upcoming Job Fair by: 
 
 Placing flyers in lobby areas. 
 Informing all customers of the upcoming Job Fairs if the 

customer is in the office. 
3 TAD ESP staff will assist at Job Fairs, at the request of EDA. 

  
Legislative 
Research Unit 
(LRU) 

The LRU will create a listing, at TAD Managements request, of all customers 
within the zip code areas of the proposed Job Fair sites. LRU will distribute 
the list to TAD Management, who will have the listing along with the Job Fair 
flyer mailed out to all customers in the area. 

  
Job Fair results EDA will create a listing of Job Fair Employer Attendance to TAD 

Management. 
 
The Business Resource Specialist will follow-up with all businesses 
participating in a Job Fair in an attempt to obtain specific information on 
CalWORKs customers hired as a result of the Job Fair. This list is due to 
TAD Management no later than 60 days following the date of the Job Fair. 
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Customized Training 

 
Introduction This section contains information regarding Customized Training provided by 

the Economic Development Agency (EDA). 

 
Customized 
training 

Customized Training is provided by EDA through an employer. The currently 
employed customer upgrades his/her skills in order to qualify for a higher-
wage position. Training or curriculum providing specific skills needed by an 
employer is required. 
 
The employer must contribute at least 50% of the cost of training in cash or 
in-kind services. 
 
Copies of the Customized Training contract will be forwarded within ten days 
of signing to the TAD ESS assigned to the case, the ESP Deputy Director, 
and the HS Contract Units. 

 
Referring 
process 

If a WTW customer wants to upgrade his/her skills at their current place of 
employment, the ES will: 
 
 Collect all customer information 
 Collect all employer information 
 Forward information to EDA through the Business Resource Specialist 

(BRS). EDA will contact the employer to see if they would be interested in 
the Customized Training program. 

  
Customized 
Training 
development 

Customized Training is developed by EDA between EDA and an employer. 
The Customized Training program is obtained through a BRS and is 
developed in consideration of the skills, knowledge, education, and work 
experience already possessed by the customer, and the availability of funds. 

  
Customized 
Training 
contract 

Customized Training contracts will be initiated by EDA and the employer, and 
will be sent to the appropriate ESS and Welfare-to-Work (WTW) customer.  
 
Only TAD approved template contracts for Customized Training will be used 
to contract with employers. 
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On-the-Job Training (OJT) 

 
Introduction This section contains information regarding On-the-Job Training (OJT). 

  
Overview On-the-Job Training (OJT) is defined as training with an employer provided 

to a paid job-seeker while engaged in productive work in a job that: 
 
 Provides knowledge or skills essential to the full and adequate 

performance of the job; and 
 Provides reimbursement to the employer of up to 50 percent of the wage 

rate of the job-seeker for the extraordinary costs of providing the training 
and additional supervision related to the training; and 

 Is limited to the appropriate time for the job-seeker to be trained, taking 
into account the content of the training, the prior work experience of the 
job-seeker, and the job-seeker’s individual employment plan. 

 
Note: Refer to Employment Activities Chapter in this handbook for more 
information on OJT. 

  
OJT 
development 

OJT offers financial incentives to private and public sector employers to hire 
and train customers. 
 
The OJT placement is obtained through a Business Resource Specialist 
(BRS) and is developed in consideration of the skills, knowledge, education, 
and work experience already possessed by the customer, and the availability 
of funds. 

  
Employer 
contracts 

It is the responsibility of the Employer Services Unit (ESU) to enter into 
contracts with employers who are interested in developing OJT positions for 
TAD customers. 

  
OJT contract 
process  

The ESU negotiates the length of OJT contracts with employers on an 
individual basis. 
 
 OJT is intended to provide the customer with the skills and knowledge 

needed to perform the job and compete with fellow workers. OJT is not 
intended to last until the customer is one hundred percent proficient in the 
occupation. 

 As a general rule, private sector OJT positions do not exceed three (3) 
months. 

 OJT positions should pay a minimum of $7.50 per hour. 

Continued on next page 
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On-the-Job Training (OJT), Continued 

  
ESU 
responsibilities 
for OJT 

Within ten days after the OJT contract is signed, the WDD, ESU forwards a 
copy of the OJT contract to: 
 
 The TAD ES 
 HS Administration, Contracts Unit (for contract monitoring) 
 HS Administration, Fiscal Unit. 

 
Requirements 
for employers 

To enter into an OJT contract, an employer must first meet the following 
requirements as determined by the Economic Development Agency (EDA) 
Business Resource Specialist: 
 
 The employer must be a legitimate employer with full-time employees, 

conducting business at an appropriate work site, and must provide the 
following documentation: 

 
 Federal and State tax ID 
 Valid business license 
 Current workers compensation policy 
 Current general liability insurance policy 
 Proof of internal grievance procedure. In the absence of an internal 

procedure, the WDD grievance procedure will be used. The Business 
Resource Specialist is responsible for providing the employer with a 
copy of WDD grievance procedures. 

 
 The employer must not be involved in a current labor dispute and must 

not have a history of frequent layoffs. 
 

 The employer must not utilize OJT to displace currently employed 
workers or to reduce the hours of those employed workers below their 
normal schedule. 

 An OJT position may not replace a worker who is currently on layoff 
or for a position that denies a current worker promotional 
opportunities. 

 An OJT contract cannot be written with an employer that has 
relocated, in whole or in part, within the last 120 days if such 
relocation resulted in the loss of employment for any worker at the 
original location. However, the employer may enter an OJT contract 
if: 
 The employer has offered affected employees an opportunity to 

transfer with the company. 
 The employer has provided adequate alternative employment 

opportunities to displaced workers. 
 The Business Resource Specialist determines OJT is not being 

used to displace former employees. 

Continued on next page 
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On-the-Job Training (OJT), Continued 

  
Requirements 
for employers 
(continued) 

 An employer that has had three or more job seekers in OJT within a one-
year period and has failed to retain at least 50 percent of their OJT 
customers may be barred from future OJT contracts. 
 If a Business Resource Specialist, ES or monitor determines an 

employer with a current OJT contract or requesting OJT job seeker 
should be barred based on the above criteria, the Business Resource 
Specialist: 
 Contacts the employer to determine the circumstances of the 

termination. No action is required if an employer can demonstrate 
the lower retention rate was due to factors beyond the employer's 
control (e.g. voluntarily separated or terminated for cause). 

 Forwards to the EDA Director for action, the name and any 
supporting documentation, of an employer who is barred from 
future OJT contracts because the employer cannot substantiate 
the lower retention rate or there are no extenuating 
circumstances. The ban will remain in effect until lifted by the EDA 
Director. 

  
Referrals to 
OJT, or 
Customized 
Training 

A customer is referred to OJT when the following have been completed: 
 
 The Employment Resource Specialist (ERS) consults with the customer’s 

case manager regarding the feasibility of OJT for the customer. 
 The case manager reviews the customer’s assessment results to 

determine suitability of OJT. 
 The case manager reviews the customer’s case to evaluate the 

appropriateness of OJT. If necessary, OJT is added to the Individual 
Employment Plan.  

 The Employment Resource Specialist reviews the customer's prior 
education and experience during the interview process. 
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TAD Job Placement Specialists (JPS) 

  
Introduction This section contains information on TAD Job Placement Specialists (JPS). 

JPSs prescreen customers referred to job orders.  

 
TAD Job 
Placement 
Specialist (JPS) 
job duties 

The TAD JPS job duties includes: 
 
Research local sources (local newspaper, CalJOBs, Career Builder,  
PennySaverUSA.com, Monster, America’s Job Bank, company internet sites, etc.) 
for job openings suitable for CalWORKs customers and provide results of research 
to ESSs in the office.  This can be done via e-mail or printed flyers to post. 
 
Meet with customers who request job referrals to: 
 Explain the referral process, 
 Identify the customer’s experience, job skills, abilities and interests, 
 Review and provide feedback on the customer’s master application or resume.  

Ensure that the experience, job skills, abilities and interests identified during the 
interview are listed on the master application or resume, 

 Provide customers with referrals to job orders listed in the EDA job match 
system and local openings identified in Step 1 that match the customers 
experience, job skills, abilities and interests, 

 Explain employer expectations, 
 Address appropriate interview questions, answers, attire, etc. 
 Address any significant barriers to employment. 
 
If a customer has identified specific job orders on the EDA Job Match 
System: 
 Access the suppressed information, 
 Ensure that the customer meets the employer’s requirements, and 
 Provide the referral for the customer.  If a customer requests referrals for which 

s/he is not qualified, provide alternative appropriate referrals as available. 
 
Assist customers with on-line applications. 
 
Coach customers on how to address previous employment and background issues 
with employers. 
 
Attend Job Club each week to explain the services provided by the Job Placement 
Specialist, registration on the EDA job match system, and the screening process for 
referrals to job openings. 
 
Work closely with EDA Business Resource Specialists servicing the local area to 
provide input on the types of jobs CalWORKs customers are qualified for and 
seeking.  Assist EDA with local job fairs and other events, as requested. 
 
Build Relationships with local temporary agencies to access jobs for CalWORKs 
customers. 
 
Complete the ESP 835 JPS Monthly Job Referral Report. 

 
Note: All WTW customers must be registered in the EDA system. See “Registering 
for Job Match” block in this section of the ESPHB. 

Continued on next page 
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TAD Job Placement Specialists (JPS), Continued 

  
Feedback The JPS provides feedback to the customer and/or ES after the prescreening 

interview. 
 
 If the customer is a no-show for a scheduled appointment with the ERS, 

the ES can be notified if appropriate. 
 The ES shares relevant feedback with the customer, offering 

encouragement and, if necessary, suggestions for improvement. 

  
Job 
development 
information 

If the JPS learns of open jobs in the community that are not reflected in EDA 
leads, s/he may inform the Employer Services Unit (ESU), so that the 
Business Resource Specialist (BRS) may contact the employer. 

  
Interacting with 
employers 

If the ES or JPS has questions about an EDA Job Order, s/he should direct 
questions to the BRS, and the BRS contacts the employer if necessary. 

  
Job Placement 
Specialist 
examples 

Some examples of Job Placement Specialist methods are given below. 
 
 ES Steve checks job orders daily. Although several of his customers are 

in training or educational programs, he regularly mails a flyer to all his 
customers that list open job titles. He includes the flyer with every notice 
he sends to customers. His telephone number and an invitation to inquire 
about open jobs appear on the flyer. 

 
 ES Lucille calls qualified customers every time an entry-level County 

position opens, even if they are already employed somewhere else. She 
knows that many of the customers who get the position will no longer 
need assistance from our agency. 

 
 ES Cheryl keeps a JOBS folder on the side of her desk. While she is 

talking to customers at her desk, she hands the folder to her customers 
and encourages them to look for opportunities that interest them. She 
helps them make an appointment with the Employment Resource 
Specialist (ERS) if they are interested in any of the positions. She 
counsels them and checks their application before the ERS interview. 

 
Scheduling 
prescreening 
interviews 

The TAD JPS dedicates most of his/her time to prescreening job seekers and 
referring them to open jobs. Each office has a procedure in place for 
customers or their ESs to make prescreening appointments with the TAD 
JPS.  

Continued on next page 
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TAD Job Placement Specialists (JPS), Continued 

  
Generic 
application 

When a customer is interested in an EDA job order the ES makes sure the 
customer has completed a generic application or resume. The ES reviews 
the application or resume for completeness before the customer meets with 
the TAD JPS. 
 
Without a completed generic application or resume, the TAD JPS is unable 
to prescreen an applicant for an EDA job order. 

 
Job Services  Customers in Job Services activities see the TAD JPS at least once during 

the Job Services activity. Most customers can be referred to at least one 
open job. 
 
The TAD JPS may make presentations in Job Club or Job Search workshops 
to talk about current job openings. 

  
Providing 
feedback 

The TAD JPS prescreens a customer when s/he is interested in a specific job 
order(s). An ES may request the TAD JPS interview a customer to provide 
feedback to the customer and/or ES about the customer’s interview 
performance. 
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Finding Job Orders 

 
Introduction This section contains information regarding finding Job Orders on the 

Workforce Development Department’s (WDD) website. 

  
Job orders Job orders are continually posted on WDD’s website. The Business 

Resource Specialist (BRS) has the ability and responsibility for entering and 
updating job orders on the computerized system. 
 
 ESs are expected to research it daily for new job orders. 
 The address of WDD’s website is: http://www.csb-win.org/ 

  
Suppressed 
information 

Employer information, such as the business’s name and address, is 
suppressed and not posted on the website. This suppressed information is 
accessible by the BRS in each WDD Employment Resource Center office. 
The BRS releases suppressed information to job seekers after they are 
determined to be qualified during the prescreening interview. 
 
Employer information is considered confidential and should not be reprinted. 
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Workforce Development Department (WDD) Website 

  
Introduction This section contains information regarding the Workforce Development 

Department’s (WDD) website. 

  
WDD’s website The WDD website (http://www.csb-win.org/) provides: 

 Job Seeker Services 
 Employment Information 
 Business Resources 
 
It also contains information on: 

 Economic Development Agency (EDA) 
 
Additions to the website are made as deemed appropriate. 

  
Job seekers 
services 

Job seekers can register personal information and job skills on the Applicant 
Registration page on the website (http://www.csb-win.org/) under San 
Bernardino Local Job Opportunities. The information is confidential and is 
used to match job skills to available job openings. 
 
Any time a job matching the job seeker’s skills is identified the customer is 
contacted regarding the position prior to information being shared with the 
employer.  
 
Registration remains in the database for 90 days before becoming inactive. 
Accounts can be updated as personal information changes. 
 
Job Seekers information on the WDD website includes: 

 Careers 
 Education and Training 
 Eligible Training Provider List (ETPL) 
 Locations and Contacts 
 Labor Market Information 
 Workforce Opportunities 
 Employment Assistance 
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Labor Market Information 

  
Introduction This section contains information regarding the Economic Development 

Agency’s (EDA) Labor Market Information (LMI).  

  
Labor Market 
Information 
(LMI) 

Labor Market Information (LMI) is gathered by the Economic Development 
Agency (EDA) to provide industry trends and occupational information. 
http://www.csb-win.org/, click on Labor Market Information under “Job 
Seekers” 
 
LMI can supply job seekers and Business Resource Specialists (BRSs) easy 
access to occupational wages, outlook training information, employment by 
industry, and labor force data.  
 
LMI also provides information about job duties, working conditions, 
employment outlook, wages, benefits, entrance requirements and training.   

  
Occupation 
Outlook Report 

The Occupational Outlook Report (http://www.csb-
win.org/labormarket.asp) provides a variety of information on existing jobs. 
It features: 
 
 Occupational employment projections 
 A survey of local employers regarding the local wages 
 Labor availability 
 Working conditions  
 Hiring requirements   
 Skill requirements 
 Training provider information 
 Occupational outlook reports on selected occupations 

 
Note:  Individuals making career decisions and who are searching for an 
occupation where they can acquire skills and training on the job should refer 
to the Occupational Outlook Report. 
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Job Match 

  
Introduction This section contains information regarding the Economic Development 

Agency (EDA) Job Match system available through the Workforce 
Development Department (WDD) website. 

  
WDD Job 
Match  

When a job seeker registers in the WDD Job Match website, his/her skills are 
matched with available job opportunities. The more skills entered in the Job 
Match system, the greater the chances of being matched up with a job order. 
The employer is often looking for experience and skills that will benefit 
his/her business.  
 
The ES or JPS can register customers at http://www.csb-win.org/ Customers 
can register at the site as well. 
 
Job Matching is the endeavor by the ES to refer the customer to employment 
opportunities that match the customer’s interests, skills, abilities and previous 
work experience.  

 
Note: The ES must ensure every WTW customer is registered in the WDD 
system. 

  
Registering for 
job match  

To register in the WDD Job Match system, the customer will go to: 
 
1. http://www.csb-win.org/ 
2. Select San Bernardino Local Job Opportunities under Employment 
3. Register with WDD 
 
The job seeker enters personal information and job skills on the Applicant 
Registration Form. The information is confidential and is used by WDD, 
Employment Services Unit (ESU) staff to match skills to available job 
openings. The Social Security Number serves as the user identification 
number. When a job seeker’s skills are matched with a job, the job seeker is 
contacted regarding the position prior to information being shared with the 
employer. The registration remains in the database for 90 days before 
becoming inactive. The account can be updated as personal information 
changes. 

  
Job skills The ES helps the customer make a detailed examination of his/her job skills. 

This includes the type of the skill, the ability, knowledge, or personal traits 
that contribute to the skills, background and specific experiences that 
demonstrate the skills. 

Continued on next page 
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Job Match, Continued 

  
Job order 
referrals 

The ES checks the WDD website daily for job orders that match a customer’s 
skills, abilities and interests. The ES can search the WDD website by: 
 
 Job Location 
 Job title 
 Employment type 
 Benefits 
 Terms 
 
If a match is found, the ES refers the customer, with the job order number(s), 
to the TAD Job Placement Specialist (JPS) for prescreening. If a referral is 
made the TAD JPS will print a referral letter to the employer from the WDD 
website. 

 
Customers with 
no work history 

All customers, including customers with no work history, are asked to set a 
goal to obtain employment.  

 
Deviating from 
an exact Job 
Match 

The fact that a customer sets a specific preliminary employment goal or has 
experience and skills in a certain area does not mean the ES cannot inform 
him/her of other employment opportunities. Even if an exact Job Match is not 
possible immediately, the customer is given as much information as is 
necessary to secure employment.  

 
Examples Some examples of Job Matching are given below. 

 
 ES Dina is informed of a mass screening being coordinated by the TAD 

JPS. She contacts the customers on her caseload who have telephone 
numbers and mails the information to the customers on the list who do 
not have telephone numbers. 

 Sally is looking for an entry-level clerical job. She does not have a work 
history, but her ES helps her to register on the WDD website and 
includes skills that are transferable to entry level clerical.  When a clerical 
job lead is posted that does not require experience, Sally’s name appears 
on the list generated by Job Match. The ES contacts Sally to help her 
make a screening appointment with the TAD JPS. 
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Chapter 12 

Assessment and Learning Disabilities 

Overview 

  
Introduction Assessment and/or Learning Disabilities Evaluation Assessment are used to 

help a customer develop an Action Plan and successfully complete  
Welfare-to-Work (WTW) activities.    

  
In this chapter This chapter contains the following sections: 
 

Topic Section See Page 
Assessment A 12-2 
Learning Disabilities  B 12-9 

  
Forms 
summary 

The table below summarizes various forms referenced in this Chapter.  All 
forms are available within the C-IV system or from the forms link at the  
on-line ESHB in the HSS website:  http://hssnet/handbooks/ESPolicy/. 

 
Form # Title 

Plan 109 CIV Referral to Activity 
WTW 17 Waiver of CalWORKs Learning Disabilities Screening 

and/or Evaluation 
WTW 18 Learning Needs Screening 
WTW 19  Learning Needs Screening – Client Copy 
WTW 20 Permission to Release Learning Disabilities 

Information 
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Section A 

Assessment 

Overview 

  
Introduction Assessment is an activity in which the customer, the Assessment Proctor, 

and the Employment Services Specialist (ESS) work together to assess the 
customer’s skills, needs, abilities, and interests in order to develop the 
customer’s goals and Action Plan.  The Assessment activity is administered 
during the first three (3) days of Job Search, but also may be scheduled as 
needed.  In most instances, Assessment must be completed prior to the 
development of a customer’s Action Plan. 

  
Reference The following references apply to this section: 

 42-711.555 
 ACL 01-32 

  
In this section This section includes the following topics: 
 

Topic See Page 
Requirements of Assessment 12-3 
Testing Instruments 12-5 
Assessment Procedures 12-6 
Third Party Assessment 12-8 
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Requirements of Assessment 

 
Introduction This section provides information regarding the requirements of Assessment, 

including when to refer customers to Assessment, what is an individual 
Assessment, who is excluded from Assessment, when re-assessment is 
necessary, what elements are included in Assessment, and the 
responsibilities of those involved. 

 
When to refer 
to Assessment 

A customer attends Assessment during the first three (3) days of Job Search 
but will also be referred to the Assessment activity when one of the following 
situations occurs: 

 The customer will be assigned to a concurrent activity. 
 An employed customer is referred to a CalWORKs service provider. 
 The Employment Services Specialist (ESS) decides that Job Services will 

not be required as the first activity because it would not be beneficial to 
the customer. 

 The ESS decides to shorten Job Services because it is not likely to lead 
to the customer’s employment. 

 
Note:  There will be four (4) hours allotted to Assessment in the Customer 
Activity Detail page and Activity Agreement (WTW 2). 

  
Individual 
assessment 

An individual assessment includes all elements of a group assessment. The 
ESS may conduct an Assessment individually, using the testing instruments 
listed on 12-5. The test must also include the elements listed under 
“Elements of Assessment” in this section. 
 
An ESS may administer an individual Assessment when a customer is 
unable to attend the group Assessment or when a referral to special services 
is needed.  

  
Assessment for 
referral to 
special 
services 

A customer is assessed when the ESS determines that the customer needs 
to be referred to Mental Health, Substance Abuse, or Domestic Abuse 
services for an Evaluation.  The ESS may conduct this Assessment 
individually.  

  
Exclusion from 
Assessment 

An Assessment is not required when the customer is: 

 Enrolled in a Self-Initiated Programs (SIPs) unless the Assessment is 
necessary to assign a SIP customer to concurrent activities to meet the 
minimum participation hours of 32/35 per week.   

 Teens without a high school diploma or equivalent. These teens can only 
participate in activities to complete their high school diploma or GED. 

 Customers employed 32/35 hours per week, unless the customer will be 
participating in concurrent activities. 

 Continued on next page 
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Requirements of Assessment, Continued 

  
Re-Assessment A customer only needs to be assessed once. If a customer has completed an 

Assessment, signed an Action Plan and is actively participating, then it is not 
necessary to re-assess him/her.  If a customer re-applies for CalWORKs and 
has not completed Assessment within the last year, then s/he should be 
scheduled for another Assessment before signing or amending an Action 
Plan. 

 
Elements of 
Assessment 

Assessment must include the elements listed below: 

 The customer’s work history and an inventory of his/her employment 
skills, knowledge and abilities. 

 The customer’s educational history and present educational competency 
(grade) level. 

 The customer’s needs, including the need for supportive services in order 
to obtain the greatest benefit from employment and training services. 

 Local labor market information.  
 An evaluation of the chances for employment given the current skills of 

the customer and the local labor market conditions. 
 Physical limitations or mental conditions that limit the customer’s ability 

for employment or participation in Welfare-to-Work (WTW) activities. 
 Identification of available resources to complete the Action Plan. 

  
Individual 
responsibilities 
in Assessment 

Everyone involved in Assessment works together to develop and agree on 
an Action Plan that will enable the customer to achieve his/her ultimate goal 
of self-sufficiency.  The responsibilities of each individual are outlined in the 
table below: 

 
Who Responsibilities 
ESS 

 
 
 
 
 
 

 Identifies customers to refer to Assessment. 
 Uses his/her personal knowledge of the customer as 

well as information gained from the Assessment and the 
Appraisal to help the customer develop goals and 
complete an Action Plan. 

 Completes individual Assessments with customers, 
when necessary. 

Assessment 
Proctor 

 

 Prepares for and conducts Assessment tests. 
 Corrects and scores tests when appropriate. 
 Enters Assessment results into the C-IV system. 

Customer 
 
 

 Takes tests. 
 Works with the ESS to develop and agree on goals, 

activities and an Action Plan. 

  



 

ESPHB #0237  (08/11) ASSESSMENT AND LEARNING DISABILITIES 12-5 

Testing Instruments 

  
Introduction This section introduces and explains the testing instruments used in the 

Assessment process. 

  
Testing 
instruments 
used 

The testing instruments used in Assessment are the: 

 Adult Basic Learning Examination (ABLE) Screening Battery, and the 
 COPSystem 

  
ABLE 
Screening 
Battery 

The ABLE is a battery of tests designed to measure the level of adult 
functional reading and mathematics ability.   

  
COPSystem The COPSystem is a group of three (3) testing instruments used to measure 

an individual’s interests, abilities, and values towards work. The table below 
lists the three testing instruments and their functions. 

 
Instrument Function 

Career Occupational 
Preference System (COPS) 

The COPS Interest Inventory consists of activities 
related to occupations.  Customers indicate a 
degree of like or dislike of job activities. 

Career Ability Placement 
Survey  
(CAPS) 

The CAPS instrument measures abilities in 
mechanical reasoning, spatial relations, verbal 
reasoning, numerical ability, language usage, word 
knowledge, perceptual speed and accuracy, and 
manual speed and dexterity. 

Career Orientation Placement 
and Evaluation Survey  
(COPES) 

The COPES instrument measures personal values 
that reflect major dimensions representing 
vocational values and motivation. 

 
Note: The COPSystem Comprehensive Career Guide must be given to every 
customer who completes a CAPS, COPS, COPES assessment; this is a requirement 
of copyright regulations. 
 
The guide/booklet is ordered through the Forms Distribution Unit (FDU). 
 
 Form Number: COPSCCG 
 Form Name: COPS Comprehensive Career Guide 

  
County 
contracted 
providers 

Learning Disability Evaluations (LDE) conducted by county contracted 
providers provide information similar to what is measured by the ABLE and 
COPSystem. The LDE report can be used in lieu of the ABLE and the 
COPSystem as an acceptable assessment testing instrument to help develop 
an Action Plan.  
 
Currently, Foster’s Assessment Center and Testing Service is the county 
contracted provider for Learning Disability Evaluations. See Learning 
Disabilities section of this chapter for referral process. 

  



 

ESPHB #0237  (08/11) ASSESSMENT AND LEARNING DISABILITIES 12-6 

Assessment Procedures 

  
Introduction This section provides information regarding Assessment procedures.  The 

responsibilities of the ESS and the Assessment Proctor before, during, and 
after Assessment are detailed in this section. 

  
Enrolling the 
customer 

The customer is usually enrolled in Assessment as a concurrent activity to 
Job Services.  The ESS ensures that both activities are opened in the C-IV 
system and that both are noted on the WTW 2 Activity Assignment. 
 
Note:  If the customer is not attending the Assessment activity during Job 
Services, the ESS enters the activity in the C-IV system, completes a WTW 
2 Activity Assignment for the Assessment activity and has the customer sign 
the form. 

   
Prior to 
Assessment 

The Assessment Proctor takes the following actions to prepare for 
Assessment testing: 

 
Step Action 

1 Prints the class list the day of testing and uses it as a sign in 
sheet. 

2 Ensures that the room is ready and that enough testing materials 
are available for all customers scheduled. 

 
During 
Assessment  

The Assessment Proctor takes the following actions when conducting 
Assessment: 

 
Step Action 

1 Explains the purpose of Assessment at the beginning of the 
session and gives: 
 The agenda for the testing period, 
 Housekeeping information (location of restrooms, drinking 

fountain, etc.), and 
 An explanation of testing materials.  

2 Encourages all customers to do their best, making sure they know 
the results of the Assessment are used to help them know 
themselves better and to help establish realistic goals and Action 
Plans. 

3 Looks at the practice exercises for each customer (if applicable) 
to ensure understanding. 

4 Checks during the timed tests to make sure each customer is:  
 Beginning on the correct page, 
 Marking answers in designated areas, and  
 Stopping when told to do so. 

 Continued on next page 
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Assessment Procedures, Continued 

  
Assessment 
Proctor’s 
actions after 
Assessment 

The Assessment Proctor completes the following actions within three (3) 
working days of Assessment: 

 
Step Action 

1 Corrects and scores tests when appropriate. 

2 Enters test scores and completes Journal entry covering 
Assessment results. 

3 Forwards the test results to the customer’s ESS. 

 
ESS actions 
after 
Assessment 

The ESS takes the following actions after a customer has completed 
Assessment: 

 
Step Action 

1 Closes the Assessment activity in the C-IV system as a 
successful completion. 

2 Reviews Assessment and Journal entry completed by the 
Assessment Proctor.  Updates skills and needs. Completes 
Journal entry with results.  

3 Analyzes results, determines appropriate employment goal(s), 
and steps needed to reach the goal of self-sufficiency, 
considering: 

 Customer’s employment history 
 Education level,  
 Criminal background, if applicable, 
 Job market, 
 Available activities, and  
 Resources available to reach goal. 

4 Access California’s job market information on the Employment 
Development Department’s website at: 
http://www.labormarketinfo.edd.ca.gov/?PAGEID=3 

5 Completes Journal entry with recommendations and any 
additional information that will help in developing the customer’s 
goals and Action Plan. 

6 Schedules a timely appointment to go over the Assessment 
results with the customer and enters the customer’s goals, and 
completes an Action Plan.  This appointment must take place as 
soon as possible to provide seamless services. 
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Third Party Assessment 

   
Introduction This section introduces the Third Party Assessment and explains the 

procedure the ESS is to follow when a Third Party Assessment is required. 

  
Description If a customer disagrees with the results of the Assessment and the resulting 

goals and Action Plan that are developed from the Assessment results, the 
ESS makes arrangements for the customer to receive an independent 
Assessment conducted by an impartial third party. 

 The results of this Assessment, which shall be binding upon the County 
and the customer, will be used to develop the appropriate plan for the 
customer. 

 No Third Party Assessment will be made by a party having any financial 
or other interest in the result of the assessment.  

 No state hearing will be granted regarding an Assessment used to 
develop an Action Plan until an independent Third Party Assessment has 
been performed. 

  
Procedure When the ESS determines the need for a Third Party Assessment, they will 

notify their Supervising Employment Services Specialist I (SESSI) who then 
contacts the appropriate Program Specialist (PS) in the Program 
Development Division (PDD) for instructions. 

  



 

ESPHB #0237  (08/11) ASSESSMENT AND LEARNING DISABILITIES 12-9 

Section B 

Learning Disabilities 

Overview 

  
Introduction This section provides information regarding Learning Disabilities and covers 

screening and evaluating for Learning Disabilities, Accommodations, and 
other policies related to Learning Disabilities. 

  
Reference The following references apply to this section: 

 ACL 01-70 
 ACL 02-13 
 ACL 02-35 
 ACL 02-64 
 ACL 02-88 
 ACL 04-48 
 ACIN 1-16-02 

 
In this section This section contains the following topics: 
 

Topic See Page 
Learning Disabilities General Information 12-10 
Learning Disabilities Screening 12-12 
Customer Declines Learning Disability Screening/Evaluation 12-15 
No Potential Learning Disabilities 12-16 
Potential Learning Disabilities 12-17 
Learning Disabilities Evaluation 12-19 
Accommodations for Customers with Learning Disabilities 12-24 
Other Policies Relating to Learning Disabilities 12-28 
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Learning Disabilities General Information 

  
Introduction This section provides general information about learning disabilities, 

including the definition and indicators of learning disabilities and information 
about customers with Limited-English Proficiency (LEP) and suspected 
learning disabilities.  

  
Definition of 
learning 
disabilities 

Learning disabilities are defined as a heterogeneous group of disorders 
manifested by significant difficulties in the acquisition and use of listening, 
speaking, reading, writing, reasoning or mathematical abilities.  
 
These disorders are intrinsic to the individual and presumed to be due to 
central nervous system dysfunction.  Even though a learning disability may 
occur concurrently with other handicapping conditions (e.g., sensory or 
mental impairment); or environmental retardation, social and/or emotional 
disturbance influence (e.g., cultural differences, insufficient/inappropriate 
instruction, psychogenic factors); it is not the direct result of those conditions 
or influences. 
 
These disorders interfere with the customer’s ability to obtain or retain 
employment or enter and participate in the CalWORKs Welfare-to-Work 
(WTW) program. 

 
Learning 
disability 
requirements 

To comply with federal civil rights laws, the following requirements are in 
effect regarding Learning Disabilities: 

 Mandatory Screening of all CalWORKs customers for Learning 
Disabilities   

 Use of a recommended Learning Disabilities Screening tool 
 Mandatory inclusion of Learning Disabilities Evaluations when developing 

or amending Action Plans 
 Determining the appropriateness of job services as a first activity for 

customers with verified Learning Disabilities 
 Allowing fewer hours of participation in WTW activities when Good Cause 

exists based on a determination that a condition or other circumstance 
temporarily prevents, or significantly impairs, a customer’s ability to be 
regularly employed or participate in WTW activities 

 Sharing the results from Learning Disabilities Evaluations on Inter-County 
Transfers (ICT) 

Continued on next page 
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Learning Disabilities General Information, Continued 

  
Indicators of 
learning 
disabilities 

Learning disabilities may be indicated for customers who: 

 Have a positive rating for potential learning disabilities based on the 
Learning Disabilities Screening tool,  

 Were previously identified as having learning problems (e.g., K-12 
special education), or 

 Are suspected of having a learning disability, even though the results 
from the Learning Disabilities Screening did not indicate a potential 
learning disability.  

   
Learning 
disabilities 
services  

The Transitional Assistance Department Employment Services Program 
(TAD ESP) must provide services to customers having, or suspected of 
having, a learning disability.  All new CalWORKs customers are screened for 
Learning Disabilities by the time of the Assessment activity.  Referrals for 
further evaluations and diagnosis are to be recommended to those 
customers who have a positive rating for a suspected learning disability 
based on their responses to the Screening tool. 

  
Screening tools 
language 
availability 

Currently, the existing Learning Disabilities Screening tools are validated only 
in English and can only be used for customers whose primary language is 
English.  As validated Screening tools in other languages become available, 
they will be made available to the County.  Employment Services Specialists 
(ESSs) must not attempt to translate an English-language Screening tool for 
Learning Disabilities into other languages. 

  
LEP with 
suspected 
learning 
disability 

If an ESS suspects that a LEP customer has a learning disability, s/he refers 
the customer directly to the appropriate contracted provider for a Learning 
Disabilities Evaluation (LDE).  
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Learning Disabilities Screening 

 
Introduction This section provides information about the Learning Disabilities Screening. 

  
Screening for 
learning 
disabilities  

Screening is the first step towards identifying individuals with suspected 
Learning Disabilities.  The Screening is offered/administered to all customers 
at the initial Appraisal.  Customers who receive a score that indicates a 
possible learning disability may be referred for further evaluation. 

   
Customers to 
be screened 

All new CalWORKs customers must be screened for potential learning 
disabilities no later than Assessment.  
 
Any existing customers who have not previously been screened must be 
offered a Screening for potential Learning Disabilities.  The Screening can be 
offered when a customer: 

 Attends an appointment to sign a contract for his/her next activity.  
 Meets with his/her ESS for a monthly review or exemption review 

appointment. 
 Self-identifies as having a suspected learning disability and requests a 

Screening. 
 Comes into the office for cause determination, compliance, or to cure a 

sanction. 
 Fails to maintain satisfactory progress in his/her activity, including 

employment.  

Continued on next page 



 

ESPHB #0237  (08/11) ASSESSMENT AND LEARNING DISABILITIES 12-13 

Learning Disabilities Screening, Continued 

 
LDE Screening 
for LEP 
customers 

If an ESS suspects that a Limited English Proficient (LEP) customer has a 
learning disability, s/he refers the customer directly to the appropriate 
contracted provider for a Learning Disabilities Evaluation (LDE). 
 
Until validated Screening tools in other languages are available, bilingual 
ESs may use the following sample questions to assist in determining if a LEP 
customer has a potential learning disability and needs to be referred for a 
LDE: 

 Do you have difficulty following instructions or directions either verbally or 
in writing? 

 Did you experience problems learning in your native language, both 
spoken and written, while growing up, as compared to other children of 
the same age? If the response is yes, did the problems continue 
throughout your childhood? 

 What was easy for you to learn, and conversely, what was difficult to 
learn? If the customer indicates long-term learning difficulties in his/her 
native language, then this is an indication of a potential learning disability 
that needs to be explored further.  

 
Based on the responses to the above questions the ESS may offer a LDE 
referral to the customer.   
 
In recognition of the difficulty in determining if a customer has a potential 
learning disability, the ESS can allow customers who request a LDE to 
bypass Screening and go directly to the Evaluation. 

  
LD Screening 
for teens 

16/17-year-olds referred to TAD ESP are screened for learning disabilities.  It 
is recommended that the parent be on hand to at least help answer the 
health-related questions since the teen may not be aware of his/her full 
health history.  If the teen screens positive for a potential learning disability, 
the ESS refers the teen to a LDE.  

  
LDEs for teens Teens under 18 who are screened as having potential learning disabilities 

should be referred to a public school for a Learning Disabilities Evaluation.  
Public schools are required by State law to provide assessments for special 
education services, which may include Learning Disabilities Evaluations, at 
no charge, to children under age 18 and students up to age 21. 

Continued on next page 



 

ESPHB #0237  (08/11) ASSESSMENT AND LEARNING DISABILITIES 12-14 

Learning Disabilities Screening, Continued 

  
Enrolling the 
customer 

Each customer is enrolled in the Learning Disabilities Screening Activity to 
track the completion of the activity.  If the customer has already been 
screened by TAD ESP for learning disabilities, it is not required to enroll 
him/her again.  The ESS checks the customer’s activity history to determine 
if the customer has previously been offered, or has previously completed, a 
Learning Disabilities Screening.  

 
Conducting 
Learning 
Disabilities 
Screening 

An individualized oral Screening is administered to the customer.  The ESS 
takes the following steps when conducting the Learning Disabilities 
Screening:  

 
Step Action 

1 Gives the customer the WTW 19 (Learning Needs Screening-
Client Copy) so s/he can read the questions silently as the ESS 
reads them aloud. 

2 Reads aloud to the customer the statement on form WTW 18 
coversheet, Section 2, before proceeding to the Learning Needs 
Screening questions. 

3 Asks the customer the background questions on WTW 18, page 2. 
4  Asks the customer the questions on WTW 18, page 3, and 

scores each section as indicated on the WTW 18.  
  If the customer’s score is twelve (12) or more, refers him/her 

for further Evaluation. 
5 Asks the customer the supplemental health-related questions on 

WTW 18, page 4. 

 
Supervisors 
approval for 
LDE if score is 
less than 12 

Since no Screening tool is 100 percent accurate, the ESS observes the 
customer for other indications of potential Learning Disabilities, particularly if 
the results of the Screening tool do not indicate the presence of a potential 
learning disability. 
 
If the ES observes other indications of a potential learning disability, even 
though the score on the Screening tool is less than 12, the ESS must have 
his/her supervisor’s approval prior to referring the customer to the LDE. 
 
The supervisor signs the Referral to Activity (Plan 109 CIV) form to indicate 
approval. 

 
Learning 
disability 
Screenings for 
SIPs 

Customers whose Self-Initiated Education/Training Programs (SIPs) have 
been approved are screened for Learning Disabilities.  Approved SIPs 
attending community colleges may be able to receive an LDE and any 
necessary accommodations through the Disabled Students Program on 
campus; check with the campus CalWORKs office for further information or 
assistance. 
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Customer Declines Learning Disability Screening/Evaluation 

  
Introduction This section contains information regarding what to do if the customer 

declines the Learning Disabilities Screening. 

  
Declined 
Screening/ 
Evaluation 

Customers may decline the Learning Disabilities Screening.  The County 
must not sanction a customer solely on the basis of his/her refusal to be 
screened or evaluated. Instead, when a customer is hesitant or declines, the 
ESS offers an explanation of the following: 

 The right to have or decline a Learning Disabilities Screening 
 The benefits of a LDE (e.g., the right to ask for reasonable 

accommodations if a learning disability is verified) 
 The consequences for not meeting participation requirements 

 
Information for 
a customer 
who declines 
the Screening/ 
Evaluation 

The ESS informs the customer who declines the Screening that: 

 His/her Action Plan will not reflect any accommodations for Learning 
Disabilities; and  

 S/he may ask for a Learning Disabilities Screening/Evaluation at a later 
time.  If, at a later time, a learning disability is identified, the Action Plan 
will be modified to provide appropriate services and accommodations 
associated with the learning disability. 

 
ESS actions If the customer declines the Learning Disabilities Screening, the ESS takes 

the following actions: 
 

Step Action 
1 Gives the customer a copy of the WTW 17, Waiver of CalWORKs 

Learning Disabilities Screening. 
2 Reads the WTW 17 aloud to the customer while the customer 

reads along silently with the ESS. 
3 Asks the customer to sign the form and gives him/her a copy of 

the signed form. 
4 Closes the LD Screening activity in the C-IV system with the 

appropriate status and status reasons. 
5 Completes a Journal entry.  

  
Customer 
refuses to sign 
the Waiver 

A customer’s refusal to sign the Waiver is equivalent to a signed Waiver 
when the refusal is documented by the ESS in the Journal. 
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No Potential Learning Disabilities 

 
Introduction This section provides information about what happens when the Learning 

Disabilities Screening indicates that there are no potential Learning 
Disabilities. 

  
No potential 
Learning 
Disabilities 
indicated 

If the results of the Learning Disabilities Screening and/or observations 
indicate that a customer does not have a potential learning disability, the 
ESS takes the following actions:  

 
Step Action 

1 Closes the Learning Disabilities Screening activity in the C-IV 
system with the appropriate status and status reason. 

2 Assigns the customer to the next appropriate activity. 
3 Completes a Journal entry documenting that LD Screening is 

complete and no potential Learning Disabilities are indicated. 
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Potential Learning Disabilities 

  
Introduction This section provides information about what happens when the Learning 

Disabilities Screening indicates that there are potential Learning Disabilities. 

  
Customers with 
potential 
Learning 
Disabilities 

Customers with potential Learning Disabilities are offered a referral to a LDE.  
The referral for Learning Disabilities Evaluation takes place immediately after 
the Learning Disabilities Screening indicates a potential learning disability. 
Schedule the customer for the next available LDE. 

  
Addressing 
other issues 

If the customer exhibits health, mental health, substance abuse or other 
issues in addition to the potential learning disability, these issues should be 
addressed prior to addressing the potential Leaning Disability.  It could be 
that these other issues are contributing to, or are the cause of, the learning 
difficulties experienced by the customer.   
 
If a learning problem continues to exist after other issues have been dealt 
with, the customer should then be referred to a Learning Disabilities 
Evaluation.   

  
Customer 
declines 
Evaluation 

If a customer screens positive for a potential learning disability but declines 
to be referred to an Evaluation, the ESS explains the benefits of a LDE to the 
customer.  If s/he still declines the Evaluation, the ESS takes the following 
actions: 

 
Step Action 

1 Gives the customer a copy of the WTW 17, Waiver of CalWORKs 
Learning Disabilities Evaluation. 

2 Reads the WTW 17 aloud to the customer while the customer 
reads along silently with the ESS. 

3 Asks the customer to sign the form and gives him/her a copy of 
the signed form. 

4 Closes the Learning Disabilities Screening activity in the C-IV 
system with the appropriate status and status reasons. 

5 Assigns the customer to the next appropriate activity. 
6 Completes a Journal entry documenting that potential Learning 

Disabilities are indicated, but the customer declined to be 
evaluated. 

Continued on next page 
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Potential Learning Disabilities, Continued 

  
Referral 
procedures 
for LDE 

If a customer screens positive for a potential learning disability and agrees to 
the LDE, the ESS takes the following actions: 

 
Step Action 

1 Schedules the customer for the next available LDE with the 
appropriate contracted provider, Learning Disability Evaluation 
schedules are available at: http://hssnet/tad/ on the TAD website 
under Tools. 

2 Completes and has the customer sign a WTW 20 Permission to 
Release Learning Disabilities Information.   

3 Enrolls the customer in the appropriate LDE activity and sets the 
review date for the day of the Evaluation. 

4 Completes Plan 109 CIV Referral to Activity with appointment 
date/time and location.  The Comments section contains 
Screening results and score and primary language, if not English.  
 
The ESS then: 
 Faxes the Referral to Activity, WTW 18 Learning Needs 

Screening and WTW 20 to the appropriate contracted 
provider.   

 Gives a copy of the completed Referral to Activity form to the: 
  Customer, for reference 
 Supervising Office Assistant, for tracking purposes 

 
Note:  Normally, the ESS would not sign (approve) the Plan 109 
CIV - Referral to Activity form until after the provider completes 
the provider section and returns the form to the ESS.  Because 
the Learning Disability Evaluation is a very short-term activity, the 
ESS and Supervising Employment Services Specialist (SESS I) 
will sign (approve) the form prior to faxing it to the provider.   

5 Completes and has the customer sign the WTW 2 Activity 
Assignment for the Evaluation activity. 

6 Authorizes necessary supportive services and issues appropriate 
NOAs. 

7 Sets a Reminder for the first day of participation in order to follow 
up on the customer’s attendance. 

8 Sets calendar control to attend exit interview, if possible. 
9 Completes a Journal entry documenting all actions. 

  
Permission 
to release 
learning 
disabilities 
information 

Customers must sign a WTW 20, Permission to Release Learning Disabilities 
Information, in order for an ESS to obtain or release a written Learning 
Disabilities Evaluation. 
 
The ESS provides a copy of the WTW 20 granting the provider permission to 
release information to TAD ESP. 
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Learning Disabilities Evaluation 

  
Introduction This section provides information about the LDE, and about the contracted 

provider(s) that provide this service to the Transitional Assistance 
Department Employment Services Program (TAD ESP). 

  
Learning 
Disabilities 
Evaluation 
(LDE) 

An LDE is the process of determining whether a CalWORKs customer has 
Learning Disabilities and/or other co-existing disorders.  This Evaluation is 
performed by a professional whose training qualifies them to determine 
whether the customer is unable to successfully complete or benefit from an 
activity.  TAD ESP contracts with provider(s) qualified to administer these 
Evaluation services. 

  
Information 
about the 
Evaluation 

The LDE is scheduled over two consecutive days, from 9:00 a.m. to 
3:00 p.m., with a one-hour break for lunch from 12:00 noon to 1:00 p.m.  The 
maximum number of LDE referrals is eight for any scheduled appointment 
date. 

  
Previous 
records of 
LDEs 

Customers are requested to provide any records of previous LDEs, at time of 
current Evaluation, attendance in special education, or medical condition(s).  
The ESS assists the customer in obtaining this information if s/he appears to 
have problems obtaining it on his/her own. 

 The ESS may examine a prior LDE the customer provides and has the 
option to accept all or part of the Evaluation and provide the necessary 
accommodations, as recommended.   

 The ESS may also refer the customer to another LDE to obtain either a 
second opinion or additional information.   

 If the customer is referred to another LDE, with the customer’s written 
consent, the ESS will forward the records to the Learning Disabilities 
Evaluator for consideration. 

  
LDE time frame The Provider submits a LDE Report to TAD ESP on each customer referred, 

no later than ten (10) working days from the date the LDE is completed. 

 Continued on next page 
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Learning Disabilities Evaluation, Continued 

  
Evaluation report The Evaluation report includes the following information: 

 Basic or Core Information: 
 Relevant vocational/education background history 
 General aptitude/cognitive level 
 Other issues; e.g., current/past physical/mental problems 
 Areas of strength 
 Areas of deficit 
 Range of recommended accommodations/assistive technology for 

the customer’s Action Plan 
 Summary (including severity of disability, areas of potential impact; 

rationale for Learning Disabilities determination/diagnosis; and 
recommendations for additional services, as appropriate). 

 The Evaluator’s report should also include: 
 Identification of local resources available to assist the customer 
 Documentation of accommodations/assistive technology needs for 

other purposes (e.g., driver’s license exam, GED exam) 
 Discussion of customer’s short/long term employment goals and 

general/specific vocational recommendations 

  
Evaluator 
responsibility 

The Evaluator reviews Evaluation results with the customer.  For 
customers diagnosed as Learning Disabled, the provider will offer 
recommendations on employment, training and local resources available to 
the customer. 
 
In addition to providing the written Evaluation, the Evaluator must also 
provide the customer with written documentation that s/he can present to 
employer(s), schools, etc., as verification of his/her learning disability and 
need for reasonable accommodations and/or services. 

 
Accommodations 
for GED 

The contracted Evaluator provides written documentation if reasonable 
accommodations are needed for taking a GED test.  

 Continued on next page 
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Learning Disabilities Evaluation, Continued 

  
Backup copies 
of LDE 

Each month, the Learning Disabilities contracted Provider(s) electronically 
forwards backup copies of completed Evaluations to the Human Service (HS) 
Program Development Division (PDD).  The Evaluations are then posted in a 
folder on a share drive. 
 
For confidentiality purposes, access to these reports is limited.  Requests for 
copies of a LDE must be made to the Supervising Office Assistant (SOA), or 
to the appropriate Program Specialist (PS). 

  
Incomplete 
Evaluation 

The customer must complete the Learning Disabilities Evaluation before the 
report can be written.  If the customer fails to complete the Evaluation, the 
Evaluator contacts the customer to reschedule the appointment.  If the 
Evaluator is unable to reschedule the appointment with the customer, s/he 
will notify TAD ESP and the ESS will take the following actions: 

 
Step Action 

1 Reschedules the customer for missed sessions. 
2 Uses the table below to determine action to take based on whether 

or not the customer attends the Evaluation. 

  If the customer… Then the ESS…  
  Completes the Evaluation, Reviews the completed 

Evaluation and follows correct 
procedures. 

 

  Fails to show for the 
rescheduled appointment, 

Closes the Evaluation activity in 
the C-IV system with the 
appropriate status and status 
reason. 

 

  
3 Assigns the customer to the next Welfare-to-Work activity.  

 
Note:  Noncompliance is not initiated for failure to attend/complete the LDE. 

  
When the 
evaluation is 
not complete or 
Waiver not 
signed 

If the customer does not complete the evaluation, the ESS has the customer 
sign the WTW 17, Waiver of CalWORKs Learning Disabilities Screening 
and/or Evaluation form.  An incomplete Evaluation is considered the same as 
a declined Evaluation.  A customer’s refusal to sign the Waiver in this 
situation is equivalent to a signed Waiver when documented in the Journal. 

 Continued on next page 
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Learning Disabilities Evaluation, Continued 

  
Completed 
Evaluation – no 
Learning 
Disabilities 

When the LDE is received, the ESS reviews the Evaluation to determine if 
there are any Learning Disabilities.  If there are no Learning Disabilities, the 
ES takes the following actions: 

 
Step Action 

1 Closes the LDE activity with the correct status and status reasons.
2 Develops/resumes the Action Plan. 
3 Assigns the customer to the next appropriate activity. 
4 Completes a Journal entry documenting the results of the LDE, 

including reading and math scores. 

   
Completed 
Evaluation – 
Learning 
Disabilities 

When the LDE is received, the ESS reviews the Evaluation to determine if 
there are any Learning Disabilities.  If the Evaluation establishes that the 
customer has a learning disability, the ESS takes the following actions: 

 
Step Action 

1 Closes the Evaluation activity with the appropriate status and 
status reason. 

2 Ensures that Assessment tests are administered and results are 
integrated into the Action Plan.  

3 Discusses the appropriate WTW activities and reasonable 
accommodations with the customer. 

4 Adds Special Need Flag. 
5 Develops or modifies the Action Plan to reflect appropriate WTW 

activities and necessary reasonable accommodations based on 
mutual agreement. 

6 Completes a Journal entry documenting the results of the LDE, 
including reading and math scores. 

Continued on next page 
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Learning Disabilities Evaluation, Continued 

  
When the 
customer 
disagrees with 
LDE showing 
presence of LD 

Explaining to a customer that s/he has a learning disability requires patience 
and tact.  There are several courses of action to take when a customer 
disagrees with the finding of a learning disability. 

 Explain the benefits of identifying the learning disability (e.g., eligible to 
receive appropriate services and accommodations/assistive technology). 

 Contact the Evaluator to review findings and include the customer in the 
discussion so s/he has the opportunity to ask questions. 

 
If these efforts are not successful: 

 Document the facts in the Journal and inform the customer of his/her 
right to file for a hearing. 

 Explain that: 
 S/he will be required to begin/resume his/her WTW assignment 

without benefit of services/accommodations for the LD, and  
 Should s/he fail to make satisfactory progress in the assigned activity, 

s/he will not have good cause based on the learning disability, and 
 S/he will be subject to noncompliance and sanction requirements. 

  
Co-existing 
conditions 

If the Evaluation indicates that the customer may have a physical, mental, 
developmental or behavioral condition, with or without a co-existing learning 
disability, the ESS takes the following actions: 

 
Step Action 

1 Refers the customer for Evaluation and treatment of the other 
conditions, as appropriate. 

2 Develops an Action Plan and provides appropriate 
accommodations for verified disabilities. 

3 Adds Special Need Flag. 
4 Completes a Journal entry documenting the results of the LDE. 
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Accommodations for Customers with Learning Disabilities 

  
Introduction This section discusses reasonable accommodations for those customers 

diagnosed with learning disabilities. 

  
Reasonable 
accommodations 

Reasonable accommodations are modifications and adjustments that make 
it possible for a qualified individual with a disability to apply for or perform 
the essential functions of a job or to participate in assigned WTW activities. 
 
When a customer is identified with learning disabilities, the ESS and the 
customer review the written LDE and discuss the types of jobs or other 
WTW activities that might best match the customer’s skills while working 
around his/her limitations.  The written Evaluation includes a range of 
reasonable accommodations for the customer.  

  
Special Needs 
flag 

The Language/Disability/Special Need Flag must be added to a customer’s 
case for customers who require a special need.  If the LDE identifies that 
the customer needs reasonable accommodations a Special Needs flag 
identifier must be set. Instructions for adding case flags are located in the 
C-IV User Guide, under All Programs. 
 
Journal entries and case flag notes must be completed to provide details of 
any accommodations, auxiliary aids and/or services required by customers 
who require a special accommodation.  

  
Determining 
accommodations 

In determining which, if any, accommodations are needed to successfully 
perform a job or WTW activity, the customer’s abilities and limitations must 
be considered relative to the specific requirements of the job or activity.  
 
It is also helpful to identify successful strategies the customer has used in 
the past at school and or in other work settings that could be applied to new 
activities. 

  
Comparable 
services 

A customer with learning disabilities is provided with an opportunity to 
participate in activities through the provision of services that are 
comparable to those provided to a non-disabled customer.  
 
A customer cannot be denied access to an activity because of learning 
disabilities.  For example, education or training cannot be eliminated as an 
assigned activity simply because a customer has learning disabilities.  

Continued on next page 
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Accommodations for Customers with Learning Disabilities, 
Continued 

  
Reduced hours 
of participation 

Reduced hours of participation can be used as a reasonable accommodation 
for customers in an educational program. 

 First try to backfill with other activities that: 
 Support the customer’s employment goals, and 
 Are consistent with his/her disability Evaluation and Action Plan such 

as: 
 Remedial training, 
 Literacy tutoring, and 
 Study time for customers who are in non-SIP programs. 

 When there are no appropriate backfill activities, then Good Cause can 
be determined for allowing fewer hours of participation. 

  
Disclosure of a 
disability 

The choice of whether to disclose a disability is up to the customer, and the 
customer is not required to disclose a disability unless s/he wants to request 
an accommodation.  

  
Self-advocacy For many customers, self-advocacy may be uncomfortable and could be 

problematic when it comes to looking for a job or handling difficulties on the 
job. 
 
To self-advocate successfully, a customer needs to know: 

 His/her rights under the law 
 Facts about his/her disability 
 Essential and marginal job functions of the job s/he is interested in 
 Potential accommodations that would allow performance of the essential 

job functions 
 Ways to approach employers that encourage positive results  
 Free resources that can assist an employee and/or the employer in 

developing a reasonable accommodation 

 Continued on next page 



 

ESPHB #0237  (08/11) ASSESSMENT AND LEARNING DISABILITIES 12-26 

Accommodations for Customers with Learning Disabilities, 
Continued 

 
Accommodation  
Example 1 

Julie has been diagnosed with a reading disorder learning disability that 
affects her ability to read efficiently and recall comprehensive information.  
One recommendation was that, because her oral vocabulary and auditory 
listening skills are strengths, books and materials on audiotape, readers 
and or computer text reader should be provided.  Julie also has difficulties 
with time management. 
 
Here are some specific accommodations associated with the above actions 
that will need to be considered in an implementation plan: 

 Provide verbal instructions and have fellow employees explain 
important office communications 

 Allow extra time for reading and performing difficult tasks 
 Use software, such as spell check, that enhances accuracy of 

performance 
 Have a “buddy” who checks work and provides clarification of task 

instructions 
 Use a personal organizer 
 Set aside time at the end of each day to make a plan for the following 

day 
 Use a “to do” list, prioritizing each item, with estimates of time needed 

for each task 
 Work in a non-distracting environment 
 Have daily “check-in” times with a colleague to stay on track 

  
Accommodation 
Example 2 

Tom was diagnosed with weaknesses in working memory and low average 
verbal and non-verbal skills.  He also had weaknesses in phonemic 
processing which affected his reading and spelling.  He is currently enrolled 
in classes at his local community college; however, because of his chronic 
pattern of failing grades, he was at the point of being dismissed.  With the 
following accommodations, Tom is able to stay in school and be successful. 
Those accommodations included: 

 Reinstating him as a student in good standing with the support of the 
campus Disabled Students Program 

 Taking a class through the Disabled Students Program which focuses on 
developing auditory discrimination skills 

 Using a spell checker and word processor  
 Note-taking assistance in his classes 
 Tutoring 
 Extended time for examinations 

 Continued on next page 
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Accommodations for Customers with Learning Disabilities, 
Continued 

  
Accessible 
formats for 
forms 

Various forms have been translated into other languages and are also 
available in “accessible formats” for customers who are visually impaired 
and/or have a learning disability. 

  
Americans with 
Disabilities Act 
(ADA) 

Under the Americans with Disabilities Act (ADA), State and local 
governments have a responsibility to make communications, oral and written, 
accessible to employees and the general public, including individuals with 
disabilities.  Accessible formats include large print, Braille, audiocassette, 
and floppy disk.  Customers who are blind, visually impaired, or who have 
Learning Disabilities most frequently use these formats. 

  
Form requests All District requests for special forms should be coordinated through the 

appropriate Program Specialist in the Program Development Division. 
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Other Policies Relating to Learning Disabilities 

  
Introduction This section provides information regarding other policies relating to Learning 

Disabilities; these include the handling of Inter-county Transfers (ICTs), 
exemptions due to Learning Disabilities, and sanctioned customers with 
confirmed Learning Disabilities. 

  
Inter-county 
transfers 

When a customer with an identified learning disability moves from one county 
to another, the ESS, with the customer’s written permission (WTW 20), 
forwards to the receiving county a copy of the written LDE.  
 
Upon receipt of the written Evaluation, the receiving county develops an 
Action Plan, or amends the existing Action Plan, and determines appropriate 
activities, services and accommodations, using information from the written 
LDE and information obtained through discussions with the customer. 

  
Exemption 
from 
participation 
due to severe 
learning 
disabilities 

Generally, customers with learning disabilities are able to meet WTW 
participation requirements when the learning disabilities are properly 
identified and necessary accommodations and/or assistive technologies are 
provided.  
 
However, some customers have learning disabilities (alone or in combination 
with other disabilities) that are so severe that they significantly impair the 
customer’s ability to be regularly employed or participate in WTW activities.  
In such instances, the ESS exempts the individuals from participation 
requirements on a case-by-case basis if a health care professional provides 
verification of the impairment(s).  
 
Licensed Clinical Social Workers and Licensed Marriage and Family 
Therapists are qualified to provide verification of a learning disability 
exemption if they are licensed by the state and are specialized in diagnosing 
and treating learning disabilities. 

  
Sanctioned 
customers with 
learning 
disabilities 

If a learning disability is confirmed for a customer attempting to cure his/her 
sanction, the ESS will determine whether the learning disability was a 
contributing factor to the initial noncompliance.  If so, the ESS will rescind the 
sanction. 
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Chapter 13 

Action Plan/Time Limits 

Overview 

   
Introduction This chapter includes information regarding the Welfare-to-Work Action Plan 

and participation hours. The Employment Services Specialist (ESS) is 
responsible for developing an Action Plan for each customer. 

   
References Reference used in this chapter are: 

 
 EAS 42-711 
 ACIN I-38-05 
 ACL # 02-92 
 ACL #04-41 Errata 
 ACL #07-03 
 ACL #07-05 

 
Forms This section contains information on the following forms: 
 

Form # Title Location 
CCP 7 CalWORKs Stage 

One Child Care 
Request Form and 
Payment Rules 

Forms Distribution Unit and on-
line under TAD Child Care forms 
and ESP forms 

PLAN 107 CIV Action Plan C-IV  
WTW 1 WTW Plan Rights & 

Responsibilities 
C-IV 

WTW 2 WTW Plan – Activity 
Assignment 

C-IV 

ESP/CW 168 WTW Guidebook Forms Distribution Unit 

Continued on next page 
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Overview, Continued 

  
In this chapter This chapter includes the following topics: 
 

Topic Page 
Parts of the Action Plan 13-3 
Activity Flow 13-8 
Completing an Action Plan 13-9 
Changes to the Welfare-to-Work Plan - Activity 
Assignment (WTW 2) and Action Plan (PLAN 107 
CIV) 

13-12 

Action Plan Examples 13-13 
Sample PLAN 107 CIV Action Plan 13-14 
Time Limits 13-16 
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Parts of the Action Plan 

   
Introduction After assessment or the Assessment activity, any work-eligible individual who 

is required to participate or who volunteers to participate in Welfare-to-Work 
(WTW) activities enters into a written plan.  The Action Plan includes the 
activities and services that will move the customer into employment and self-
sufficiency. 
 
 The Action Plan is developed after Assessment or individual assessment 

using the assessment results. 
 An individual assessment is needed before a referral is made to 

Domestic Violence, Substance Abuse, or Department of Behavioral 
Health activities.  

 Include learning disability screening and/or evaluation and necessary 
learning disability accommodations in the Action Plan, if applicable. 

 

 

Note:  Currently, the existing Learning Disabilities Screening tools are 
validated only in English and can only be used for customers whose primary 
language is English.  As validated Screening tools in other languages 
become available, they will be made available to the County.  See ESPHB 
Chapter 12 – Assessment for additional information. 
 
 If the customer is in an in-house treatment facility, complete an Action 

Plan as soon as possible. 
 The ESS is responsible for interpretation of the assessment results, 

helping the customer with an employment goal, and suggestion of 
Welfare-to-Work activities needed for self-sufficiency. 

 If the ESS and the customer are unable to agree on assessment results, 
a third party Assessment is conducted (see Chapter 12 – Assessment for 
additional information). 

 The customer has 30 calendar days from the beginning of their first 
training or education assignment under his/her initial Welfare-to-Work 
Plan- Activity Assignment (WTW 2) to request a change or reassignment 
to another activity.  
 This 30-day grace period is available only once during the customer’s 

time receiving CalWORKs cash aid.  
 If the county agrees to the change, the customer will have to sign a 

new Welfare-to-Work Plan- Activity Assignment (WTW 2). 
 The customer has three (3) working days to think about the terms of the 

Welfare-to-Work Plan- Activity Assignment (WTW 2) after s/he signs it.  
 If the customer wants to change the terms of the Welfare-to-Work 

Plan, s/he must tell the ESS within three (3) working days.  
 If the customer does not tell the ESS within three working days, the 

Welfare-to-Work Plan- Activity Assignment (WTW 2) is final. 
 The customer agrees to and signs the Action Plan. 
 
Note:  State regulations require an Action Plan be completed within 90 days 
from the beginning date of aid. 

 Continued on next page 
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Parts of the Action Plan, Continued 

  
Assessment An assessment is required before an Action Plan is signed. An assessment 

includes: the Adult Basic Learning Examination (ABLE), scores and Career 
Ability Placement Survey (CAPS), Career Occupational Preference System 
(COPS) and Career Orientation and Evaluation Survey (COPES).  An 
assessment is completed by the third day of Job Search. 
 
If a customer’s employment hours drop below the 20/30/35 hour a week, 
87/130/152 hours per month requirement, the customer must complete an 
assessment immediately, and sign an Action Plan as soon as possible but no 
later than two weeks after completing the assessment. State regulations 
require an Action Plan to be signed within 90 days from the beginning date of 
aid. If the customer loses his/her job and then receives another job, the 
customer must complete an assessment. 
 
Individual assessments can be conducted for part-time employed customers. 
 
The ESS can develop an Action Plan with a Foster’s Assessment. 

 
Individual 
assessment 

An individual assessment is an assessment completed by the ESS on a one-
on-one (individual) basis instead of in a classroom/group setting. The ESS 
completes an individual assessment when s/he determines the customer 
needs to be referred to Mental Health, Substance Abuse, or Domestic Abuse 
services to expedite these services to the customer.  An individual 
assessment is completed to avoid delaying referrals to these activities. 
 
An individual assessment can also be given to part-time employees, or at 
any other time the ESS deems necessary and/or appropriate. 
 
Note:  If the customer needs immediate intervention, the ESS can refer the 
customer to Mental Health, Substance Abuse, or Domestic Abuse services 
without an assessment and schedule an assessment (either individual or 
group) no later than 30 days from the date of referral. 

 
Exclusion from 
assessment 

An assessment is not required when the customer is: 
 
 Enrolled in a Self-Initiated Program (SIPs), unless the Assessment is 

necessary to assign a SIP customer to concurrent activities to meet the 
minimum participation requirements 20/30/35 hours per week/ 
87/130/152 hours per month. 

 Teens and Teen Parents without a GED/HSD.  
 Customers employed 20/30/35 hours per week/ 87/130/152 hours per 

month, unless the customer will be participating in concurrent activities 
(for additional information, see Chapter 12 – Assessment).   

 Continued on next page 
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Parts of the Action Plan, Continued 

 
Parts of the 
Action Plan  

The Action Plan is comprised of the: 
 
1. WTW 1, showing the customer’s rights and responsibilities, 
2. Action Plan (PLAN 107 CIV), showing all the Welfare-to-Work activities 

that will move the customer into employment and self-sufficiency, 
3. WTW 2, showing the current Welfare-to-Work activity(ies), and 
4. WTW Guidebook (ESP/CW 168). 

 
    

WTW 1 + 
Action Plan 
PLAN 107 

CIV + WTW 2 +
 

WTW 
Guidebook 

 
= 

 
Action Plan 

 

 
WTW 1 The customer signs the WTW 1.  This document lists the rights and 

responsibilities of CalWORKs customers. 

  
WTW 2 The WTW 2 is the Welfare-to-Work Plan-Activity Assignment. It contains 

current Welfare-to-Work activity(ies). 
 
 A new WTW 2 is signed every time the customer completes one activity 

and/or begins another, 
 Changes to current activities (for example, schedule, hours, or location 

changes) require a new WTW 2. 

  
Action Plan -
PLAN 107 CIV 

The Action Plan (PLAN 107 CIV) contains a step-by-step process to move 
the customer into unsubsidized employment and self-sufficiency.  
 
Note:  A WTW Guidebook (ESP/CW 168) will be given to customers at 
Orientation and every time the customer signs a PLAN 107 CIV – Action 
Plan. 

  
Action Plan 
start date 

The Action Plan start date begins when the customer signs the Action Plan. 
The ESS uses the Action Plan signed date in the C-IV system. 

 
Action Plan  
end date 

The Action Plan end date is the estimated date of completion of long and 
short-term goals, and should be entered on the goals page in the C-IV 
system.     
 
The ESS will set tasks for goal deadlines. The end dates are based on the 
customer’s time left on cash aid. 

 
Note:  If the goal is not met by the deadline that is originally set, the ESS will 
complete and print a new Action Plan (PLAN 107 CIV). 

Continued on next page 
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Parts of the Action Plan, Continued 

 
When an Action 
Plan must be 
signed 

Customers must sign an Action Plan as soon as possible but no later than 
two weeks after an assessment is completed.  State regulations require an 
Action Plan to be signed within 90 days from the beginning date of aid, see 
examples on page 13-14. 
 
An Action Plan is also required for, but it is not limited to: 
 
 Teens and Teen Parents without a HSD/GED, with or without concurrent 

activities, 
 Self-Initiated Programs (SIPs) with or without concurrent activities, and 
 Unapproved SIPs. 

  
Employment 
goal 

When the customer signs an Action Plan (PLAN 107 CIV), s/he is asked to 
state an employment goal that will lead to self-sufficiency.  The employment 
goal is a broad guideline for Welfare-to-Work activities. 
 
The ESS will ensure the customer has set obtainable/reasonable and 
realistic goals. 

 
Long term 
goals 

Long-term goals are defined by the customer’s time remaining on cash aid.  
The ESS will check in C-IV under the Time Limit Detail page. 

  
Short term 
goals 

Short-term goals will vary by customer but can be up to six months. The ESS 
will list whatever job the customer is going to strive for within the next six 
months. 

  
Goals Customer goals must be focused on employment and self-sufficiency and will 

vary from customer to customer. 

  
Action Steps Action steps listed should be the steps necessary to obtain the customers 

goals. Do not list more than five (5) action steps.   

  
Case review 
date 

The ESS will: 
 
 Review each case (and follow through) at least once a month; narrate 

action taken in Journal. 
 Review the customer’s activity end date and meet with the customer at 

least two weeks before the end date of his/her current activity to sign a 
new Welfare-to-Work Plan- Activity Assignment (WTW 2).    

 Take necessary action to ensure no lapse in participation occurs. 
 Have customer sign the WTW 2. 

Continued on next page 



 

ESPHB #0237 (08/11) ACTION PLAN/TIME LIMITS 13-7 

Parts of the Action Plan, Continued 

 
ESS 
responsibilities 

As the caseload is worked, the ESS verifies the customer has signed an 
Action Plan (PLAN 107 CIV) and the C-IV system sign date matches the sign 
date of the Action Plan. It is the ESS’s responsibility to complete an Action 
Plan in the C-IV system on every customer. 
 
While striving to meet Federal participation rates, the ESS will be held 
accountable for ensuring that all non-exempt customers within their caseload 
are meeting Federal (Priority 1) weekly work participation requirements. 
Customers must participate in a minimum of 20/30/35 hours per week, 
87/130/152 per month, of which a minimum of 20/30/35 hours per week 
87/130/152 per month must be in core activities, in alignment with the 
customer’s Action Plan (PLAN 107 CIV).  See Chapter 14 Welfare-to-Work 
Activities for more information. 

 
Note:  Once the first sign date of the Action Plan is saved in C-IV, the ESS 
will manually edit old goals and dates populated from the Goals List page on 
subsequent Action Plan(s) (PLAN 107 CIV) as needed. 
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In unsubsidized 
employment 

20/30/35 hours 
per week? 

Activity Flow 

  
Introduction This section contains information regarding an activity flow chart. 

  
ESP typical 
flow 

The flow chart below describes the typical pattern the customer follows when 
the Action Plan is signed. 

   
 
 
 

 
 
         
 
 
 
 
 
 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Assessment – 
assessment should be 
completed within the 
first three days of Job 

Search. 

No

Completion of Job 
Readiness 

Job Readiness or next 
appropriate activity 

Orientation 

STOP. 
DO NOT 

SIGN 
ACTION

PLAN 

Hours of employment 
drop below 20/30/35 

hours per week

Sign Action Plan. 
Action Plan needs to 
be signed within two 
weeks of completing 

an assessment. 

Complete an Assessment, 
develop and sign an Action 

Next appropriate activity 

Yes 

Appraisal 
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Completing an Action Plan 

   
Introduction This section contains information regarding how to complete an Action Plan. 

   
How to 
complete an 
Action Plan 

The ESS follows the steps below to complete an Action Plan. 

Step Action 
1 Reviews Assessment results provided by Assessor, or individual 

assessment results, including learning disabilities screening 
and/or evaluation. See Chapter 12 – Assessment for additional 
information. 

2 Schedules Action Plan (PLAN 107 CIV) appointment with the 
customer no later than two weeks after assessment is completed. 

3 Prepares for the appointment by reviewing the customer’s case 
file and researching recommended employment field and activities 
needed to reach the employment/self-sufficiency goal for the 
customer. 
 
The Action Plan should agree with assessment results.  It is the 
ESS’s responsibility to counsel and guide the customer to 
realistic goals and activities so the customer can become self-
sufficient. 

4 Conducts the appointment:  
 Discusses appropriate Welfare-to-Work (WTW) activities. 
 If a verified learning disability exists, discusses necessary 

learning disability accommodations.  See the Learning 
disabilities block in this chapter for additional information. 

 Comes to agreement with customer as to which WTW 
activity(ies) is needed to help the customer reach the goal of 
self-sufficiency. 

 Completes C-IV entries from Goals List page. See the C-IV 
User Guide for “Action Plans” and “Goals.” 

 Completes the Action Plan (PLAN 107 CIV). 
 Obtains the customer’s signature. 
 Updates the Action Plan List page in C-IV. 
 Gives the customer a WTW Guidebook (ESP/CW 168). 
 Schedules the initial WTW activity to begin as soon as 

possible to ensure seamless services. 
5 Journals all actions. 
6 Images the Action Plan. 

Continued on next page 
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Completing an Action Plan, Continued 

  
CCP 7 The CalWORKs Stage One Child Care Request Form and Payment Rules 

(CCP7) is used to notify customers: 
 
 They may be eligible to receive paid child care from the county if they are 

employed or attending a WTW activity. 
 The county cannot pay for child care for more than 30 days prior to the 

date of request. 
 What to do if seeking child care for an 11 or 12 year old. 

 
Note:  A CCP 7 is not required when there is an active/pending Child Care 
case. 

  
Learning 
disabilities 

All customers must be offered a screening and possibly an evaluation for 
learning disabilities.  If the customer is assessed to have a learning disability 
the ESS takes the following steps: 

 
Step Action 

1 Discusses the appropriate WTW activity and reasonable 
accommodations needed to help the customer be successful in 
his/her WTW activities. 

2 Completes new Action Plan to reflect appropriate WTW activities 
and necessary reasonable accommodations needed based on 
mutual agreement with the customer. 

 
Note:  Currently, the existing Learning Disabilities Screening tools are 
validated only in English and can only be used for customers whose primary 
language is English.  As validated Screening tools in other languages 
become available, they will be made available to the County.  See ESPHB 
Chapter 12 – Assessment for additional information. 

  
Unpaid WEX/ 
Community 
Service 

Unpaid Work Experience (WEX)/Community Service will be included at some 
point in every Action Plan and can be used to meet Work Participation 
Requirements (WPR) core participation requirements. 
 
 WEX/Community Service is used as a WTW activity if needed to move 

the customer to employment and self-sufficiency. 
 The ESS determines if WEX/Community Service is appropriate before or 

after other WTW activities such as education or vocational training. 
 
 

Note:  19-year-old custodial parents (without a HSD/GED) who are not 
subject to Cal-Learn, and ESP customers who are employed 20/30/35 or 
more hours per week, 87/130/152 hours per month, are not assigned to 
WEX. 

 Continued on next page 
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Completing an Action Plan, Continued 

 
Criminal 
background 
check 

Customers who self-disclose their criminal convictions, other than minor 
traffic violations, shall be informed that employment requiring a Community 
Care License (CCL) also requires a criminal background check.  Failure to 
pass the required background check will bar the customer from employment 
at facilities where a CCL is required. 
 

 Customers shall be informed that they probably will not pass the 
background check if they have a history of criminal convictions. 

 Customers convicted of most misdemeanors and minor felonies may still 
obtain employment if the care facility seeks an exemption for the 
customer from the Caregiver Background Check Bureau. 

 Customers convicted of more serious felonies may not be exempted.  
 The above also applies to customers in WEX and Community Service. 

  
Action Plan 
development 

If an ESS is aware an individual has a criminal history that will result in a 
denial of a background clearance and exemption, the ESS shall not proceed 
with an Action Plan for an activity in a field that requires a background check. 
 
The ESS will develop an employment goal(s) based on the customer’s 
assessment results and background. 

  
Employed 
customers 

If the ESS has a customer who is employed and needs to sign a WTW 2, the 
ESS will: 
 

 Set an appointment for the employed customer to come into the office to 
sign a WTW 2. On the ADM 102 CIV Appointment Letter under comments 
the ESS will add: 
 If you are working 20/30/35 hours a week; 87/130/152 hours per 

month and you cannot attend your scheduled appointment above, 
please call your Employment Services Specialist before your 
scheduled appointment date.  For your convenience I can meet with 
you: 
 Before you go to work, 
 When you get off work, 
 At your scheduled lunch time, or  
 At your place of employment. 

 Set a calendar control. 
 Create a detailed Journal entry on every action taken. 
 

If the customer… Then the ESS will… 
Contacts the ESS and 
states s/he cannot meet 
with the ESS, 

(As a last resort) mail the WTW 2 along with 
an appointment letter (ADM 102 CIV) to the 
customer to sign and return by the 
appointment date. 

Does not return the WTW 
2 within the allotted 
timeframe, 

 Make contact by phone requesting the 
form, Journal the outcome, and   

 Begin the noncompliance process if 
appropriate.  See Chapter 18: 
Noncompliance for additional information.  
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Changes to the Welfare-to-Work Plan – Activity Assignment 
(WTW 2) and Action Plan (PLAN 107 CIV)  

  
Introduction This section contains information regarding changes to the Welfare-to-Work 

Plan – Activity Assignment (WTW 2) and/or Action Plan (PLAN 107 CIV). 

  
Requests for 
changes to 
activities and 
Action Plan 

The customer has three (3) working days from the time the Welfare-to-Work 
Plan – Activity Assignment (WTW 2) is completed/signed to request changes 
to the Activity Assignment. 

The customer has 30 calendar days from the beginning of the initial/first 
training or education assignment under an Action Plan (PLAN 107 CIV) to 
request a change to the Action Plan.  A change of assignment due to 
customer request is available one time only per customer.  The County must 
grant the change if: 

 Another WTW activity is available, or/and 
 The other Welfare-to-Work activity is consistent with the customer’s 

Action Plan, or/and 
 The other WTW activity will readily lead to Unsubsidized Employment 

and self-sufficiency. 

Note:  The signed Action Plan (PLAN 107 CIV) and the WTW 2 cannot be 
changed or edited in C-IV once the form has been signed. If there are 
changes to the PLAN 107 and/or the WTW 2, the ESS must create a new 
form and image it.  

  
Specifications 
of the WTW 2 

When activities in the Action Plan (PLAN 107 CIV) change, the ESS takes 
the following actions. 

 
Step Action 

1 Create the appropriate WTW activity for the customer in C-IV. 
2 Complete and have the customer sign the WTW Plan - Activity 

Assignment (WTW 2) for the new activity. 
 The WTW 2 should include any necessary concurrent activities. 
 The customer must sign a new WTW 2 whenever the location, 

hours, or schedule changes, such as at the beginning of each 
new school term. 

3 Authorize necessary supportive services if they are not otherwise 
available.   

4 Explain attendance and progress verification requirements  
(e.g. ESP 735.2 or other acceptable verification).  

5 Enter local legal aid office phone number under Legal Help. 
6 Complete a Journal entry in C-IV. 
7 Image the WTW 2. 

 
Note: See the Forms and Procedures (F&P) for the WTW 2 located on-line 
under TAD, Employment Services forms for additional information. 
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Action Plan Examples 

  
Example 1 A customer was granted a 12-month exemption from WTW participation, due 

to a medical problem, at the time he started receiving aid.  The customer will 
not be required to sign an Action Plan until the exemption ends.  The 
Employment Services Specialist (ESS) has information from the customer’s 
doctor that the exemption is scheduled to end on June 15, 2008.  Unless the 
customer can provide verification the exemption should extend beyond June 
15, 2008, the ESS must develop, and have the customer sign an Action Plan 
no later than 90 days from June 16, 2008. 
 
Note:  The Action Plan must be completed as soon as possible to meet 
seamless service requirements and to meet Federal Work Participation 
Requirements (WPR). 

  
Example 2 A customer has been receiving aid since 2005.  The customer was 

participating in sufficient hours of unsubsidized employment to meet his/her 
work participation requirement, prior to assessment, so the customer does 
not need to sign an Action Plan.  During the ESSs monthly monitoring of the 
customer’s participation, on June 8, 2007, the ESS discovered the customer 
lost his/her job on May 27, 2007.  Since the customer was still required to 
participate in WTW on May 27, 2007, but was not participating, the ESS has 
up to 90 days from June 8, 2007 to develop an Action Plan for this customer. 
 
Note:  The Action Plan must be completed as soon as possible to meet 
seamless service requirements and to meet Federal WPR. 

 
County policy 
regarding 
action plans 

County policy is that an Action Plan will be completed and signed as soon as 
possible but no later than two weeks after the Assessment. State regulations 
require an Action Plan be completed/signed within 90 days from the 
beginning date of aid. 
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Sample # 1 - PLAN 107 CIV Action Plan 
  

Introduction This section contains a completed sample Action Plan.  See Employment 
Services Specialist (ESS) responsibilities block page 13-7 for additional 
information. 

  
 
San Bernardino County 
1234 West St. 
Rialto, CA 92222 

County of San Bernardino – Administrative Services 
Phone: (909) 333-3333 Fax: (909) 333-3333 
Worker Name: Jean Smith 
Worker ID: 36AS011111 
Worker Phone Number: (909) 111-1111 
Date: 06/08/2007 
Case Name: Grace Jones 
Case Number: 0111111 

 
Action Plan 
 
 
Grace Jones 
1234 Water St. 
Rialto, CA 92222  
Timetable  (A step by step process for setting goals and steps for success.) 

Employment Goal 
 
06/08/2007    ---    05/01/2011 
 
{Begin dates are populated from the ‘Goals 
List’ page}.    
 
{ESS manually enters end date with the 
estimated CalWORKs 48 month time limit}.   

Certified Nursing Assistant  
 
{Employment/self-sufficiency goal is populated here from the C-IV 
‘Goals List’ page.  See Employment goal block page 13-6 for 
additional information}. 
 
Comments: Obtain a full-time job after completing Certified 
Nurse Assistant program by 10/30/2007.   
 
{ESS enters comments for primary employment goal/self-sufficiency}. 

06/08/2007   ---   05/01/2011 
 
{ESS manually enters the end date with the 
estimated date not to exceed the CalWORKs 
48 month time limit from the ‘Time Limit 
Detail’ page in C-IV}. 

Long Term Goals  
Customer wants to obtain full-time employment as a CNA. 
 
{ESS enters goal exceeding one year.  See Long term goals block on 
page 13-6 for additional information}.  
 

 
{Action Steps are entered in C-IV on the 
‘Goals Detail’ page and populates in no 
particular order.  
 
 
{Note: Enter steps necessary to attain 
 goal}. 

Action Steps 
1. Pass Nurse Assistant Certification and Competency exam. 
2. Job search for and obtain a full-time CNA position. 
3. Find suitable child care and set up for children. 
4. Participate in Work Experience (WEX) or Community 
Service. 
{Every Action Plan should contain WEX/Community 
Service as an action step.} 
Comments: {ESS manually enters comments for Long Term 
Goals}. 

06/08/2007  ---  10/31/2007 
 
{ESS manually enters end date with the 
estimated completion date}. 

Short Term Goals 
Receive CNA certificate from American Red Cross. 
 
{ESS enters a goal less than one year.  See Short Term Goals block 
13-6 for additional information}. 

{Action Steps are entered in C-IV on the 
‘Goal Detail’ page and populates in no 
particular order.   
 
 
 
{Note: ESS enters steps necessary to attain 
goal}. 

Action Steps 
1. Go to class every day and be on-time. 
2. Register for CNA classes with American Red Cross 
3. Make satisfactory progress by fulfilling all conditions 
imposed by the American Red Cross to maintain current 
enrollment status. 
 
Comments: {ESS manually enters comments for Short Term 
Goals}. 

 I have reviewed my need for WTW supportive services (child care, transportation, and work and 
training related expenses) with… 
C-IV  PLAN 107 CIV                                   Page 1 of 2 

Populated 
by C-IV 

Populated by C-IV 

Populated by 
 C-IV 



 

ESPHB #0237 (08/11) ACTION PLAN/TIME LIMITS 13-15 

Sample # 2 - PLAN 107 CIV Action Plan 

  
Introduction This section contains a completed sample Action Plan.  See ESS 

responsibilities block page 13-7 for additional information. 
  

 
San Bernardino County 
1234 West St. 
Rialto, CA 92222 

County of San Bernardino – Administrative Services 
Phone: : (909) 333-3333 Fax (909) 333-3333 
Worker Name: Jean Smith 
Worker ID: 36AS011111 
Worker Phone Number: (909) 111-1111 
Date: 06/08/2007 
Case Name: Grace Jones 
Case Number: 0111111 

 
Action Plan 

 
 
Grace Jones 
1234 Water St. 
Rialto, CA 92222  
Timetable  (A step by step process for setting goals and steps for success.) 

Employment Goal 
 
09/12/2008 – 09/12/2013 
 
  

Management Retail 

Comments: Begin working as a Retail Associate upon 
completion of Job Readiness, and work toward the goal of 
Retail Manager by gaining experience and completing the 
education activities listed below. 

09/12/2008 – 09/12/2013 Long Term Goals  
Position as a manager with a large retail organization, 2-year 
degree in Management. 

 
 

Action Steps 
1. Attend and complete an AA degree. 
2. Apply to larger establishments after gaining work 

experience. 
3. Continue to participate in any company-sponsored 

training that would assist me with advancement in the 
company. 

Comments: Continue working in retail while attending college. 
09/12/2008 – 02/28/2009 
 
 

Short Term Goals 
Employment in retail, certificate in retail/customer service, 
GED. 

 Action Steps 
1. Enroll in and complete GED program through Barstow 

Adult School. 
2. Enroll in and complete retail/customer service program at 

Chaffey College. 
3. Participate in Job Readiness and have a job by 

10/31/2008. 
4. Participate in WEX/Community Service. 
5. Participate in any company sponsored training to advance 

into management. 
 
Comments: After receipt of GED, enroll Barstow College to begin 
working toward a degree in Management while working in a retail 
position. Utilize financial aid and any job placement services offered 
by TAD ESP and the college. 

 I have reviewed my need for Welfare to Work supportive services (child care, transportation, and work 
and training related expenses) with… 

Page 1 of 2 
C-IV  PLAN 107 CIV 
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Time Limits 

  
Introduction This section contains information regarding time limits and eligibility to the 

Transitional Assistance Department (TAD), Employment Services Program 
(ESP). 

  
Time Limits Eligibility for CalWORKs has time limits.  When the adult reaches his or her 

time limit, CalWORKs aid payments are discontinued for the customer.  
Children are not subject to time limits. 
 
Adults can receive CalWORKs for 48 cumulative months over their lifetime. 

   
Not eligible for 
TAD ESP 

Customers whose CalWORKs 48-month time limit has expired are not 
eligible to TAD ESP services, due to funding limitations.  These customers 
are known as Safety Net/Timed Out customers.  These customers count in 
the Work Participation Rate (WPR); however we do not serve this population 
at this time. 

   
C-IV coding Safety Net, Drug/Fleeing Felon customers must have an open Welfare-to-

Work (WTW) program in C-IV, for tracking purposes.  The ESS will: 
 
 Assign an active WTW program to the Safety Net, Drug/Fleeing Felons 

on the Employment Services Program Detail page with a: 
 Status of “Active”, and  
 Status Reason of “WPR”  
 End date all WTW Work Registration Code(s) on the Work 

Registration page, using the day before you open the Safety Net, 
Drug/Fleeing Felon case.  

 

Example: If the ESS opens a Safety Net, Drug/Fleeing Felon case 
today, 11/04/08, the ESS would end date all Work Registration 
Code(s) with an End Date of 11/03/08).  
 

 Do not enter a Work Registration Code. 
 Correct coding is mandatory to ensure proper reporting to the state. 
 Correct coding ensures the case will appear on the generic Worker ID 

Workload Inventory.    
 Send a completed TAD 19 REAC to the designated Office Assistant (OA) 

for reassignment to your district’s generic Worker ID number. 

 Continued on next page 
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Time Limits, Continued 

 
Reassignment 
of WEI 
customers with 
an ‘Active 
WPR’ case 

The ESS will use the chart below to enter the correct generic Worker ID 
number on the TAD 19 REAC memo, under Specialized Worker – WTW, for 
the designated OA to reassign the case. 
 
All Work-Eligible Individuals (WEI) with an ‘Active WPR’ status (Safety Net, 
Drug/Fleeing Felons and other CalWORKs unaided WEIs) will need to be 
reassigned to one of the district office generic Worker ID numbers below.  

 
TAD ESP District Worker ID # 

Adelanto 36ES48SN00  
Barstow 36ES06SN06 
Colton 36ES19SN0O 
Del Rosa 36ES07SN07  
Fontana 36ES09SN09  
Hesperia 36ES08SN08  
Needles 36ES10SN0A  
Ontario 36ES15SN0B  
Rancho Cucamonga 36ES25SN0C  
Redlands 36ES04SN04  
Rialto 36ES39SN0N 
San Bernardino 36ES01SF03  
Twentynine Palms 36ES79SN02  
Victorville 36ES18SN05  
Yucca Valley 36ES03SN03 
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 WELFARE-TO-WORK ACTIVITIES 

Chapter 14 

Participation Requirements, Welfare-to-Work Activities 

Overview 

  
Introduction This chapter contains information regarding participation in the Welfare-to-

Work (WTW) Program: 
 
 The WTW Program is the employment program within the State 

CalWORKs program and is facilitated in San Bernardino County by the 
Transitional Assistance Department (TAD), Employment Services 
Program (ESP).  

 CalWORKs WTW Activities are comprised of Federal and State work 
activities. 

 Core and non-core are types of activities the customer completes while 
s/he is on cash aid.  

 Core activities contribute towards the Federal and State Work 
Participation Requirements. 

 Non-core activities contribute towards the State Work Participation Rate 
(WPR).  

 Customers not meeting State Work Participation requirements must 
participate in concurrent activities and may be sanctioned for 
noncompliance. 

    
Reference The following reference is applicable to the information under this topic: 

 
 EAS 42-711 
 EAS 42-714 
 EAS 42-716 
 ACL 07-03 
 ACL 07-07 
 ACL 08-08 
 ACL 07-05E 

Continued on next page 
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 WELFARE-TO-WORK ACTIVITIES 

Overview, Continued 

  
In this chapter This chapter introduces WTW activities and participation hours.  
 

Topic See Page
Terms 14-3 
Priority Approach to Increasing the Work Participation Rate  14-7 
Engagement for Single Custodial Parents 14-10 
Marketing the Priority Approach 14-11 
Required Customer Participation 14-12 
The Welfare-to-Work Activity Flow 14-15 
Definitions of Welfare-to-Work Activities 14-16 
Core, Non-Core Activities 14-23 
Attendance  14-25 
Holidays and Excused Absences for Unpaid Activities 14-31 
Semester Breaks or Planned Work Shut Downs 14-33 

 
Forms 
summary 

The table below summarizes various forms referenced in this Chapter. 

 
Form # Title Location 

ESP 735.2 Attendance Form  TAD forms catalog, 
and 

  Forms Distribution 
Unit (FDU) 

ESP 772.4A Individual Education Plan TAD forms catalog 
HS 711.56 Program Service Referral  TAD forms catalog, 

and 
  Forms Distribution 

Unit (FDU) 
NAR 1 No Address Recipient 

Responsibilities 
FDU 

Plan 107 CIV Action Plan C-IV 
Plan 109 CIV Referral to Activity C-IV 
WTW 2 Welfare-to-Work Activity 

Assignment 
C-IV 
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 WELFARE-TO-WORK ACTIVITIES 

Terms 

  
Introduction This section contains information on and terms of Welfare-to-Work (WTW) 

activities. 

 
Core (Federal) 
activities 

Core (Federal) activities are activities that count toward the Federal and State 
Work Participation Rate (WPR).  

  
Non-core 
activities that 
count as core 
(Federal) 
activities 

There are three non-core activities that can count as core activities when the 
core requirement has been met (20/30 hours per week, 87/130 per month). 
 
 Job Skills Training Directly Related to Employment – Can include 

customers enrolled in Adult Basic Education (ABE), or English as a 
Second Language (ESL).  

 Education Directly Related to Employment – For customers who have 
not received a High School Diploma (HSD) or equivalent (customers 
enrolled in ABE, ESL, General Educational Development (GED),or any 
other education activity related to employment) 

 Satisfactory attendance at secondary school or in a course of study 
leading to a GED. (Cal-Learn customers only.) 

  
Non-Core 
hours that can 
count toward 
federal/state 
core hours 

Non-Core hours in the following activities can count toward Federal and 
State core hours: 
 
 Mental health services 
 Substance abuse services 
 Domestic abuse services 

Continued on next page 



 

ESPHB #0256  (03/12) PARTICIPATION REQUIREMENTS, 14-4
 WELFARE-TO-WORK ACTIVITIES 

Terms, Continued 

 
Non-Core 
hours that 
cannot count 
toward core 
hours 

Non-core hours that cannot count toward core hours are hours that cannot 
count toward core hours per State and Federal regulations. The following 
activities do not count as core activities for State or Federal WPR: 
 
 Other activities necessary to assist an individual in obtaining employment 
 Participation required by the school to ensure the child’s attendance 

  
Federal Work 
Participation 
Requirements 

Federal Work Participation Requirements are the core hours required by the 
Federal government (20/30/35). Unless exempt from participation the 
required Federal core hours are: 
 
 87 hours per month/20 hours a week for a Single Custodial Parent with a 

Child Under Six 
 130 hours per month/30 hours a week for: 

 A Single Custodial Parent with a Child Over Six, and 
 A Two-Parent household with one parent excluded from 

participation. 
 152 hours per month/35 hours a week for a Two-Parent household, even 

if one parent is in exempt status. 

  
Federal work 
activities 

Federal work activities are comprised of core activities (see definition of core 
activities). These activities meet Federal Work Participation Requirements.   

  
On-the-Job 
Training (OJT) 

On-the-Job Training (OJT) is training with an employer that is provided to a 
paid job seeker while engaged in production work. OJT provides customers 
with the basic skills and knowledge to perform the job while the employer 
receives reimbursement of a percentage of the customer’s wages during the 
typical training period of six (6) months or less.  

 
State Work 
Participation 
Requirements 

State Work Participation Requirements differ from Federal Work Participation 
Requirements.  The State requires customers to participate 32/35 hours per 
week, 139/152 hours per month. 

 
State work 
activities 

State work activities are comprised of core and non-core activities. These 
activities meet State Work Participation Requirements.  All Federal activities 
can be counted as State activities, while not all State activities can be counted 
as Federal activities.  

Continued on next page 
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Terms, Continued 
 

Work 
Participation 
Rate (WPR) 

The Work Participation Rate (WPR) is used to measure the percentage of 
All-family and Two-parent family cases that have verifiable documentation in 
their case record which supports meeting WTW program requirements for 
the minimum required hours per week/month. 
 

 Fifty percent (50%) of all-parent families must participate 32 hours per 
      2eek/139 hours per month, and 
 Ninety percent (90%) of two-parent families must participate 35 hours per 
      week/152 hours per month (both parents can contribute toward meeting  
      the 35/152 hour requirement). 

  
Work Eligible 
Individual (WEI) 

A Work Eligible Individual (WEI) is defined as an adult (or minor head-of-
household) receiving CalWORKs assistance, or a non-recipient parent 
(sanction, safety-net, drug/fleeing felon) living with a child receiving 
assistance.   
 
All WEIs are included in the WPR calculation. 
 
The following customers are excluded by regulations and do not count in 
WPR: 
 
 Illegal immigrants. 
 Minor parent who is not the head-of-household. 
 Parent providing care for a disabled family member living in the home 

when the need for such care is medically documented. 
 Recipients of Cash Assistance Program for Immigrants (CAPI), 

Supplemental Security Income (SSI) or SS Disability Insurance (SSDI).  
 Unaided caretaker relatives. 

 
Note: CalWORKs aid codes do not determine WTW weekly participation 
requirements. The ESS must look at who is considered to be a WEI. The 
CalWORKs aid code may state CAT 30 (all families) for eligibility purposes; 
however, this does not mean this case is classified as a single custodial 
parent for WPR purposes.  

 
WEI status 
indicator 

The ESS can click on the arrow adjacent to the customer name hyperlink 
located in the CalWORKs section of the Case Summary page in C-IV to 
verify the customer’s WEI status. 
 
The section will expand and indicate whether the customer is a WEI.  C-IV 
determines a customer’s WEI status. 

 
Single 
custodial 
parent  

A single custodial parent is a parent of an eligible child, who lives in a home 
that does not contain more than one parent. 
 
Note: If one parent is WEI, and the other parent is WEI excluded as listed 
above, this case is not considered a single custodial parent because there 
are two-parents in the home.  It is considered an All Families case. 

Continued on next page 
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Terms, Continued 
 

Two-parent 
family  

A two-parent family is a family with two WEIs, natural or adoptive parents of 
the same minor child who are living in the home. 

  
Overall rate (all 
families) WPR  

The Overall Rate (all families) WPR category is a family that includes, a 
single custodial parent, and a two-parent family with one parent who is WEI 
excluded.  By Federal definition, this WPR category is not considered a two-
parent family or a single custodial parent. 
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Priority Approach to Increasing the Work Participation Rate  
  

Introduction This section contains information regarding the priority approach to increasing 
the Work Participation Rate (WPR). 

  
Overview It is critical that the Transitional Assistance Department (TAD) maximize existing 

resources and prioritize the Welfare-to-Work (WTW) workload to ensure optimal 
use of existing funds.   
 
The Employment Services Program (ESP) has a new approach to increasing 
WPR.  The new priority approach will actively engage as many Work-Eligible 
Individuals (WEIs) as possible in WTW activities, in an effort to reach TAD’s 
ultimate goal of achieving customer self-sufficiency, and meeting both Federal 
and State requirements. 
 
 Priority 1 – Engaging customers’ participation at the minimum number of 

hours required to meet the Federal WPR. 
 Priority 2 – Increasing customers’ participation to the minimum number of 

hours required to meet the State WPR. 
 Priority 3 – Increasing customers’ participation to reach self-sufficiency. 
 
The Eligibility Worker (EW) and Employment Services Specialist (ESS) will lead 
customers to self-sufficiency by encouraging all:  
 
 Two-parent families to participate 35 hours per week,152 hours per month, 

to meet both the Federal and State WPR. 
 Single parent families to participate 20/30 hours per week, 87/130 hours 

monthly to meet Federal WPR, and then to increase participation to 32 hours 
per week, 139 hours per month to meet State WPR. 

  
Rounding 
principle 

The rounding principle for calculating monthly hours of participation is to round 
to the nearest whole number. 
 
Example:  151.5 hours per month = 152 hours, 151.1 hours per month = 151 
hours. 

 
Priority 
approach to 
increasing 
WPR 

The chart below outlines the ESP priority approach to increasing Federal and 
State WPR, and assisting customers to attain self-sufficiency.   
 
 Priority 1 – Unengaged and partially engaged two-parent and single parent 

customers will be engaged in activities that meet Federal WPR to prevent 
State and County financial sanctions. 

 Priority 2 – Single parent customers meeting Federal requirements will be 
engaged in increased hours of activities to meet State WPR, to comply with 
State regulations. 

 Priority 3 – All customers will be moved towards greater self-sufficiency to 
help them end their dependency on time-limited cash assistance. 

Continued on next page 
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Priority Approach to Increasing the Work Participation Rate, 
Continued 

  
Priority approach to increasing WPR chart, Continued 
 
If the WEI is 

a… 
Priority 1 -   

Federal requirements for 
participation are… 

Priority 2 -  
State requirements for 

participation are… 

Priority 3 -  
Self-sufficiency 

goals are… 
Two-parent 
household 
 
Two Work-
Eligible 
Individuals 
(WEIs) in 
the home 
 
(Two-
Parent 
Rate) 

152 hours per month/35 hours 
per week in core activities. 
 
Two-parent households may split 
the hours with: 
 1st parent 30 hours in core 

activities (listed on the WTW 2 
under Core Hours),  

 2nd parent 5 hours in either core 
activities or one of the following 
non-core activities which also 
count toward Federal core 
activities: 
 Job Skills training directly 

related to employment 
 Education directly related 

to employment 
 Satisfactory progress in a 

secondary school 
(Cal-Learn customers only) 

 
Example 1:  
 1st parent is working 30 hours 

per week, 
 2nd parent is in Job Skills 

Training Directly Related to 
Employment for 5 hours per 
week.  

 
Example 2: 
1st parent is in a core activity for 35 
hours per week, therefore satisfying 
the 35 hour weekly requirement for 
both parents. 
 
These examples meet both 
Federal and State WPR. 

152 hours per month/35 hours 
per week.  
 
Two-parent households may split 
the hours with: 
 20 hours in core. 
 15 hours in either core or non-

core. 
 
The following activities would also 
count as core if combined with 20 
hours of core (as listed on the 
WTW 2): 
 Job Skills training directly 

related to employment 
 Education directly related to 

employment 
 Satisfactory progress in a 

secondary school (Cal-Learn 
customers only) 

 
Example 1:  
One parent is working 20 hours 
per week; the other parent is in 
mental health services for 15 
hours per week. This meets State 
WPR, but not Federal WPR. 
 
Example 2:  
One parent is in community 
service for 30 hours per week, the 
other parent is in Job Skills 
Training Directly Related to 
Employment for 5 hours per week. 
This meets both Federal and 
State WPR. 
 
State requirements are met if 
the customer is meeting Federal 
WPR. 

Full-time employed 
in an occupation 
that will provide 
enough income for 
the family to end 
their dependency 
on cash 
assistance. 

Two-parent WEIs must participate 35 hours per week/152 hours per month to meet Federal and State WPR.  
 
 If the family is meeting Federal and State WPR, the ESS will encourage the customer to increase 

participation, or full-time employment, and offer career development opportunities to achieve self-
sufficiency. 

 If they do not meet the 35 hours per week/152 hours per month requirement, and they fail or refuse to 
cooperate with engagement efforts, the ESS will initiate non-compliance.  Follow non-compliance 
procedures in ESPHB Chapter 18. 

Continued on next page 
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Priority Approach to Increasing the Work Participation Rate, 
Continued 

  
Priority approach to increasing WPR chart, Continued 
 

If the WEI is 
a… 

Priority 1 -  
Federal requirements for 

participation are… 

Priority 2 -  
State requirements for 

participation are… 

Priority 3 -  
Self-sufficiency 

goals are… 
Parent and 
the other  
parent is WEI 
excluded 
 
Overall Rate 
(all families) 

130 hours per month/30 hours 
per week in core activities.  
 
After the first 20 hours in core 
activities (listed on the WTW 2 
under Core Hours), the following 
activities also count toward 
Federal core activities: 
 Job Skills training directly 

related to employment 
 Education directly related to 

employment 
 Satisfactory progress in a 

secondary school (used for 
Cal-Learn only) 

139 hours per month/32 
hours per week, 20 in core 
activities and 12 in non-core 
activities.  
 
This meets State WPR. 
 
This does not meet Federal 
WPR. 

Full-time 
employed in an 
occupation that 
will provide 
enough income for 
the family to end 
their dependency 
on cash 
assistance. Single 

custodial 
parent with 
all children 
six and older 
 
Overall Rate 
(all families) 
Single 
custodial 
parent with a 
child under 
six 
 
Overall Rate 
(all families) 

87 hours per month/20 hours 
per week in core activities (as 
listed on the WTW 2 under Core 
Hours), 

139 hours per month/32 
hours per week, 20 in core 
activities and 12 in non-core 
activities (as listed on the 
WTW 2). 
 
This meets Federal and 
State WPR. 

 
Note:  Children under six years of age include non-aided children living in the 
home who are excluded from aid by regulation, which includes but is not 
limited to Maximum Family Grant (MFG), Supplemental Security Income 
(SSI) and illegal immigrant children. 

  
Non-
compliance  

Non-compliance will be initiated for customers who fail or refuse to cooperate 
with engagement efforts. The non-compliance process remains the same for 
all customers. See Employment Services Policy Handbook (ESPHB) Chapter 
18 for information. 
 
Sanctions can be cured at any time, and supportive services are issued 
during the curing process.  See ESPHB Chapter 18 for information.  
 
Reminder:  It is the responsibility of all Eligibility Worker (EW) and ESS staff 
to encourage customer participation by marketing the benefits of the WTW 
program, and employment as the ultimate goal to achieving family self-
sufficiency.  
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Engagement for Single Custodial Parents 
  

Single 
custodial 
parent 
requirements 

Single custodial parents must participate 32 hours per week, 139 hours per 
month to meet State requirements. 

If the single custodial parent 
with … 

Then … 

A child under six years of age 
meets the Federal 20 core hours 
of participation per week/87 hours 
per month, 

 S/he continues to be eligible to full 
case management and supportive 
services.  

 The Employment Services Specialist 
(ESS) will work with the customer to 
increase hours of participation to 
meet State Work Participation Rate 
(WPR), and not initiate the non-
compliance process.   

All children over six years of age 
meets the Federal 30 core hours 
of participation per week/130 
hours per month, 

 
Job Readiness 
(Job Club) 

If a single custodial parent is enrolled in Job Readiness (Job Club), s/he is 
subject to the same participation requirements as other Job Readiness 
customers. These customers are in Job Readiness (Job Club) enough hours 
to meet Federal and State WPR required hours. 

  
When the 
youngest child 
turns six 

The ESS will set a Task to review the case two months before the youngest 
child on a single custodial parent’s case turns six. 
 
When the youngest child in a Welfare-to-Work (WTW) single custodial parent 
case turns six, the ESS will require the customer to increase participation 
from 20 to 30 core hours per week, 87/130 hours per month, to meet Federal 
requirements.   
 
The ESS will send the customer a Plan 100 appointment letter to come in 
and sign an activity agreement to increase hours of participation.   

  
Journal entries The ESS is required to create a Journal entry indicating the customer is: 

 
 Meeting Federal WPR as a single custodial parent. 
 Not meeting Federal WPR as a single custodial parent, and engagement 

attempts fail due to the customer’s refusal to cooperate by: 
 Initiating non-compliance, or 
 Requesting a sanction to be imposed. 
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Marketing the Priority Approach 

  
Marketing tools The Eligibility Worker (EW) and Employment Services Specialist (ESS) will 

routinely provide information on the Welfare-to-Work (WTW) program and 
services available that will help customers increase engagement to meet 
Work Participation Rate (WPR), and the benefits of employment to achieve 
family self-sufficiency.  Marketing tools include: 
 

 Engagement motivational flyers [ESP 812 (E/S) and ESP 813 (E/S)].  
 “How Can We Help?” card (TAD 20 E/S) with Employment Specialist 

contact information. 
 Think of the Possibilities brochure (ESP 411EE).  
 Work Pays informational flyer (TAD 730 E/S). 

 
ESP 812 (E/S) 
and ESP 813 
(E/S) –  
engagement 
flyers 

The ESP 812 (E/S) [child(ren) under six years], and ESP 813 (E/S) 
[child(ren) six years and older] are motivational flyers distributed at 
implementation of the Priority Approach, and then quarterly to encourage 
single custodial parents to become fully engaged and meet State WPR by: 
 
 Congratulating the customer on meeting the weekly 20/30 Federal core 

hours,  
 Encouraging the customer to increase hours of participation per week, 

and 
 Giving the customer a list of all the ways ESP can assist him/her to 

become self-sufficient. 
 
The ESS will create a Journal entry stating the ESP 812/ESP 813 was 
mailed or hand delivered to the customer. 

 
Note: The ESP 812 (E/S) and ESP 813 (E/S) are available on-line under 
TAD forms, Employment Services. 

  
Reports from 
Legislation and 
Research Unit  

The Legislation and Research Unit (LRU) will run reports monthly, by district 
office, based on the priority approach to meeting Federal and State WPR. 
 
 LRU reports will be posted on the C-IV Resource Center. 
 ESSs will contact customers listed on the reports to encourage 

re-engagement and/or increased engagement using available marketing 
tools. 
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Required Customer Participation  

  
Introduction This section contains information regarding required customer participation. 

  
Customers with 
penalties are 
required to 
participate 

Some customers have grants that are reduced/penalized for various reasons.  
Adults who are penalized for certain reasons are still required to participate in 
Welfare-to-Work (WTW) activities as a condition of aid. These penalties 
include: 
 
 Failure to immunize child(ren) 
 Failure to provide verification of child(ren)’s school attendance 
 Welfare fraud conviction after July 1, 1998 
 Failure to cooperate with the District Attorney (DA) 
 
Note: This is different from failure to assign support rights; those individuals 
are not required to participate in WTW activities. 

  
Safety Net, and 
other 
CalWORKs 
unaided WEIs 

Safety Net (CalWORKs timed out customers) and other CalWORKs unaided 
Work Eligible Individuals (WEIs), such as drug and fleeing felons, are not 
served by the Transitional Assistance Department (TAD), Employment 
Services Program (ESP) due to funding limitations. 

 Continued on next page 
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Required Customer Participation, Continued 

  
Exempt 
Volunteer 
customers 

Any person who is not required to participate in the WTW Program because 
s/he is exempt may volunteer to participate without losing his/her exemption.  
 
Exception:   An exempt parent who is excluded due to caring for a 
disabled family member living in the home cannot voluntarily 
participate because s/he is needed in the home to care for the disabled 
family member.   
 
During the time a customer is an exempt volunteer, s/he is not subject to 
participation requirements.  The Employment Services Specialist (ESS) 
ensures: 
 
 The customer’s WTW Program Status is Active while s/he is participating, 
 Necessary supportive services are paid during this time, 
 Journal notes are clearly explained and this person is a volunteer and is 

not required to participate for the full number of hours because of the 
exemption,  

 There is a signed Activity Agreement, WTW 2, on file, 
 The Work Registration status reason is listed as Exempt - Voluntary in 

the C-IV system,  
 Attendance is tracked in C-IV, and 
 The volunteer customer completes the entire Action Plan process. 
 
If a volunteer fails to participate in his/her assigned activity, s/he will be 
ineligible to supportive services.   
 
When the reason for the exemption ends, the customer is subject to the 
normal requirements for participation described in this chapter. 

 
Note: If an exempt volunteer is enrolled in a Vocational Education or Job 
Readiness activity, time in these activities count toward his/her activity time 
limit. See Chapters 9 – Job Readiness Activities and Chapter 16 – Education 
and Training for additional information on these activities and activity time 
limits. 

 
No address 
(homeless) 
customers 

No address (homeless) customers are required to participate in WTW. The 
NAR 1 – No Address Recipient Responsibilities form is used to inform “no 
address” customers of their responsibilities and what they must do to 
continue to receive benefits. 
 
Both Eligibility and Employment Services staff may use the form. Two copies 
of the NAR 1 are completed and signed. The customer must sign and date 
the form certifying s/he understands his/her responsibilities as a “no address” 
customer and agrees to cooperate. 
 
If the Eligibility Worker (EW) completes the NAR 1 form there is no need for 
the ESS to complete the form. The NAR 1 is only required once for each no 
address (homeless) incident. 

 Continued on next page 
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Required Customer Participation, Continued 

 
Participation in 
excess of 
required hours 

Customers who are not in a Work Experience (WEX)/Community Service 
activity may volunteer to participate in WTW activities in excess of their 
20/30/35 weekly, 87/130/152 monthly participation requirements. 
 
If the customer is participating in a WEX/Community Service Activity, the 
WEX/Community Service Hours Calculation (WTW 15) must be completed to 
determine the maximum number of hours for which s/he may participate in 
these activities.  
 
The WEX/Community Service Hours Calculation (WTW 15) is found in the 
TAD online forms catalog.   
 
A WEX/Community Service customer may not volunteer to participate in 
additional unpaid hours beyond the calculation. 

 
Note: For information on deeming (counting) hours of participation for a 
customer in a WEX/Community Service activity, see Employment Services 
Policy Handbook (ESPHB) Chapter 17 – WEX/Community Service. 

  
Substance 
Abuse, Mental 
Health 
Services 

San Bernardino County prefers customers in Substance Abuse and Mental 
Health Service activities satisfy Federal participation requirements; however, 
they may participate less than 20/30/35 core hours per week if the Substance 
Abuse or Mental Health Service Provider verifies the customer cannot 
participate in concurrent activities at this time, and the customer is actively 
participating in services. This activity may be a stand-alone activity for a 
maximum of three (3) months.  The ESS must obtain Employment Services 
Manager (ESM) approval after three (3) months of a stand-alone activity.  
See Chapter 6 – Domestic Abuse/Substance Abuse/Mental Health Services 
for additional information. 
 
In a cooperative effort between the Department of Behavioral Health (DBH) 
and the ESP, DBH will assist the ESS in moving the customer to full 
participation, which may include 20 hours in a core activity and 10/15 hours 
of counseling, after three months of treatment.  Exceptions may be made on 
a case-by-case basis with Employment Services Manager (ESM) approval.  
See ESPHB Chapter 6 for additional information. 

 
Domestic 
abuse 

San Bernardino County prefers customers in Domestic Abuse Services 
satisfy participation requirements.  However, they may participate fewer 
hours per week if the Domestic Abuse Provider verifies the customer cannot 
participate in concurrent activities at this time, and the customer is actively 
participating in Domestic Abuse services. 
 
A customer who is a victim of Domestic Abuse may have WTW requirements 
waived as long as Domestic Abuse prevents the customer from obtaining 
employment or participating in WTW activities. This is determined on a case-
by-case basis. See ESPHB Chapter 6 – Domestic Abuse/Substance 
Abuse/Mental Health Services for additional information. 
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The Welfare-to-Work Activity Flow 

  
Introduction  This section contains information on the Welfare-to-Work (WTW) Activity 

flow. 

  
WTW activity 
flow 

The chart below represents the typical activity flow customers follow while 
participating in the WTW Program: 

 
 

Start

Orientation

Appraisal

Job Readiness

Assessment

Action Plan

Activities in the 
Action Plan

Unsubsidized 
Employment

 

  
Exceptions Exceptions to the normal WTW/CalWORKs flow include: 

 
 Cal Learn customers, 
 Teens who do not have a high school diploma or its equivalent, 
 Customers who are enrolled in Self-Initiated Programs (SIPs), 
 Customers who are already employed the required number of hours per 

week at Orientation or Appraisal, 
 Court Ordered Community Service, and 
 Pre-enrolled Adult Basic Education/General Educational Development/ 

English as a Second Language (ABE/GED/ESL) customers. 
 
Customers who are not best served by Job Readiness activities immediately 
after Orientation and Appraisal may be referred directly to Assessment. 
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Definitions of Welfare-to-Work Activities 

   
Introduction A general definition of each Welfare-to-Work (WTW) activity is given in this 

section.   

  
Orientation Orientation is an information and motivational session in which the 

Employment Services Specialist (ESS) discusses the benefits of employment 
and provides current job opening information. The ESS explains the WTW/ 
CalWORKs requirements and services available during the Orientation. This 
is a required WTW activity. 
 
Code Orientation on the WTW 2 under “other activities necessary to assist 
an individual in obtaining employment.”  
 
This is a State and Federal activity.  
 
This activity will count toward Federal or State Work Participation Rate 
(WPR). 

 
Appraisal Appraisal is an evaluation of the customer’s employment history, skills, 

strengths, need for supportive services, and any other relevant information 
that will assist in identifying the appropriate WTW activities and services that 
will lead to the customer’s employment. This is a required WTW activity. 
 
Code Appraisal on the WTW 2 under “other activities necessary to assist an 
individual in obtaining employment.”  
 
This is a State and Federal activity.  
 
This activity will count toward Federal or State WPR. 

  
Assessment Assessment is an activity in which the customer and ESS work together to 

assess the customer’s skills, needs and interests and is required to develop 
an Action Plan.  An individual’s plan to gain employment will be documented 
within the C-IV System.  This is a required WTW activity, code on the 
WTW 2 under “other activities necessary to assist an individual in obtaining 
employment.”  
 
This is a State and Federal activity. 
 
This activity will count toward Federal or State WPR. 

Continued on next page 
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Definitions of Welfare-to-Work Activities, Continued 

 
Unsubsidized 
Employment  

Unsubsidized Employment is a job in which the employer pays the 
customer’s full wage.  
 
This is a Federal and State activity. 
 
This activity counts toward Federal and State WPR. 

 
Subsidized 
Employment  

Subsidized Employment is employment in which the WTW/CalWORKs 
customer’s employer is partially or wholly reimbursed for wages and/or 
training costs. Subsidized Employment is designed to encourage employers 
to hire individuals who might otherwise not qualify or be hired for the job. 
 
There are two types of Subsidized Employment: 
 
 Subsidized Private Sector Employment: The employer is in the private 

sector. 
 Subsidized Public Sector Employment: The employer is in the public 

sector (state, county, city etc.). 
 
This is a Federal and State activity. 
 
This activity counts toward Federal and State WPR.  

  
Unpaid Work 
Experience 
(WEX) 

Work Experience (WEX) is an unpaid WTW training activity, which takes 
place in the public or private non-profit sector under the close supervision of 
the activity provider. It is intended to: 
 
 Provide customers with basic job skills, and/or 
 Enhance existing job skills in a position related to the customer’s 

experience, and/or  
 Provide job experience that will lead to unsubsidized employment. 
 
When assigning customers to a WEX activity, use the WEX/Community 
Service Hours Calculation (WTW 15) to determine the maximum number of 
hours for which the customers may participate in these activities.  
 
The WEX/Community Service Hours Calculation (WTW 15) can be found in 
the TAD forms catalog, Employment Services.     
 
WEX/Community Service Hours can be deemed (counted) up to 20/30 hours 
per week, 87/130 hours per month. For information on deeming (counting) 
WEX/Community Service hours, see ESPHB Chapter 17 – WEX/Community 
Service. 
 
This is a Federal and State activity. 
 
This activity counts toward Federal and State WPR. 

 Continued on next page 
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Definitions of Welfare-to-Work Activities, Continued 

  
Job Readiness  Job Readiness activities provide the customer with training to learn job 

seeking and interviewing skills, to understand employer expectations, and to 
learn skills designed to enhance the capacity to move toward self-sufficiency. 
 
Job Readiness as a stand-alone activity is limited to four consecutive weeks 
and 12 weeks total for the preceding 12 month time period.  
 
This is a core Federal and State activity up to four consecutive weeks, 
six cumulative weeks for the preceding 12 month time period and may 
count toward Federal and State WPR during those six weeks.  
 
After the 12-week limit this activity will not count toward Federal or 
State WPR. See ESPHB Chapter 9 – Job Readiness for additional 
information. 

  
Community 
Service 

Community Service is a WTW training activity that is performed in the public 
or private nonprofit sector under the close supervision of the activity provider, 
and provides customers with basic job skills that can lead to employment 
while meeting a community need. 
 
When assigning customers to community service, use the WEX/Community 
Service Hours Calculation page to determine the maximum number of 
hours for which the customers may participate in these activities.  
 
WEX/Community Service Hours can be deemed (counted) up to 20/30 hours 
per week, 87/130 hours per month. For information on deeming (counting) 
WEX/Community Service hours, see ESPHB Chapter 17 – WEX/Community 
Service. 
 
The WEX/Community Service Hours Calculation (WTW 15) can be found in 
the TAD online forms catalog, Employment Services.   
 
This is a Federal and State activity. 
 
This activity counts toward Federal and State WPR. 

  
On-the-Job 
Training 

On-the-Job Training (OJT) is employment in which the customer is engaged 
in productive work that provides knowledge or skills essential to the full and 
adequate performance of the job. Wages are partially paid by agencies and 
programs such as the Workforce Development Department (WDD) and 
Employment Services Program (ESP) during a specified training period. 
 
This is a Federal and State activity. 
 
This activity counts toward Federal and State WPR. 

Continued on next page 
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Vocational 
Education and 
Training  

Vocational Education and Training includes, but is not limited to, education at 
a college, adult school, vocational school or Regional Occupational Program 
(ROP) leading to employment.  Self-Initiated Programs (SIPs), and English 
as a Second Language (ESL) are included in this activity.  This is a Federal 
activity up to 12 cumulative (lifetime) months.  
 
More schools and colleges are offering courses in addition to traditional 
classroom-based instruction.  On-line courses and distance learning 
programs are approvable as a Vocational Education and Training as long as 
they are through a school or college that will verify time and 
attendance, and all approval conditions are met.  
 
Study/homework time can be counted towards hours of Vocational Education 
and Training if the Educational Provider’s expectations are on file.  
 
This is a Federal activity up to 12 cumulative (lifetime) months and 
counts toward Federal WPR. 
 
This is a State activity for 12 cumulative months and counts toward 
State WPR. 

  
Providing child 
care for a 
customer in 
Community 
Service 

WTW does not use the “Providing Child Care for a Customer in Community 
Service” activity category. If a customer is providing Child Care for a 
Customer in Community Service, this is categorized as a Self-Employment 
activity. 
 
This activity counts toward Federal and State WPR. 

Continued on next page 
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Definitions of Welfare-to-Work Activities, Continued 

  
Job skills 
training directly 
related to 
employment 

Job Skills Training Directly Related to Employment is training a customer 
needs to obtain and or maintain a job. This activity can include Adult Basic 
Education (ABE) and ESL instruction. This activity can also be used for 
general training that prepares an individual for employment.  
 
Example: An adult in a one-parent Assistance Unit (AU) with all children 
over six (6) years of age does not meet WTW exemption criteria and must 
participate. The customer is working part-time, 20 hours per week, 87 hours 
per month, as a Sales Representative and wishes to attend a marketing 
class 12 hours per week, 52 hours per month.  Combining 20 hours per 
week, 87 hours per month of unsubsidized employment (core) and 12 hours 
per week, 52 hours per month of Job Skills Training Directly Related to 
Employment (non-core that may count as core) meets both Federal and 
State WPR.  
 
Educational providers are offering courses in addition to traditional 
classroom-based instruction.  On-line courses and distance learning 
programs are approvable as a Vocational Education and Training as long as 
they are through a school or college that will verify time and 
attendance, and all approval conditions are met.  
 
Study/homework time can be counted towards hours for Vocational 
Education and Training if the Educational Provider’s expectations are on file. 
 
This activity counts toward Federal and State WPR when combined 
with 20/30 hours per week, 87/130 hours per month of another core 
activity. 

  
Education 
directly related 
to employment  

Education directly related to employment is high school diploma or General 
Educational Development (GED) instruction for customers who have not 
received a High School Diploma or its equivalent. This activity may also 
include ABE, ESL, and GED instruction. See ESPHB Chapter 16 – Education 
and Training. 
 
Educational providers are offering courses in addition to traditional 
classroom-based instruction.  On-line courses and distance learning 
programs are approvable as a Vocational Education and Training as long as 
they are through a school or college that will verify time and 
attendance, and all approval conditions are met.  
 
Study/homework time can be counted towards hours for Vocational 
Education and Training if the Educational Provider’s expectations are on file. 
 
This activity counts toward Federal and State WPR when combined 
with 20/30 hours per week, 87/130 hours per month of core activities.

Continued on next page 
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Definitions of Welfare-to-Work Activities, Continued 

 
Work-Study  Work-Study is employment through the school or college where the customer 

is enrolled for vocational training or an educational activity. 
 
 Income from college Work-Study is exempt as income in the CalWORKs 

grant computation. 
 Work-Study hours may be combined with other WTW activities such as 

Vocational Education and Training. Work Study is a form of subsidized 
employment.  

 Work Study is coded as subsidized employment on the Employment 
Detail page in C-IV. 

 
This activity counts toward Federal and State WPR. 

 
Self-
Employment 

Self-Employment means the customer is in business for him/herself and has 
earnings that are at least equivalent to the Federal minimum wage ($7.25) for 
the number of hours s/he participates in this activity. 
 
The ESS will use income after the 40% or actual deduction; see ESPHB 
Chapter 15 – Employment for information, and the TAD 255 –  
Self-Employment Reference Guide. 
 
This activity counts toward Federal and State WPR. 

  
Mental Health 
Services 

Mental Health Services are provided through a Memorandum of 
Understanding (MOU) between the Transitional Assistance Department 
(TAD) and the San Bernardino County Department of Behavioral Health 
(DBH) or other providers.  Services may include: evaluation, identification of 
needs and level of treatment, mental health case management, treatment 
and rehabilitation services, identification of severe mental disabilities, and 
any other needed mental health services. This may be a stand-alone activity 
for three months. DBH will assist the ESS in moving the customer to full 
participation after three (3) months of treatment.  Exceptions may be made 
on a case-by-case basis with the approval of the Employment Services 
Manager (ESM).   
 
This activity counts toward State WPR when combined with 20 hours 
per week, 87 hours per month of core activities, or when hours spent in 
non-core activities exceed 12/15 hours per week, 52/65 hours per month 
(12 hours per week, 52 hours per month for a single parent, 15 hours 
per week, 65 hours per month for a two-parent household). 
 
This activity does not count toward Federal WPR.

Continued on next page 
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Definitions of Welfare-to-Work Activities, Continued 

  
Substance 
Abuse  
Services 

Substance Abuse Services are provided through area providers who have an 
MOU with TAD, or through other court-ordered licensed providers. Services 
may include: evaluation, substance abuse treatment, individual and group 
counseling, employment counseling and volunteer work. This may be a 
stand-alone activity for three months. The Department of Behavioral Health 
(DBH) will assist the ESS in moving the customer to full participation after 
three months of treatment.  Exceptions may be made on a case-by-case 
basis, with the approval of the ESM.   
 
This activity counts toward State WPR when combined with 20 hours 
per week, 87 hours per month of core activities or when hours spent in 
non-core activities exceed 12/15 hours per week, 52/65 hours per month 
(12 hours per week, 52 hours per month for a single parent, 15 hours 
per week, 65 hours per month for a two-parent household). 
 
This activity does not count toward Federal WPR. 

 
Domestic 
Abuse  
Services 

Domestic Abuse Services are available through area nonprofit providers who 
have an MOU with TAD. Services may include: evaluation, risk assessment, 
shelter, counseling, employment counseling, group activities, and volunteer 
work. 
 
This activity counts toward State WPR when combined with 20 hours 
per week, 87 hours per month of core activities or when hours spent in 
non-core activities exceed 12 hours per week, 52 hours per month. 
 
This activity does not count toward Federal WPR. 
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Core/Non-Core Activities 

 
Introduction This section contains information regarding core and non-core activities. 

 
Core/Non-core 
activities 

The table below identifies core, and non-core activities. 

 
CORE ACTIVITIES NON-CORE ACTIVITIES NON-CORE ACTIVITIES THAT 

COUNT AS CORE 
 Employment 

 Unsubsidized,  
 Subsidized,  
 On-the-Job-Training 

(OJT),  
 Work Study, and 
 Self-employment. 

 Work Experience (WEX) 
(WEX/Community Service 
calculation required) 
 Subsidized  
 Unpaid 

 Community Service 
(WEX/Community Service 
calculation required) 

 Vocational Education 
(up to 12 months lifetime) 

 Job Search and Job 
Readiness Assistance 
(four weeks consecutive, 
12 weeks total per Federal 
fiscal year) 
 Changes 10/1/2008 to 

preceding 12 months, 
rather than federal FY. 

 Mental Health Services 
 
 Substance Abuse 

Services 
 
 Domestic Abuse 

Services 
 
Note: Domestic Violence, 
Drug/Alcohol and/or Mental 
Health services must be 
offered to customers if 
needed. Customer’s must 
be enrolled and referred to 
these activities if needed. 
These customers may not 
meet Work Participation 
Rate (WPR) but regulations 
require these services be 
offered and given to 
customers as needed. This 
helps the customer and 
Welfare-to-Work (WTW) 
because these issues need 
to be resolved for customers 
to become self-sufficient. 

 

 Job Skills Directly Related 
to Employment  (can 
include Adult Basic 
Education (ABE) and 
English as a Second 
Language (ESL) instruction) 

 Education Directly Related 
to Employment (includes 
ABE, ESL, General 
Educational Development 
(GED) for customers who 
have not received a high 
school diploma (HSD) or 
equivalent) 

 Satisfactory progress in a 
secondary school (used for 
Cal-Learn customers only) 
ABE – is listed on the WTW 
2, but use Job Skills 
Training Directly Related 
to Employment or 
Education Directly Related 
to Employment activities. 

 
In order to meet Federal WPR, 
these activities must be 
combined with: 
 
 20 core hours (for all 

families), or 
 30 core hours (for a two-

parent family). 

Continued on next page 
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Core/Non-Core Activities, Continued 

 
Vocational 
education and 
training activity 
time limits  

The Employment Services Specialist (ESS) will follow the chart below when 
a customer is enrolled in a Vocational Education and Training activity. 

 
If the customer … Then the ESS will … 

Is meeting Federal WPR with 
another core activity (20/30/35 
hours per week, 87/130/152 
hours per month), 

Change the customers activity to either: 
 
 Job Skills Directly Related to 

Employment, or 
 Education Directly Related to 

Employment (customer without a 
HSD or equivalent), whichever 
applies. 

 
Note:  This will not tick the 12-month 
time clock for the customer’s Vocational 
Education and Training activity. 

Goes beyond the 12 month 
lifetime limit in his/her Vocational 
Education Activity, 

Change the customer’s activity to either: 
 
 Job Skills Directly Related to 

Employment, or 
 Education Directly Related to 

Employment (customer without a 
HSD or equivalent), whichever 
applies. 

 
Note:  The Vocational Education and Training 12 month time limit will be 
automatically tracked in C-IV. 
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Attendance 
 

Introduction This section contains information regarding entering attendance, attendance 
requirements, and verification. 

 

Entering 
attendance 

The Employment Services Specialist (ESS) will enter documented/verified 
attendance on the Activity Progress Detail page every month for all 
customers with an active, attending status. 
 

The ESS must enter a zero (0) for any day in which attendance could not be 
verified and/or the customer did not participate. This applies to all activities 
except Employment. Employment hours will be entered on the Employment 
Hours Detail page in C-IV (see ESPHB Chapter 15 – Employment). 

 

Attendance 
verification 

Provider or third party verification of attendance is required each month, 
therefore, automated mailing of the ESP 735.2 Attendance Report is sent out 
monthly.  
 

Two (2) copies of the ESP 735.2 form are mailed monthly to Self-Initiated 
Program (SIP), Vocational Education and Training, and Education Directly 
Related to Employment customers. This form is completed by the customer 
and signed by the service provider. The form is due to the ESS between the 
first (1st) and fifth (5th) calendar day of each month. 
 

The customer may provide other verification of attendance which must 
include at a minimum: 
 

 Customer’s name and identifying information (CalWORKs case number 
or customer phone number and date of birth) 

 Name and location of the school/institution 
 Course/class attended 
 Days and hours of attendance  
 Instructor’s signature and date signed 
 Customer’s signature and date signed 
 

The ESP 735.2, or other approved report, will be sent by the ESS to other 
non-contracted providers, as needed, to obtain attendance verification. 

  

Student 
attendance 
records from 
educational 
providers 

Student attendance records received from educational providers that list 
many CalWORKs customers will be stored in the Transitional Assistance 
Department (TAD) shared folder labeled ‘WPRVerifications’ folder 
‘\\hssserver235’ for review by Program Integrity Division (PID) Quality 
Review staff, when necessary.  
 

Third party verification of participation is required; however, these lists are 
not tied to an individual customer and; therefore, are not appropriate for 
imaging to a case. 
 The list will be added to the WPR Folder by the designated ESS in each 

District office. 
 If the list only contains a few names, the ESS will make copies, black out 

other student’s names, and image a copy into each customer case 
record. 

Continued on next page 
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Attendance, Continued 

  
WPR 
Verification 
Folder Location 

Provider or third party verifications received from educational institutions that 
list many CalWORKs customers will be stored in the online ‘WPR 
Verifications’ folder.  This folder is located on the Human Service (HS) 
Intranet server at ‘\\hssserver235.’ 
  
TAD Employment Services Program (ESP) staff and PID Quality Review staff 
are electronically mapped to the ‘hssserver235’ and have ‘read’ only access 
to the ‘WPRVerifications’ folder.  Designated staff has additional security 
rights allowing them to add attendance and progress reports in the folder. 
 
Note:  Records containing multiple customer participation and attendance 
verification will not be imaged into the customer case record and will be 
placed in the online ‘WPRVerifications’ folder. 

  
Study/ 
Homework time 
education 
program 
verification 

School/provider study/homework time expectations will be in order of 
school/provider name and placed in the subfolder named ‘Academic School 
Year (yyyy-yyyy) Study/Homework Time’ in the ‘WPRVerifications’ folder on 
the ‘\\hssserver235’ by PDD. 
 
The ESS will look in the ‘WPRVerifications’ folder, and follow the chart below.
 
 

If the ESS … Then the ESS will … 
Finds the needed 
verification from the 
school/provider, 

 Document this in a Journal entry, and 
 Add study/homework hours on the Activity 

Detail page in C-IV.  
Does not find the 
required 
documentation 
needed to count 
study/homework 
time, 

 Request the information for the academic school 
year signed and dated by the school/provider,  

 Send the information to the Program 
Development Division (PDD), mail code #0079, 
Attention WTW Program Specialist (PS) so they 
can image it into the ‘WPRVerifications’ folder, 
and  

 Journal actions taken. 
 
Documentation for study/homework time must be on file BEFORE the ESS 
can count hours of participation for study/homework time. 

  
Educational 
Service 
Providers and 
TAD/ESP Point 
of Contacts 

The following table lists the participating educational service providers and 
the TAD/ESP point of contacts receiving electronic attendance and/or 
progress reports: 

Educational Service Providers TAD/ESP Point of Contacts 
Chaffey College Workforce Preparation Cathy Ramirez, ESS 
San Bernardino Adult School Anthony Bittner, ESS 

Continued on next page 
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Attendance, Continued 

  
Electronic 
attendance and 
progress report 
distribution 

The following table outlines the process of how multiple attendance and 
progress reports are distributed. 

Stage Description 
1 The Educational Service Provider electronically sends attendance 

and/or progress reports to the TAD/ESP ‘point of contact.’ 
2 The TAD/ESP ‘point of contact’ receives electronic verification of 

attendance and/or progress, and uses the following table to 
determine the next step. 

  
  When the Service Provider 

is…  
Then the TAD/ESP Point of 

Contact… 
 

  Entered in the online ‘WPR 
Verifications’ folder, 

Takes no further action.  

  Not entered in the online 
‘WPRVerifications’ folder, 

Copies the email attachment 
containing the verification to 
the online ‘WPRVerifications’ 
folder.    

 

  
3 The TAD/ESP ‘point of contact’ forwards electronic and/or printed 

copies of attendance and/or progress reports to ESS staff.   
4 ESS staff uses the attendance and/or progress reports to enter 

attendance in C-IV. 
5  PID Quality Review staff access the online ‘WPRVerifications’ 

folder to verify customer attendance and progress as needed. 
 

Note:  Printed documents containing multiple attendance and progress 
reports will not be imaged into C-IV. 

 
WPR 
Verification 
subfolders 

The online ‘WPRVerifications’ folder will have the following subfolders to 
easily locate customer verifications: 
 
 Provider Attendance report 

 Service Month 
 Provider Progress report 

 Service Month 
 Academic School Year Study Homework Time 

 Continued on next page 
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Attendance, Continued 

  
TAD/ESP Point 
of contact 
duties for 
updating 
subfolders 

Staff with ‘write’ access to the WPR Verifications folder will complete the 
following steps when storing new attendance and progress reports: 

Step Action 
1 On the ‘WPRVerifications’ on ‘‘\\hssserver235’screen, select the 

Educational Service Provider subfolder. 
2 Select the Service Month subfolder. 
3 Use the following table to determine the next step. 
  
  If the verification is… Then…  
  Entered, No further action is required.  
  Not entered,  Copy the attachment 

from  
e-mail Inbox, and  

 Paste the attachment into 
service month subfolder. 

 

  

  
TAD/ESP Point 
of contact with 
‘write’ access 

If a Provider does not have a subfolder, the TAD/ESP ‘point of contact ‘ with 
‘write’ access will complete the steps below to establish a subfolder. 

Step Action 
1 Review the online ‘WPRVerifications’ folder to verify the Provider 

and service month do not exist. 
 
Note:   Do not duplicate or delete subfolders for providers and 
service months. 

2 Use the following table to determine the next step. 
  
  If the… Then…  
  Provider is not in the 

online ‘WPR Verification 
Folder,’ 

 Click on File/New /Folder, 
and 

 Type the name of provider 
and indicate the following: 
 Progress report, or 
 Attendance report.  

 

  Service month is not in 
the online ‘WPR 
Verification’ folder, 

 Click on File/New/Folder in 
the selected Provider 
subfolder, and  

 Type in the service month 
and year (ex. July 2007). 

 

  

Continued on next page 
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Attendance, Continued 

  
WPR 
verification 
folder access 

TAD Employment Services Program staff, and PID Quality Review staff have 
‘read’ only access to the online ‘WPRVerifications’ folder   The following 
table lists the names of staff with ‘write’ access to the ‘WPRVerifications’ 
folder: 

 
Read/Write Access TAD ESP District Office 

Cindy Haynes, ESS Desert Area Primary 
Lisa Roe, ESS Desert Area Backup 
Brenda McCarthy, ESS East Valley Primary 
Maria Rowe, ESS East Valley Backup 
Melissa Saucedo, Office Assistant 
(OA) 

West Valley Primary 

Cathy Ramirez, ESS West Valley Backup 

 
ESS Journal 
responsibility 

The ESS is responsible for indicating in a Journal entry that the customer’s 
attendance, progress reports and/or unsupervised study/homework time 
verifications are in the ‘WPRVerifications’ folder.  For PID Quality review 
purposes, the Journal entry must include the following:  
 
 Attendance, progress report, and/or unsupervised study/homework time 

verifications are in the ‘WPRVerifications’ folder, and 
 Name of the subfolder. 

 
Note:   Documents printed from the online ‘WPRVerifications’ folder, and 
used to enter attendance in C-IV must be shredded after use. 

  
Reviewing WPR 
verification 
subfolders 

Staff can complete the steps below to review reports in the online ‘WPR 
Verifications’ folder. 

 
Step Action 

1 Double click on My Computer. 
2 Double click on ‘WPRVerifications’ folder on ‘‘\\hssserver235.’ 
3 Click on the subfolder. 
4 Choose the appropriate report/verification. 

Continued on next page 
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Attendance, Continued 

 
Informing 
customers to 
make up hours 
for an 
unexcused or 
unpaid absence 

ESSs will inform all customers when explaining and discussing their WTW 
activity assignment that they may make up hours for an unexcused and/or 
unpaid absence in the same month.   The ESS will: 
 
 Explain to the customer that s/he may make up hours during the same 

month as the unexcused and/or unpaid absence occurred, and  
 Enter monthly hours of required participation under the Additional 

Comments box on the WTW Plan – Activity Assignment (WTW 2) : 
 

 152 hours per month/35 hours per week for two Work-Eligible 
Individuals (WEIs) in the home, or 

 130 hours per month/30 hours per week for one WEI in the home, 
or 

  87 hours per month/20 hours per week for single custodial parent 
with a child under six years of age, 

 
See the Forms and Procedures (F&P) guide for the WTW 2 for additional 
information. 

 
Informing 
customers to 
make up hours 
for holidays  

The ESS will inform all customers when explaining and discussing their 
WTW activity assignment that they may make up hours for holidays in the 
same week/month the holiday occurred.    
 
The ESS will follow the table below to determine actions needed to document 
how the customer will make up the hours for holidays: 

 
If the customer chooses to 

make up hours for a holiday 
during the same… 

Then the ESS will… 
  

Week the holiday occurred,  Enter the adjusted schedule for the 
week the customer will be making 
up the hours in the Comments 
section of the Customer Activity 
Detail page, and 

 Journal the adjusted schedule the 
customer will have during the week 
s/he will make up the hours. 

Month as the holiday occurred,  Journal that the customer has agreed to 
make up hours throughout the month.  

 
Note: The ESS will review the case to determine if excused absence hours 
can be used for holidays when the customer is not able to make up the time. 

Continued on next page 
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Attendance, Continued 

 
Holiday time 
and 
Vocational 
Education 

A customer attending a Vocational Education activity will not be able to make 
up holiday hours by increasing his/her hours of participating in the assigned 
activity since the class schedule is set in advance.  

 
If customer is scheduled to 
attend class on a holiday… 

Then the ESS will… 

Recognized by the State, Use holiday hours for the class time only.
Not recognized by the State,  Use an excused absence for the 

class hours only, if the customer has 
not used his/her 16 hours of excused 
absences in the month, or  

 Ask the customer to volunteer to 
make up hours by participating in 
another core activity. 

 
Providing 
verification of 
monthly 
activities 

The ESS will sanction a customer for not reporting or providing verification of 
monthly activities because such documentation is required as proof of 
satisfactory progress in any assigned program activity. 
 
The ESS will make every effort to assist the customer in obtaining needed 
verification, including using third party sources of information when available, 
as hours that are not verified cannot be counted for WPR purposes.   
 
The ESS must have a signed ABCDM 228 Release of Information signed 
before contacting the customer’s service provider. 
 
The customer may be sanctioned if s/he does not respond to ESS 
appointment requests to discuss his/her WTW plan and activity status. 

  
Non-contracted 
provider 
verification 

If an ESS cannot get attendance verification from a customer for a non-
contracted service provider, the ESS contacts the service provider to request 
the information. 
 
The ESS must have a signed ABCDM 228 Release of Information signed 
before contacting the customer’s non-contracted service provider. 
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Holidays and Excused Absences for Unpaid Activities 
  

Introduction This section contains information regarding holidays and excused absences 
for unpaid activities. 

 
Holidays and 
excused 
absences in 
unpaid 
activities 

When a customer is in an unpaid activity, there may be reasons that a short 
absence from an assigned Welfare-to-Work (WTW) activity may be excused. 
Customers who are frequently absent should be counseled by the 
Employment Services Specialist (ESS) and encouraged to find ways to 
handle such problems.   
 

The customer is allowed to use 10 holidays and 80 hours of excused 
absences per year, with a limit of 16 hours of excused absences in a month. 
The ten (10) holidays are: 
 

 New Year’s Day 
 Martin Luther King Day 
 Washington’s Birthday (President’s Day) 
 Memorial Day 
 Independence Day 
 Labor Day 
 Veteran’s Day 
 Thanksgiving Day 
 Day after Thanksgiving 
 Christmas Day 
 

In order to count an excused absence as actual hours of participation, the 
individual must have been scheduled to participate in an allowable unpaid 
activity for the period of the absence reported as participation. 

 

Coding 
holidays and 
excused 
absences in 
unpaid 
activities 

The ESS will code holidays and excused absences in unpaid activities in  
C-IV as follows: 
 

 Enter holiday and excused absence hours for unpaid activities on the 
Activity Progress Detail page under Activity Progress History, 
 Enter whether holiday or excused absence under comments section 

(for example: May 28th was Memorial Day holiday, eight (8) hours of 
participation entered),  

 Create a Journal entry documenting the reason for the excused absence 
or holiday, and 

 Image any documentation received from the customer. 
 

Note: C-IV tracks holiday and excused absence hours on the Excused 
Absence List page. 

Continued on next page 
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Holidays and Excused Absences for Unpaid Activities, 
Continued 

 
Verification of 
absences in 
unpaid 
activities 

The ESS must obtain verification of absences in unpaid activities and Journal 
all information relating to absences.  
 

Excusable absences include, but are not limited to: 
 

 A family crisis, such as the death or illness of a spouse, parent or child; 
three (3) day limit without Supervising Employment Services Specialist I 
(SESS I) approval.  

 Inclement weather or other act of nature that precludes travel to the 
activity. 

 A breakdown in childcare or transportation arrangements and alternative 
arrangements are not immediately available. 

   
Vacation time Customers in WTW do not receive excused absences for vacation time. 

Mandatory customers are required to participate in WTW activities for the 
required number of hours per week/month. 
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Semester Breaks or Planned Work Shut Downs 

 
Introduction This section contains information regarding semester breaks and planned 

work shut downs. 

 
Semester 
breaks or 
planned work 
shut downs 

Closures due to semester breaks or planned work shut downs for unpaid 
customers in activities recognized by the service provider will be counted as 
hours of participation, but cannot exceed the allowable 80 hours of excused 
absences in a 12-month period.  
 
Customers should be scheduled for another activity during semester breaks 
or planned work shut downs. Do not use semester breaks or planned work 
shut down as excused absences. These hours may need to be used for other 
excused absences throughout the year. 
 
The Employment Service Specialist (ESS) can obtain verification of semester 
breaks from the college website and Journal where the information is 
located; i.e., verification of spring/winter break and/or intersession break was 
obtained from Chaffey College website.   
 
Below are websites to obtain local college academic schedules:  
 
 Barstow College: http://www.barstow.edu/Calendars/acc_calendar.asp 
 Cal State San Bernardino: http://acs.csusb.edu/sched/acadcalend.htm 
 Chaffey College: http://www.chaffey.edu/acacal.shtml 
 Copper Mountain: http://www.cmccd.edu/cs/index.asp?content=csmain 
 Crafton Hills: http://www.craftonhills.edu/CHC/CHCapply/Dates.php 
 Mt. San Antonio College http://www.mtsac.edu/schedule/calendar.html 
 Riverside College: http://www.rcc.edu/schedules/index.cfm 
 San Bernardino Valley College: 
http://www.valleycollege.edu/Academic_Calendar/Academic_Calendar.php 
 Victor Valley: http://www.vvc.edu/calendar.htm 

 
Note: Summer vacation is not considered a short-term holiday or semester 
break.  Customers on summer vacation from an unpaid activity must 
participate in another activity to meet participation requirements. 
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Chapter 15 

Employment 

Overview 

 
Introduction This chapter contains information regarding employment activities for 

customers in the Employment Services Program (ESP). 

 
References The following references apply to material in this chapter: 

ACIN 1-98-06 
EAS 42-701 (e)(1) 
EAS 42-701 (s)(2) 
EAS 42-711.552 
EAS 42-721.3 

 
Forms 
summary 

The table below summarizes various forms referenced in this chapter.   

 
Form Title Location 

ESP 753A Travel Assistance Claim ESP Forms, through the 
ESPHB on-line at: 
http://hssnet/HSSHOME/ 
 Go to Online 

Handbooks 
 Click Employment 

Services Policy 
Handbook 

 Click Forms at the top 
of the page 

 Click ESP Forms on 
the left hand side of 
the page. 

TAD 104 Employment & Income 
Verification 

ESP Forms 

Plan 107 Action Plan C-IV 
WTW 2 Activity Assignment C-IV 
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Overview 

 
Introduction This section provides general employment information to assist the 

Employment Services Specialist (ESS) in managing the customer’s Welfare-
to-Work (WTW) program.   Employment is the most desirable activity in 
helping the customer work toward self-sufficiency while also helping the 
Employment Services Program (ESP) meet work participation requirements.  

 
In this section This section includes the following topics: 
 

Topic Page 
Types of Employment Activities 15-3 
Customer Reports Employment 15-4 
Part-Time Employed Customers 15-8 
Self-Employed Customers 15-10 
Projecting Hours of Employment 15-13 
Ending Employments 15-20 
Work Study 15-21 
On-the-Job Training (OJT) 15-22 
Apprenticeship 15-26 
Newly Employed Customer 15-27 
Monitoring the Employed Customer 15-28 
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Types of Employment Activities 

  
Introduction This section contains information about and descriptions of various 

employment activities available to customers in the Employment Services 
Program (ESP). 

  
Definitions ESP customers may be involved in a number of different employment 

activities as defined below. 
 

Apprenticeship:  A type of employer sponsored training that may take up to 
four (4) years to develop marketable skills in high demand by employers and 
industries while receiving compensation.  Students practice their trade under 
the supervision of a journeyperson by day, and attend classes as scheduled 
by the program.   
 

Customized training:  A type of job training based on the specific need of a 
business.  The business works with the Workforce Development Department 
(WDD) to set up the specific training and contributes to the cost of the 
training. 
 

Employer-based training:  A type of job training which may be conducted to 
meet identified employment needs within an industry or to support general 
economic development activities directed at increasing employment 
opportunities. 
 

On-the-Job Training (OJT):  Employment that offers financial incentives to 
private sector employers to hire and train customers.  OJT is a type of 
subsidized employment obtained through the Economic Development 
Agency (EDA) and is developed in consideration of the skills, knowledge, 
education, and work experience already possessed by the customer. 
 

Self-employment:  Employment where the customer is in business for 
him/herself. 
 

Unsubsidized employment:  Employment with an employer who is not 
reimbursed for any portion of the customer’s wages.   
 

Subsidized employment: Employment in which the WTW/CalWORKs 
customer’s employer is partially or wholly reimbursed for wages and/or 
training costs. 
 

Work Study:  Employment through the school/college where the customer is 
enrolled for vocational training or education.  The college uses CalWORKs or 
federal funds to pay the customer’s wage, so Work Study is another type of 
subsidized employment.  Customers participating in Federal Work Study are 
paid at Federal minimum wage, which is less than State minimum wage. 

 
Federal core 
employment 
activities 

Federal core employment activities are defined as: 

 Unsubsidized employment 
 Subsidized public or private sector employment 
 Paid Work Experience (WEX) 
 On-the-Job Training (OJT) 
 Work Study 
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Customer Reports Employment 

 
Introduction This section provides information regarding the actions that must be taken 

when a customer reports s/he is employed. 

 
What to do 
when the 
customer 
reports 
employment 

When a customer reports employment, the Employment Services Specialist 
(ESS): 
 
 Obtains complete employment information: 

 Name and address of employer 
 Employment start date 
 Weekly hours 
 Hourly wage 

 Completes C-IV entries as described in the block below. 
 Informs the customer s/he is required to report any earnings to his/her 

Eligibility Worker (EW) as required by CalWORKs quarterly reporting 
regulations. 

 Reviews the Income Reporting Threshold (IRT) chart; if amount of 
reported employment is over IRT the ESS will inform the EW via e-mail 
(see IRT chart in this chapter). 

Continued on next page 
 



 

ESPHB #0255  (03/12) EMPLOYMENT 15-4.1 

Customer Reports Employment, Continued 

 
Employment 
information 
entered into 
C-IV 

The ESS will enter all employments and hours worked regardless of the 
amount the customer is compensated.  The ESS enters the customer’s 
employment into the Employment Detail page in C-IV following the 
step/action table below. 

 

Step Action 
1  Click Empl. Services on the Global navigation bar. 

 Click Employment on the Task navigation bar. 
2  Click the appropriate name from the Display by Name drop down 

menu. 
 Click the Add button to add an employment. 
 Select Customer name from the drop down menu. 
 Select Category from the drop down menu. 
 Select Type from the drop down menu. 

 It is VERY IMPORTANT the ESS choose the correct Category 
and Type for reporting purposes.  Definitions can be found in this 
chapter. 

 
Enter: 
 Name of Employer under Employer. 
 Occupational Code from the drop down menu. 
 The full address of the Employer. 
 Contact name. 
 Job Title. 
 Date Hired, 
 The system defaults to No in the “Countable” field. 

 The ESS will enter “Yes” in the “Countable” field on the 
Employment Status Detail page if the customer began the job on 
or after the date s/he was enrolled in WTW; enrollment is defined 
as the date the customer was sent a notice scheduling him/her for 
Orientation and Appraisal. 

 Select Responsible Worker from the drop down menu. 
3  Click ADD under Status Information. 

 Select Status from drop down menu. 
 Select Status Reason from the drop down menu. 
 Enter Hourly Wage. 

 Enter actual hourly wage.  Enter all employments and hours 
worked regardless of the amount the customer is compensated. 

 Enter Hours/Week. 
 Enter Begin Date, 
 Enter Verified status from drop down menu, and 
 Click Save and Return. 

4  Click the Save and Add Activity button to add the employment as an 
activity. 

 Enter End Date. 
 Check Activity Days boxes that apply to this activity. 

 If activity days vary, under Additional Comments, enter schedule 
varies. 

 Add Additional Comments (if needed), and 
 Click Save and Return. 
 
The system then navigates you to the Customer Activities List page. 

5 Create a Journal entry. 

Continued on next page 
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Customer Reports Employment, Continued 

  
Two or more 
employments 

The ESS will open an employment activity for all current employments. 
 
For example: If a customer has two jobs; one at McDonalds and one at Wal-
Mart; the ESS will open an employment activity for each employment. The 
ESS will track the place of employment, hours, wages, etc.   

 
How 
employment is 
entered into   
C-IV 

The ESS will complete the Employment Detail page and the Employment 
Status Detail page for new employments reported by the customer.  The 
“Save and Add Activity” option on that page will then be used to create the 
employment activity.  The employer does not have to be in the C-IV 
Resource Databank (RDB) for the ESS to create the employment activity.  

 
Note:  The ESS will enter “Yes” in the “Countable” field on the Employment 
Detail page if the customer began the job on or after the date s/he was 
enrolled in WTW; enrollment is defined as the date the customer was sent a 
notice scheduling him/her for Orientation and Appraisal. 

  
Rounding 
principle 

The rounding principle for calculating hours of participation is to round to the 
nearest whole number. 
 
Example: 151.5 hours per month = 152 hours. 151.1 hours per month = 151 
hours.  

 
Employed 
through an 
employment 
agency 

If the customer is employed through an employment agency, the agency is 
considered to be the employer.   

 
Other required 
ESS actions 

In addition to recording employment information, the ESS will ensure the 
customer: 
 
 Completes a group or individual Orientation and Appraisal activity, if 

appropriate. 
 Completes an Assessment activity, if necessary. 
 Signs an Activity Assignment (WTW 2) to include the employment and 

any concurrent activities. 
 Signs an Action Plan (Plan 107), if appropriate. 
 Is enrolled in all appropriate activities. 
 Is authorized/issued Supportive Services needed to participate 

successfully in his/her required activity(ies). 

Continued on next page 
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Customer Reports Employment, Continued 

 

Timeliness 
of actions 

In order to meet work participation requirements, the Employment Services 
Specialist (ESS) will complete case management actions as follows.  If the 
customer reports employment: 

 In person, the ESS will complete all paperwork and actions the same day 
the employment is reported. 

 By phone, the ESS will obtain all employment information so the 
employment can be entered in C-IV and either: 
 Set an appointment to meet with the customer within five (5) working 

days to complete paperwork and case management actions, or 
 Mail the necessary paperwork if the customer is not able to attend an 

appointment due to his/her employment schedule; request the 
customer complete and return paperwork within ten (10) working days 
from the date after the information has been mailed to the customer. 

 The ESS will obtain pay stubs, TAD 104, verification from employer, IEVS, 
or The Work Number within 30 days from the start date of employment. 
This information must include the hours worked or the gross amount 
received with the hourly wage included. 

 

Note:  The ESS will use the TAD 104 – Employment & Income Verification, 
located on-line under TAD Form, Employment Services, to obtain employment 
verification, if no other current form of verification is on file. 

 

Customer 
fails to return 
paperwork 

If the customer fails to return paperwork by the requested date, the ESS will 
attempt to contact the customer by phone to remind him/her.  If the customer 
still does not return the paperwork, the employment activity may continue 
without the customer’s signature on the WTW 2.  The ESS will, however, 
initiate noncompliance for failure to sign the Plan/Contract. See ESPHB 
Chapter 18 – Noncompliance for additional information.   

 

Assessment 
and Action 
Plan 
specifics 

Employed customers in unsubsidized employment with sufficient hours to 
meet the priority approach for WPR, (see Chapter 14 – Participation 
Requirements, WTW Activities) do not complete an Assessment activity.  
Since most customers must be assessed prior to signing an Action Plan, 
these customers do not need to complete/sign the Action Plan, Plan 107 CIV. 
 

Customers attending concurrent activities will complete an Assessment 
activity and sign an Action Plan, Plan 107 CIV. 

 

Note:  Customers in either situation outlined above will sign a WTW 2 Activity 
Assignment. 

 

WTW 2 for 
employment 

The hours on the WTW 2 for employed customers can vary as long as the 
reported hours are with the same employer, and the hours meet Federal 
participation requirements, and the priority approach to meeting WPR 
(20,30,35). 
 

Example: The ESS states on the WTW 2 under “Hours per week: 20-30” 
and if this customer is a Single Custodial Parent with a child under six, as 
long as their employment hours do not fall below 20 hours per week, the 
ESS will not need to complete a new WTW 2. 

Continued on next page 
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Customer Reports Employment, Continued 

 
Concurrent 
activities 

If a customer reports employment but the employment does not meet the 
required participation hours of 20/30/35 per week, the ESS will enroll the 
customer in a concurrent activity(ies).  

  
Child Care as 
employment 

A customer who reports his/her employment as providing Child Care will be 
scheduled for an Assessment, if the hours of employment do not meet the 
required participation hours of 20/30/35 per week.  
 
If the customer does not meet participation requirements with his/her Child 
Care employment, s/he will be enrolled in a concurrent activity(ies).  

  
Journal entries  The ESS will complete a Journal entry covering employment and other 

pertinent information.  The Journal entry will have a precise short description, 
such as “WTW – (customer’s name) new employment 7/1/05”, and the long 
description will include the following: 
 
 Name and address of employer 
 Employment start date 
 Weekly hours 
 Hourly wage 
 Information about any required concurrent activities 
 Information about activities/paperwork/ESS actions required and/or 

completed 
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Part-Time Employed Customers 

  
Introduction This section provides information about participation requirements and how 

the ESS will assist those customers who are only employed on a part-time 
basis.   

  
Participation 
requirements 

San Bernardino County requires each all-family customer be involved in 
Welfare-to-Work activities for 20/30/35 hours each week.  Two-parent 
households must participate for 35 hours each week.  Whenever possible, 
the customer will spend at least 30 hours of the weekly participation 
requirement in Federal activities. 

 
When the 
customer is 
employed less 
than 20/30/35 
hours per week 

When a customer reports employment of less than 20/30/35 hours per week, 
a concurrent activity is required.  The ESS will immediately schedule the 
customer for an appropriate concurrent activity; there is no “grace period” for 
the customer to try and add additional hours at his/her current place of 
employment.  Customers must complete an Assessment activity before 
entering concurrent activities; see the Assessment chapter of this Handbook 
for further information.  

 Continued on next page 
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Part-Time Employed Customers, Continued 

  
Examples of 
concurrent 
activities 

Two examples of concurrent activities are described below: 
 
Example 1:  A customer works 10 hours each weekend as a security guard.   
He is enrolled in Job Services 22 hours per week as his concurrent primary 
activity.  He will complete an Assessment activity during Job Services.  If he 
does not find a second or different job by the end of Job Services, he will be 
ready for enrollment in another federal activity.  
 
Example 2:  A customer works four hours each week day (20 hours per 
week) as a receptionist and cannot attend Job Services.  She needs a 
concurrent activity and wants to attend vocational training to improve her job 
skills.  She must attend Assessment before her ESS can determine if 
vocational training is an appropriate Welfare-to-Work activity for her.  After 
Assessment, it is determined that vocational education and training is her 
next step.  An Action Plan is developed which includes enrollment in a short-
term certificate course in clerical/office skills as her concurrent activity.  
Together, these activities allow her to meet participation requirements.     

 
Noncompliance 
for customers 
who are 
employed part-
time 

If the customer who is employed part-time fails or refuses, without good 
cause, to enroll in a concurrent activity, the ESS will follow the 
noncompliance procedures outlined in the Noncompliance chapter of this 
Handbook.  
 
Noncompliance is also appropriate if the customer begins attending a 
concurrent activity, but then fails to progress or stops attending, without good 
cause. 
 
The ESS attempts to avoid noncompliance by explaining to the customer at 
every contact what is expected of him/her, and how s/he can benefit from full 
participation.  The customer should also fully understand the consequences 
of nonparticipation.   
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Self-Employed Customers 

 
Introduction This section provides information regarding customers who are self-

employed. 

  
Characteristics 
of the self-
employed 
customer 

A self-employed customer will: 
 
 Work for him/herself with direct control over work or services provided 
 Set and collect the fees that are charged for the work or services 
 Keep a written business record of hours worked, business expenses, 
 and fees that are collected  
 Show earnings that are at least equivalent to the Federal minimum wage  
 File state and federal income tax returns 

  
Determining 
self-
employment as 
an appropriate 
activity 

The Employment Services Specialist (ESS) must review the viability of a 
customer’s self-employment plan.  Each customer’s plan must be determined 
on a case-by-case basis through assessment.   
 
When determining self-employment is the most appropriate Welfare-to-Work 
(WTW) activity for the customer, the ESS must consider the likelihood that 
the customer’s self-employment plan will generate minimum wage. 
 
The customer and the ESS must develop and agree on a WTW plan on the 
basis of the assessment of the customer’s skills and needs.  The assessment 
must also include a review of labor market information: 
 
 If, during assessment, the ESS determines that the local labor market will 

not support an individual’s proposed self-employment, the self-
employment activity will not be included in the WTW plan. 

 If a customer generates sufficient hours to meet participation 
requirements based on a minimum wage calculation, s/he is not required 
to complete an assessment.   

 
Customer is 
newly self-
employed 

A newly self-employed customer may need time to build earnings; the ESS 
will leave the customer in active status and enroll him/her in an employment 
activity. 
 
If s/he is not employed enough hours to meet monthly requirements, an 
Assessment is needed so the customer can be enrolled in a concurrent 
activity.  If s/he reports self-employment that meets monthly participation 
requirements, the ESS will allow a maximum of 30 days to verify the 
customer’s income meets the equivalent of (at least) Federal minimum 
wage.  If the customer is not making the equivalent of Federal minimum 
wage (as explained in this section) by that time, s/he will be placed in 
another concurrent activity so s/he will meet participation requirements.  
 
See Chapter 14 – Participation Requirements, WTW Activities for additional 
information. 

Continued on next page 
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Self-Employed Customers, Continued 

 
Self-employed 
transportation 

A self-employed customer is not entitled to the cost of transportation for 
running errands, or delivering products sold related to the business, etc.  
However, a self-employed customer who maintains a place of employment 
outside of the home would be entitled to transportation reimbursements to 
and from home and the place of employment on a reasonable schedule. 

 
How self-
employment is 
entered in C-IV 

The ESS will complete the Employment Detail page in C-IV for customers 
who are self-employed, indicating the customer is self-employed.  The “Save 
and Add Activity” option will then be used to create the employment. 

 
Note:  Wage information entered on the Employment Status Detail page in 
C-IV must be at least the equivalent of the current Federal minimum wage 
($7.25 per hour) for customers who are self-employed.   

Continued on next page 



 

ESPHB #0249  (01/12) EMPLOYMENT 15-12 

Self-Employed Customers, Continued 

 
Projecting 
hours of 
employment 
for self-
employed 
customers 

For all self-employed customers, the countable hours are determined by 
dividing the net earnings (gross earnings minus actual expenses or the 40% 
deduction) by the Federal minimum wage of $7.25 per hour.  The total 
monthly hours are then divided by 4.33 to determine average weekly hours 
for projecting hours of employment.   
 
Example:   Gross earnings  $1,400.00 
  40% deduction    560.00 
  Net earnings  $   840.00  $7.25 = 115.86 hrs per  
  month 
   
  115.86 hrs per month  4.33 = 26.75 = 27 average weekly  
  hours, rounded to the nearest whole number 
 
If the ESS is projecting new self-employment, the ESS will use the 40% 
standard deduction. To project ongoing self-employment the ESS will use 
whatever the CalWORKs EW used to calculate EDBC, either the 40% 
standard deduction or actual costs. 

 
Note:  Effective 07/24/2009, for customers who are self-employed, wage 
information entered on the Employment Status Detail screen in C-IV will be 
updated with at least the equivalent of the increased Federal minimum wage 
of $7.25 per hour when: 
 
 New or revised self-employment activities are entered into C-IV, and/or  
 Hours of self-employment are projected with June QR 7s reviewed in 

August 2008, and on-going. 

  
Income tax Self-employed customers must file State and Federal income tax returns.  

They will need to fill out the 1040 “long form” including: 
 
 Schedule C (Profit or Loss from Business), and Schedule SE (Social 

Security Self-employment Tax).  This is required if the annual net 
earnings from Self-employment are $400 or more.  The tax rate for the 
Self-employment Tax is approximately 15%. 

 Self-employed customers should set aside 30% of their income each 
month for taxes.  They may also need the help of a professional tax 
preparer, since returns can be very complicated for self-employment. 

Continued on next page 
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Self-Employed Customers, Continued 

 
Business 
license for 
self-employed 
customers 

Each California city has licensing requirements for people doing business 
within the city. Self-employed customers should be counseled about these 
requirements and directed to city offices for further information.  
 
The customer’s lack of a business license does not mean that ESP will not 
acknowledge the customer’s self-employment income or approve a self-
employment activity.  
 
City websites will contain information about business licenses. The ESS and 
or customer may also consult a helpful area on the State of California 
website, “CalGOLD Business Permits Made Simple”; this site is accessed via 
the following link: http://www.calgold.ca.gov/ or go to our county website at: 
http://www.sbcounty.gov/cob/. 
 
If/when the customer does obtain the proper licenses/permits; the ESS will 
image the document into the customer’s case record. 

 
Note:  The ESS will Journal all pertinent information.  
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Projecting Hours of Employment 
 

Projecting 
hours of 
employment 

TANF Reauthorization allows hours of employment to be projected for 
three months using the CalWORKs QR 7 and paystubs or most recent 
employment and pay verification in the case provided by the customer or a 
third party source (i.e. IEVS, the Work Number, see ORHB). 
 

Projections will be based on the QR 7 reporting cycle. The Employment 
Services Specialist (ESS) will look at the Case Summary page under “Submit 
Month” for current Quarterly Reporting information. Hours of employment 
only will be projected for the three months following the Submit Month; no 
other activities will be projected.    
 
Weekly hours of participation are determined by dividing the total QR 7 hours 
by 4.33.  The ESS will enter this number on the C-IV Employment Hours 
Detail page to project hours of employment. 
 
Example: 
If the QR 7 Submit Month on the Case Summary page is March (reporting 
month is February), the ESS will project hours for April, May and June.  The 
ESS will use hours from the paystubs that were provided with the February 
QR 7 and divide the hours by 4.33 to obtain the average weekly employment 
hours per week. 
 
When projecting from a QR 7, the ESS will use hours from all paystubs that 
belong to the QR 7, regardless of the pay period dates.  In the above 
example, if a pay period began in January, or ended in February, the pay 
stub(s) are still included in the calculation. 

 
Note:  The ESS must ensure either a current ABCDM 228 – Release of 
Information or a TAD 104 (E/S) Employment and Income information is on 
file before contacting a customer’s employer. 

 
Actual hours 
worked not 
included with 
QR 7 

If the actual number of hours worked is not included on the paystub(s) 
submitted with the QR 7, or if the information regarding work hours is 
provided outside of the QR 7 process, the ESS will instruct customers to 
provide the actual number of hours worked for the month, using the 
Employment & Income Verification (TAD 104), or other employer verification.  
Once any actual hours from the review month are obtained, the ESS may no 
longer project and must count actual hours from the first of the month 
through the last day of the month. 
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Projecting Hours of Employment, Continued 

 

Calculating 
actual hours 
from the review 
month 

When calculating actual hours from the review month (instead of projecting), 
the ESS must not include hours from paystubs in which pay periods cross 
into other months unless actual hours for each day in the review month can 
be determined.   
 

This includes when the review month is a QR 7 Data Month and the ESS 
is using the QR 7 paystubs.   
 

Example: 
The ESS is reviewing the month of May and the customer provided all his 
paystubs with May pay dates.  The ESS cannot use any hours from any 
stubs with the pay period beginning in April or ending in June, because the 
ESS cannot determine which hours from those stubs were actually worked in 
May only. 

 
Projection of 
hours for new 
employments  

The ESS will follow the chart below to project hours for new employments. 
 

If... Then... 
 A customer starts a job after 
the last QR 7 has been 
reported, 

 Only two consecutive weeks of 
hours of participation may be used, 
even if the hours of participation 
cross months.  

 Hours are converted to monthly 
hours by multiplying the total hours 
for the two-week period by 2.17 and 
dividing that amount by 4.33. 

A customer provides more than 
two consecutive weeks of hours 
for the new employment,  

 Additional reporting will be required 
to ensure all actual hours worked 
for the month have been reported, 
documented, and verified. 

 Take all available verified hours for 
the month and divide by 4.33 to 
obtain the average number of hours 
per week for that month. 

The ESS has actual hours of 
participation for the report 
month, 

 No projection is necessary, and 
 The total hours of employment for 

the month are divided by 4.33 to 
obtain the average number of hours 
per week for that month. 

 

Continued on next page 
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Projecting Hours of Employment, Continued 

 
Using two 
consecutive 
weeks for 
projection of 
hours – new 
employments 

An example using two consecutive weeks for projection of hours for new 
employments is:  
Hours of participation are submitted to the county in March. The most recent 
pay stub reflects hours of participation for two consecutive weeks of pay (50 
hours); one week in February (24 hours), and one week in March (26 hours). 
These hours may be used to project hours for the month of March (the sample 
month) as well as April and May if no additional hourly information is available. 
The actual hours for the two consecutive weeks (50 hours) are multiplied by 
2.17 and the product is divided by 4.33 to determine the average weekly hours 
of employment for the month; round the final result to the nearest whole 
number. 50 hours multiplied by 2.17 then divided by 4.33 = 25 (rounded) hours 
per week of participation. 

 
Decrease of 
employment 
hours 

If the QR 7 and paystubs show an unexplained decrease in hours, the ESS 
will: 
 
 Contact the customer and determine if he/she needs a concurrent activity. 
 Journal any impact on the projected hours of employment. 

Continued on next page 
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Projecting Hours of Employment, Continued 

 
Process for 
projecting 
employment 

The chart below describes the process for projecting hours of employment: 

Stage Description 
1 EW receives the Report Month QR 7 during the Submit Month.  

 

Example: February report is submitted by the customer in March. 
2 EW completes eligibility and benefit determination and updates 

C-IV during the Submit Month.   
 

Example: EW completes case actions in March. 
3 C-IV prospectively budgets income for three months. 

 

Example:  Income is used in the Budget Months of April, May and 
June. 
 

Note: This is the same three months hours of employment will be 
projected, unless there is a reported increase or decrease in hours. 

4 EW submits QR 7 and paystubs to be imaged during the Submit 
Month. 
 

Example: Documents are imaged into C-IV in late March. 
5 ESS reviews imaged QR 7 and paystubs the following month to 

determine the correct projection of hours per week.   
 

Example:  ESS reviews February QR 7 in April. 
 

 If the QR 7/paystubs have not been imaged the ESS will email 
the EW/Master Assignment Queue (MAQ) requesting the 
information and Journal the contact. 

 If the MAQ/EW does not respond within three (3) working days, 
the ESS will send a second email to the EW/MAQ with a copy to 
the EWS I, and the SESS I.  

6 ESS updates the Employment Status Detail page: 
 

If hours per week… Then… 
Increased, The change is effective the first month 

following the submit month (first month 
in the payment quarter); this will have a 
positive effect on the WPR. 
 
Example:  Effective April based on the 
February QR 7 (Report Month) and 
paystubs received in March (Submit 
Month).  

Decreased, The ESS must act on the decrease in 
hours (i.e., schedule concurrent activity). 

Did not change, No action is required on this page. 
 

Reminder: If hours of employment increase or decrease, the 
projection of hours of employment must be recalculated and changed 
on the Employment Detail page. 
 

See “Recording Hours of Employment” section of this chapter for  
C-IV instructions. 

7 ESS Journals projection of hours, determination and actions taken. 

Continued on next page 
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Projecting Hours of Employment, Continued 

  
Projection of 
hours of 
employment 

Projections of hours of employment will be based on the QR 7 reporting 
and budgeting cycle, or the most recent verification in the case record such 
as verification obtained at Intake, a New Hire report of employment, 
information obtained from The Work Number, etc 
 
 Only hours of employment are projected, the ESS will verify monthly 

hours of attendance for all other activities.  
 If the Submit Month QR 7 and pay stubs show an unexplained decrease 

in hours, the ESS will contact the customer and determine if the 
customer needs a concurrent activity.   

 Journal any impact on the projected hours of employment. 
 
There is no set number of pay stubs needed to project hours of 
employment. 

 
Note:  The Work Number may be used with a Release of Information to 
verify hours of employment for projection of hours.  See ORHB, Chapter I 
for The Work Number access information. 

Continued on next page 
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Projecting Hours of Employment, Continued 

 
Acting on 
increases and 
decreases in 
hours of 
employment  

Projection of employment hours will be changed mid-quarter on the 
Employment Status Detail page when an increase or decrease is reported. 
 
 If hours of employment increase the ESS will notify the EW via e-mail 

(within 24 hours) if the increase in employment is over the Income 
Reporting Threshold (IRT), see chart on next page. If the employment is 
not over IRT do not contact the EW. 

 If the customer reports a decrease during the three-month projection, the 
ESS will: 
 Image verification into the customer’s case record. 
 Do not notify the EW as this is not a mandatory mid-quarter change 

and is considered third party information (per ACL #03-18) when 
provided to the ESS. The customer will probably report the decrease 
to their EW because a decrease in employment hours would mean 
less money for the customer and s/he could receive an increase in 
cash aid. 

 Review the case to see if the decrease in hours requires the 
customer to participate in concurrent activities (see Chapter 14 – 
Participation Requirements, WTW Activities for WTW priority 
approach information). 

 Enroll the customer in concurrent activities (if necessary). Complete a 
new WTW 2 if the customer needs to participate in concurrent 
activities, if the hours of employment drop below the WTW priority 
approach. 

 Change the activities (if necessary) and the hours of participation on 
the Activity Progress Detail page (if the customer is enrolled in a 
concurrent activity).  

 Change the Employment Detail page (if necessary). 
 The WTW 2 can be mailed to the customer with a return envelope to 

expedite the process.  
 Journal all actions taken. 

 
Note: The ESS will notify the Child Care worker (within 24 hours) via e-mail if 
employment hours change because failure to report the change may result in 
an error in the Child Care case. 

Continued on next page 
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Projecting Hours of Employment, Continued 

  
Income 
Reporting 
Threshold 
(IRT) chart 

The following chart has the San Bernardino County and other Region 2 
counties IRT amounts for 10/01/2012 through 9/30/2013. 
 
The ESS will notify the EW via e-mail if the customer reports an increase in 
employment during the three-month projection period if income is over the 
CalWORKs IRT limit based on family reporting size. 

 
Family Reporting Size Income Reporting Threshold 

0 $114 
1 $1,211 
2 $1,640 
3 $2,069 
4 $2,498 
5 $2,927 
6 $3,356 
7 $3,785 
8 $4,214 
9 $4,643 

10 or more $5,072 

 
Entering 
employment 

To enter employment information in C-IV, the ESS will follow the steps 
below. 

 
Step Action 

1 Click on Employment Services in the Global navigation bar. 
2 Click on Employment in the Task navigation bar. 
3 Click Add on the Employment List page. 
4 Enter all employment information. 
5 On the Employment Status Detail page. 

 
 Select “Active” status 
 Select Reason “Employed” 
 Enter: Begin Date, Hourly Rate, and Hours/Week 
 Do not enter an End Date unless the employment has ended. 
 Click Save and Return 
 
Example: If you receive the QR 7 with a Submit Month of April, 
then use 05/01/2007 as the Begin Date, since you are projecting 
for May, June, and July. 

6 Create a Journal entry. 

 Continued on next page 
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Projecting Hours of Employment, Continued 

 
Entering 
verified hours 
of 
employment 

The ESS must use the Employment Hours Detail page to enter Total 
Monthly Hours of employment once they have been verified. 
 
The ESS follows the step/action table below to enter verified hours of 
employment. 

 
Step Action 

1 Click on Empl. Services in the Global navigation bar. 
2 Click on Employment in the Task navigation bar. 
3 Click on the Display by Name drop down menu to choose the 

appropriate customer name and click View to preview employer 
information. 

4 Click on the appropriate Employer name hyperlink on the 
Employment List page. 

5 Click View Progress at the bottom of the page on the 
Employment Detail page. 

6 Enter the correct Month/Year from the drop down menu if the 
system does not bring up the month for which hours are being 
entered. 

7 Click Edit, enter Total Monthly Hours. 
8 Click Save. 
9 Click Close. This navigates you back to the Employment Detail 

page and the updated information will show at the bottom of the 
screen under Actual Hours. 

10 Create a Journal entry. 
 

Note:  C-IV calculates the Average Weekly Hours by dividing monthly hours 
by 4.33 and projects hours of employment based on the ESS entry of actual 
Total Monthly Hours. 

 
EW 
responsibility 

EWs will immediately notify the ESS via e-mail when a customer reports any 
change in employment (i.e. increase, decrease in wages or change of 
employer). 
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Ending Employments 

 
Introduction This section provides information regarding end dating employments on the 

Employment Status Detail page. 

 
Ending an 
employment 

The ESS follows the step/action table below to end an employment. 

 

 

 

 

Step Action 
1  Click Empl. Services on the Global navigation bar. 

 Click Employment on the Task navigation bar. 
 Click the customer name on the “Display by name” drop down 

menu. 
2 Click the View button. 
3  Click the Edit button on the employment to be closed. 

 Enter the date the employment ended in the Termination Date 
box. 

 Enter the appropriate Termination Reason and Verified 
information from the drop down menus. 

4  Add status information by clicking Add under Status Information 
section. 

 Select the status of Closed from the drop down menu. 
 Select Status Reason from the drop down menu. 
 Enter Begin Date (the date the employment ended). 
 Click Save and Return. 

5  Review the Effective Dating Confirmation List page. 
 Click Save (or Cancel if you need to undo the action). 

6 Click Save and Return. 
7 Create a Journal entry. 
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Work Study 

 
Introduction This section provides information regarding customers enrolled in Work 

Study. 

  
Characteristics 
of Work Study 

Characteristics of Work Study; a customer participating in Work Study 
obtains the Work Study employment through the school or college where 
s/he is enrolled.  The customer may work on or off campus.  His/her rate of 
pay may vary from the Federal minimum to more than State minimum wage, 
depending on whether his/her wages are subsidized through Federal or 
CalWORKs funding.  Work Study employment, a form of subsidized 
employment, counts as a Federal core activity.   

  
How 
employment 
through Work 
Study is 
entered 

The ESS will complete the Employment Detail page for customers who are 
participating in Work Study through their school/college.  The ESS will create 
the Work Study activity by clicking the “Save and Add Activity” button on the 
Employment Detail page.  
 
For detailed instructions on entering Work Study employment, see the C-IV 
User Guide: ESP-WTW/Employment/Adding Employment. 

 
Note:  If the customer is participating in Federal Work Study, his/her hourly 
wage will be less than State minimum wage.  It is permissible to enter the 
Federal wage on the Employment Status Detail page. 

  
Campus 
CalWORKs 
coordinator’s 
role 

If needed, the ESS will obtain information about the customer’s Work Study 
employment from the campus CalWORKs Coordinator.  Contact information 
for the CalWORKs Coordinators may be found in the SIP chapter and/or the 
Education and Training chapter of the Employment Services Policy 
Handbook (ESPHB). 

  
Work Study as 
a concurrent 
activity 

Work Study is often the best concurrent activity for those customers who are 
in Self-Initiated Programs (SIPs) or post-assessment vocational programs.   
 
Not only does Work Study help ESP meet participation requirements, it helps 
the customer earn a wage while gaining work experience and transferable 
skills; the Work Study assignment often relates to the customer’s field of 
study. 
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On-the-Job Training (OJT) 

  
Introduction This section provides information regarding On-the-Job Training (OJT).   

  
Characteristics 
of OJT 

OJT is training provided to a customer after s/he has been hired by an 
employer and is earning a wage.  OJT training incentives reimburse up to 
50% of wages paid over a set training period for eligible new hires.  The goal 
of OJT is the continued long-term employment of the customer with the 
employer, after the period of OJT is over.  Most customers referred to an 
OJT position have already completed Orientation and Appraisal, Job 
Services and Assessment.  The customer’s Action Plan will reflect the OJT 
assignment. 
 
 The Employer Services Unit of the Workforce Development Department 

(WDD) arranges OJT positions. 
 OJT provides a customer with the knowledge and skills essential to the 

full and adequate performance of the job; OJT is not intended to last until 
the customer is totally proficient in the occupation.   

 During the OJT period, the customer is considered an employee of the 
company/agency and receives wages from the employer.   

 OJT positions generally will not exceed six (6) months in duration. 

  
How OJT 
positions are 
created 

The WDD Employer Services Unit enters into contracts with employers who 
are interested in developing OJT positions.  WDD negotiates the length of 
each contract on an individual basis.  The contract specifies the OJT 
employer is responsible for: 
 
 Providing all necessary instruction and training. 
 Providing Workers’ Compensation and State Disability insurance. 
 Treating the OJT customer the same as a regular employee. 

  
How the ESS 
finds out about 
available OJT 
positions 

OJT positions are posted on the WDD website.  A special password is 
needed to access that area of the website and most ESSs will not be able to 
check for OJT positions.  The Job Placement Specialist will assist the 
customer and/or ESS in investigating OJT opportunities.   

  
How 
employment 
through OJT is 
entered in C-IV 

The ESS will complete the Employment Detail page in C-IV for customers 
who are participating in OJT.  The ESS will create the OJT activity by clicking 
the “Save and Add Activity” button on the Employment Detail page.  
 
For detailed instructions on entering OJT employment, see the C-IV User 
Guide: ESP-WTW/Employment/Adding Employment. 

 Continued on next page 
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On-the-Job Training (OJT), Continued 

  
Pre-enrolled 
OJT 

If a customer is participating in an OJT assignment through WDD at the time 
s/he is required to participate in the Employment Services Program (ESP), 
the following chart explains what the ESS will do and how the customer’s 
participation is affected. 
 

The ESS will: The customer is not 
required to attend: 

Conduct an individual Orientation 
and Appraisal around the 
customer’s OJT schedule. 

Job Services as the first activity 
following Orientation and Appraisal. 

Request a copy of the WDD 
Assessment report and any other 
pertinent information from the WDD 
case manager. 

An Assessment activity through 
ESP. 

Develop the customer’s Action Plan 
based on the information received 
and enroll the customer in the OJT 
activity.   

 

 

  
Matching a 
customer with 
an OJT position 

A customer will be considered suitable for an OJT position if s/he has: 
 
 The basic job skills required by the employer. 
 A positive attitude. 
 Completed an Assessment activity and Assessment results are 

compatible with the OJT position. 
 No significant prior experience and/or training in the occupational area for 

which OJT is being considered, or lacks recent employment experience 
in the occupation. 

 General knowledge of the expectations associated with the work place, 
including: attendance, punctuality, adhering to work place requirements, 
appropriate dress/grooming, accepting supervision, dealing with co-
workers appropriately, and accepting responsibility for work and actions.  

 The supportive services to allow him/her to participate with no 
restrictions. 

 Continued on next page 
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On-the-Job Training (OJT), Continued 

  
Referring a 
customer to an 
OJT position 

WDD Job Placement staff can assist customers in applying for OJT 
positions.  Job Placement staff will also arrange for the customer to interview 
with the eligible employer.  The ESS will take the following actions to refer a 
qualified customer to an OJT position. 

 
Step Action 

1 Verify the customer has been approved for cash aid.  (OJT is not 
an appropriate activity for an applicant.) 

2 Ensure the customer and the position are a “match” by checking 
all items listed in the block above. 

3 Schedule an appointment for the customer to meet with the Job 
Placement Specialist.   

  
Employer 
Services Unit 
responsibilities 

Employer Services Unit staff will keep the ESS informed about the 
customer’s: 
 
 Appointment to an OJT position with a qualified employer. 
 Success or failure in beginning the OJT activity as expected 
 Attendance/progress in the OJT activity. 
 Failure to continue meeting participation requirements. 

  
ESP 
responsibilities 

The ESP ESS will take follow up actions when a customer has been placed 
in an OJT position; these actions include: 
 
 Completing a WTW 2 Activity Assignment to include the OJT activity. 
 Completing an Action Plan, as needed. 
 Entering the employment and OJT activity in C-IV. 
 Arranging for necessary supportive services. 
 Reviewing progress/attendance reports to ensure the customer continues 

to meet participation requirements and input attendance information. 
 Providing counseling and job coaching to improve the customer’s job 

retention. 
 Keeping the Employer Services Unit informed of any issues that may 

affect the customer’s participation in the OJT activity, i.e., the customer 
moves, his/her cash aid is discontinued, etc. 

 Completing Journal entries to document all actions. 

 Continued on next page 
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On-the-Job Training (OJT), Continued 

  
Employer 
contact 

All communication regarding a customer’s participation in an OJT activity will 
be directed to the Employer Services Unit.  The ESS will not contact the OJT 
employer directly.   

  
Completion or 
termination of 
OJT 

The Employer Services Unit will notify the ESS when a customer completes 
or is terminated from an OJT assignment.  The notification will include the 
reason for early termination of an OJT assignment, if known.  Upon 
notification, the ESS will: 
 
 Take all necessary follow up action to end the activity 
 Discontinue corresponding supportive services 
 Enroll the customer in his/her next activity, and 
 Complete Journal entries 
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Apprenticeship 

 
Introduction This section provides information about Apprenticeship opportunities. 

 
Benefits of 
apprenticeship 

Apprenticeships offer ESP customers an avenue to self-sufficiency.   
Apprenticeship programs take up to three or four years of training, students 
earn money while they learn, practicing their trade under the supervision of a 
journeyperson by day and attending classes at night. Apprenticeship 
programs help: 
 
 Develop highly trained workers with marketable skills for high demand 

occupations. 
 Create a cost-effective pool of employees with desired skills. 
 Offer an opportunity to obtain high wage jobs. 
 Some jobs paying an annual income of up to $100,000.  
 Offer fringe benefits such as vacation pay, health and dental insurance, 

pensions, etc. 

 
Division of 
Apprenticeship 
(DAS) 

The Division of Apprenticeship Standards (DAS) creates opportunities for 
Californians to gain employable lifetime skills and provides employers with a 
highly skilled and experienced workforce while strengthening California’s 
economy.    
 
The California Department of Social Services (CDSS) identified 
apprenticeship programs as a valuable work opportunity that may result in 
additional ESP customers meeting WPR and becoming self-sufficient. 

 
How the ESS 
finds out about 
apprenticeship 
positions 

The ESS accesses a DAS database that provides information on available 
apprenticeship programs by craft and County at 
www.dir.ca.gov/databases/das/aigstart.asp.   

The listing of registered program sponsors does not necessarily signify they 
are taking applications for apprenticeship.  Program sponsors determine 
individually when they will take applications.  The ESS will: 

Contact program sponsors to check on open application periods, and 
Assist customers in finding appropriate sponsors based on their 
requirements. 

For example,  current opportunities include: 

 Chainman - $13.37 per hour, 
 Electrician - $12.14 per hour, 
 Maintenance Plumber - $11.39 per hour, 
 Power Lineman - $19.32 per hour, 
 Pavement Striper - $16.70 per hour, 
 Plasterers - $11.95 per hour, 
 Steam Fitter & Industrial Pipefitter - $14.82 per hour, and 
 Sound and Communications System Installer - $11.04 per hour. 
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Newly Employed Customer 

  
Introduction This section contains information regarding newly employed customers and 

how the ESS will assist the customer to succeed and become self-sufficient.  

  
Following-up 
with the newly 
employed 
customer 

The ESS will follow the steps/action chart below to: 
 
 Assist and encourage customers to retain employment. 
 Congratulate customers on his/her accomplishment. 

 
Step Action 

1 Use the Pre-Employment Journal Template when contacting the 
customer before his/her start date. Journal Templates are not 
mandatory; however Journals must contain all pertinent 
information. 

2 Call the customer two days before s/he begins a new 
employment, if possible. Call the customer’s home phone and/or 
cell phone, if applicable. If the customer has an answering 
machine or voice mail, leave a message with your name, number 
and a request for a return call.  

3 Send TAD ESP 70, Employment Certificate. 
4 Call again in two weeks to see how the customer’s new 

employment is progressing. 
5 Journal all attempts and/or contacts with the customer. 
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Monitoring the Employed Customer 

 
Introduction This section provides information regarding monitoring employed customers. 

  
How often 
monitoring is 
required 

After the customer has reported employment, the ESS will monitor the 
customer’s case information on a quarterly basis and review the income 
verification (pay stubs) provided with the customer’s QR 7 submitted 
quarterly.  

  
Finding income 
information in 
C-IV 

Once the customer has reported employment on his/her QR 7, income 
information and imaged pay stubs are available in C-IV. The ESS will review 
imaged pay stubs.  

  
Case reviews 
for employed 
customers 

The ESS will review employed cases meeting the WPR priority approach 
quarterly the month after the QR 7 Submit month.  The ESS will Journal 
and set a task for the month after the customer’s QR 7 due date. 
 
The ESS is only required to review a customer’s case monthly if s/he is 
enrolled in concurrent activities with his/her employment.  Only the 
concurrent activities will be reviewed monthly. 
 
The ESS will review: 
 
 EW Journal entries and the Earned Income Detail page quarterly on 

employed cases that meet the WPR priority approach.  
Note:  EWs are required to notify the ESS whenever there is any type of 
reported change in employment. 

 These cases to check for any reported increase or decrease in earned 
income. 

 
 If there is no evidence in the case file the customer’s employment 

information has changed, the ESS will leave the projected hours of 
employment on the Employment Status Detail page, and Journal. 

 If projected hours have changed, the ESS will review the case and 
the changes, re-calculate the projected hours of employment, have 
the customer sign a new WTW 2 (if appropriate), and Journal. 

 
Example: If the customer’s report month is in February, s/he is required to 
turn in the QR 7 in March, the ESS projects employment for April, May, and 
June.  The ESS will set a task to review this employed case in the beginning 
of April and requests additional verification of employment hours, if 
necessary.  

 
Note: There is no set number of pay stubs needed to project hours of 
employment. 

 Continued on next page 



ESPHB #0237 (08/11) EMPLOYMENT 15-30 

Monitoring the Employed Customer, Continued 

 
Quarterly 
monitoring of 
employed 
customers 

The ESS will follow the step/action chart below to review and contact the 
employed customer on a quarterly basis. 

 
Step Action 

1 Review the customer’s case quarterly. 
2 Call the customer’s home phone and/or cell phone, if applicable. If 

the customer has an answering machine or voice mail, leave a 
message with your name, number and a request for a return call.  

3 Use the Post-Employment Journal Template. Journal Templates 
are not mandatory; however Journals must contain all pertinent 
information. 

4 Journal all attempts and/or contacts with the customer. 

  
When the 
customer’s full-
time earnings 
are not enough 
to make 
him/her self-
sufficient 

Some customers may consistently work full-time, but still not earn enough to 
become self-sufficient.  In such cases, the ESS will refer the customer to 
better-paying jobs based on the customer’s qualifications and experience.   
 
The ESS will also encourage the customer to take advantage of other 
activities (e.g., education or training) that may help him/her be able to earn 
more by advancing or changing jobs.   
 
 Though meeting participation requirements with employment alone, the 

customer may voluntarily participate in additional activities. 
 The customer must be assessed prior to attending additional activities, 

and will sign an Action Plan that incorporates all activities.   
 The ESS will not initiate noncompliance if the customer chooses to end 

participation in the concurrent activity while still meeting requirements 
with his/her employment. 

 Supportive services will be available for all activities included in the 
customer’s WTW 2. 

 
When a 
customer is 
promoted or 
changes jobs 

If/when a customer is promoted to a new position at his/her current place of 
employment, or becomes employed with a different employer, the ESS will 
complete Employment Detail information for the new employment.  A new 
Activity Assignment, WTW 2 will be needed to reflect any changes in 
location, schedule, or activity start time.  If the customer is receiving 
transportation supportive services, the ESS must review the current 
approved amount for possible changes that may affect the rate of 
reimbursement.   

 
Note: The ESS will notify the Child Care worker (within 24 hours) via e-mail if 
employment and/or hours change because failure to report the change may 
result in an error in the Child Care case. 

Continued on next page 
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Monitoring the Employed Customer, Continued 

 
When a 
customer loses 
his/her job 

As soon as the ESS knows the customer is no longer employed, the ESS 
will: 
 
 Attempt phone contact with customer. If customer is not available by 

phone set an appointment to meet with the customer within ten (10) 
calendar days to enroll him/her into the next appropriate activity. 

 Close the current employment activity. 
 Send NOA to end supportive services, with ten-day notice. 
 
The ESS will notify the Child Care worker (within 24 hours) via e-mail if a 
customer loses his/her job because failure to report the change may result in 
an error in the Child Care case. 
 
Noncompliance may be initiated when the ESS has knowledge the customer 
failed or refused, without good cause, to continue his/her employment. See 
ESPHB Chapter 18 for additional information. 

  
When a 
customer’s 
hours drop  

If/when a customer is no longer working enough hours to meet Federal 
participation requirements (20/30/35 hours per week), the ESS must enroll 
the customer in concurrent activities. The ESS will first call the customer, if 
the ESS is unable to contract the customer by phone, s/he will set an 
appointment to meet with the customer. The appointment is scheduled to be 
completed within ten (10) calendar days. This must take place as soon as 
possible in order to meet work participation requirements.   
 
Noncompliance may be initiated when the ESS has knowledge the customer 
failed or refused, without good cause, to continue his/her employment at the 
same level of earnings.  See ESPHB Chapter 18 – Noncompliance for 
additional information. 
 
The ESS will not complete a new WTW 2 as long as the customer’s hours of 
employment do not fall below hours needed to meet Federal participation 
requirements. 
 
The ESS will notify the Child Care worker (within 24 hours) via e-mail if 
employment hours change because 

 
Note: All hours of employment must be entered on the Employment Detail 
page, and the ESS must Journal all case actions. 

Continued on next page 



ESPHB #0237 (08/11) EMPLOYMENT 15-32 

Monitoring the Employed Customer, Continued 

 
When a 
customer is 
discontinued 
from 
CalWORKs due 
to earnings 

When a customer is discontinued from CalWORKs due to earnings, the ESS 
will discontinue the case.  

  
Journal entries The ESS will complete a Journal entry for all actions taken when monitoring 

an employed customer’s case.  
 
The Journal short description will contain a brief, precise introduction to what 
the Journal entry contains and the long description will contain full 
information.  
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Chapter 16 

Education and Training 

Chapter Overview 

  
Introduction Education and training may be included as approved activities in a 

customer’s Action Plan whenever the results of an Assessment indicate that 
the customer lacks the basic skills or education necessary to obtain or retain 
employment. 

     
References The following references pertain to this Chapter: 

 
 EAS 42-714.3(h) 
 EAS 42-716.111(k)(l)(m) 
 EAS 42-716.2 
 ACL 06-06 
 ACL 06-09 
 ACL 07-03 
 ACL 07-05 

  
SIPs Policies and procedures for Self-Initiated Education and Training Programs 

(SIPs) are discussed in that chapter of this Handbook. 
 
Customers who are enrolled in ABE/GED/ESL programs at the time of 
Appraisal are not considered SIPs; these activities may be included in the 
customer’s Action Plan under certain conditions explained later in this 
chapter. 

  
Teen 
participation 

Participation requirements for teens who do not have a GED or equivalent, 
and who are not eligible to participate in the Cal-Learn program, are 
discussed in the Teen Participation Chapter. Cal-Learn participation 
requirements are discussed in that chapter of this Handbook. 

Continued on next page 
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Chapter Overview, Continued 

 
In this chapter This Chapter contains the following sections: 
 

Topic Section See Page 
Education/Training General Information A 16-3 
Community Resources B 16-33 
GED Testing C 16-40 
ESP-Contracted Collaborators D 16-48 
Community Colleges E 16-59 

 
Forms 
summary 

The table below summarizes various forms referenced in this chapter.  All 
forms are available within the C-IV system or from the forms link at the on-
line ESHB in the HSS website: 

http://hssnet/handbooks/ESPolicy/default.htm. 
 

Form # Title 
ABCDM 228 Applicant’s Authorization for Release of Information 
ESP 019 Memo to Service Providers 
ESP 735 Education/Training Progress Report 
ESP 735.2 Attendance Report 
ESP 772.4 A Individual Education Plan 
Plan 102 CIV Progress and Attendance 
Plan 107 CIV Action Plan 
Plan 109 CIV Referral to Activity 
WTW 2 Activity Assignment 
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Section A 

Education/Training General Information 

Overview 

  
Introduction This section provides general information about education and training 

activities. 

  
In this section This section includes the following topics: 
 

Topic See Page 
Definitions 16-4 
Education Directly Related to Employment 16-6 
Job Skills Directly Related to Employment 16-7 
Limited-English-Proficient Customers 16-10 
Learning Disabilities 16-12 
Department of Vocational Rehabilitation 16-14 
Participation Requirements 16-15 
Attendance Policy 16-20 
Study/Homework Time 16-22 
Holidays and Excused Absences 16-27 
Supportive Services 16-29 
Noncompliance 16-31 
Completion/Termination Actions 16-32 
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Definitions 

    
Introduction This section provides definitions for terms commonly associated with 

education and training activities. 

  
Education 
Directly Related 
to Employment   

Education Directly Related to Employment activity is for customers who 
have not received a high school diploma or its equivalent. It includes 
courses designed to provide skills and trainings for specific occupations or 
work settings. Education/courses that are assigned to the Education Directly 
Related to Employment activity include: 
 
 English-as-a-Second Language (ESL) - ESL instruction is designed for 

customers whose primary language is not English.  ESL is intended to 
enhance a customer’s reading, writing, speaking, and vocabulary skills in 
the English language. 

 Adult Basic Education (ABE) - ABE is remedial instruction that is 
designed to help customers upgrade both their reading and math skills. 
To be successful in ABE, a customer’s reading and math proficiencies on 
the Adult Basic Learning Examination (ABLE) test must be at least at a 
third grade level and below a ninth grade level. 

 General Educational Development (GED) - GED instruction is intended 
to help customers obtain a high school diploma equivalency certificate.  
To be successful in a GED program, a customer’s math and reading 
proficiencies on the ABLE test should be at a ninth grade level.   

 Vocational Education/Training – Vocational Education programs 
exceeding 12 months.  

   
Job Skills 
Directly Related 
to Employment 

Job Skills Directly Related to Employment activity includes training and 
education necessary for customers to obtain employment, advance, and/or 
adapt to a changing work environment.  Training and education courses that 
are assigned to the Job Skills Directly Related to Employment activity 
include: 
 
 ESP In-House Job Skills Directly Related to Employment – 

Curriculum designed to assist customers with job skills.  
 Literacy - Remedial instruction that is designed for customers whose 

reading score on the ABLE test is below a third grade proficiency level. 
 English-as-a-Second Language (ESL) - ESL instruction is designed for 

customers whose primary language is not English.  ESL is intended to 
enhance a customer’s reading, writing, speaking, and vocabulary skills in 
the English language. 

 Adult Basic Education (ABE) - ABE is remedial instruction that is 
designed to help customers upgrade both their reading and math skills. 
To be successful in ABE, a customer’s reading and math proficiencies on 
the Adult Basic Learning Examination (ABLE) test must be at least at a 
third grade level and below a ninth grade level. 

 Vocational Education/Training – Vocational Education/Training 
programs exceeding 12 months.  

Continued on next page 
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Definitions, Continued 

   
Vocational 
Education/ 
Training 

Vocational Education/Training must meet all of the following requirements: 
 
 Education or training at a college, adult school, vocational school or 

regional occupational program (ROP) that leads to employment, 
 Be on the List of Approved Education Training Programs for San 

Bernardino County. This list can be found in Chapter 7, Self-Initiated 
Education and Training Programs (SIP), in this Handbook, and 

 A program that leads to a degree/certificate. 
 

Note: When an education or training program is not included in the List of 
Approved Education and Training Programs, Employment Services Manager 
(ESM) approval is necessary prior to signing a WTW Activity Agreement 
(WTW 2). 
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Education Directly Related to Employment 

  
Introduction  Education Directly Related to Employment activity includes courses designed 

to provide skills and trainings for specific occupations or work settings.   

  
Education 
directly related 
to employment 

Education Directly Related to Employment is only for customers who do not 
have a High School Diploma or its equivalent and who are participating in: 
  
 Adult Basic Education (ABE), 
 English-as-a-Second Language (ESL), 
 General Educational Development (GED), and 
 Vocational Education/Training extending beyond 12 months.   

 
Note: These activities are not considered Self-Initiated Programs (SIPs). 

  
Counting hours Education Directly Related to Employment activities count towards state and 

federal WPR if combined with 20 hours of a core activity.  
 
See Chapter 14 – Welfare-to-Work for additional information on core/non 
core activities.  

     
Attendance  Attendance requirements are the same as all Education and Training 

activities.  See Attendance Policy in this Chapter.  

  
Participation  Participation requirements are the same as all Education and Training 

activities aside from the following:  
 
Exception:  The ES will count up to two months of participation for 
customers who regularly attend and participate in Education Directly Related 
to Employment (ESL, ABE, or GED only) but who do not make satisfactory 
progress.  During these two months, the ES must work with the customer to 
improve his/her progress. 
 
See Participation Requirements in this Chapter.  
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Job Skills Directly Related to Employment 

  
Introduction  Job Skills Directly Related to Employment activity includes training and 

education for job skills required by an employer to provide a customer with 
the ability to obtain employment or to advance or adapt to a changing work 
environment includes customized training for employment. 

  
Job skills 
directly related 
to employment  

Job Skills Directly Related to Employment includes customer’s who are 
participating in: 
 
 In-House Life Management Skills provided by the Department of 

Behavioral Health (DBH), 
 In-House Job Skills, such as resume and typing tutorials,  
 Literacy programs to prepare an individual for employment, 
 English-as-a-Second Language (ESL),  
 Adult Basic Education (ABE),  
 Vocational education and training beyond 12 months, and 
 Bachelor degree programs beyond the 12 months of allowable Vocational 

Education.  
 

Note: These activities are not considered Self-Initiated Programs (SIPs). 

  
Counting hours Job Skills Directly Related to Employment activities count towards state and 

federal Work Participation Rate (WPR) if combined with 20/30 hours of a 
core activity.  

  
Life 
Management 
Skills training 

Life Management Skills training facilitated by DBH: 
 
 Is provided in designated TAD district offices to assist customers with job 

skills and basic life skills.    
 Meets the requirements of a Job Skills Training Directly Related to 

Employment activity.  
 Is a separate activity from In-House Job Skills Training.  

 
Note: If a customer is enrolled in both Life Management Skills provided by 
DBH and In-House Job Skills, s/he will need to be enrolled in both activities 
in C-IV. 

Continued on next page 
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Job Skills Directly Related to Employment, Continued 

 
Referrals to 
Life 
Management 
Skills  

When an Employment Services Specialist (ESS) determines a customer 
needs Job Skills Related to Employment hours to meet weekly requirements, 
s/he follows the chart below to refer customers to Life Management Skills 
provided by DBH.  

 
Step Action 

1 Add the Job Skills Related to Employment activity by entering: 
 
 DBH as the provider on the Select Activity Page, 
 Category: WPR, 
 Type: Job Skills Training – Empl, and 
 Select the appropriate District Office. 

2 Complete Welfare-to-Work Plan (WTW 2) specifying number of 
hours needed per week (1 to 12). 

3 Give the customer an Attendance and Progress Report (ESP 733.4) 
with a due date of between the first (1st) and fifth (5th) calendar day 
of each month. 

4 Complete the Program Services Referral (HS 711.56) specifying in 
the Comments section “Life Management Skills” and the number of 
hours the customer will be attending per week. 

5 Complete an Applicants Authorization for Release of Information 
(ABCDM 228)  

6 Give the customer a Complaint and Grievance Procedure (HS 39) 
form to hand to the facilitator.  

7 Instruct the customer to attend the Life Management Skills activity 
at the assigned location. 

Note: This is an open entry/exit activity and customers may attend 
throughout the week to complete his/her required number of hours.  

 
Attendance Attendance requirements are the same for all Education and Training 

activities.  
 
 The ESP 733.4 form is completed for Life Management Skills Training by 

DBH staff.   
 Customers are responsible to submit this form to his/her ESS between 

the first (1st) and fifth (5th) calendar day of each month.   
 
Note:  See Attendance Policy in this Chapter. 

Continued on next page 
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Job Skills Directly Related to Employment, Continued 

 
Life 
Management 
Skills locations 

LMS training is available at the following locations. Trainings will be held 
throughout the day, between the hours of 8:30am through 4:30pm.  For 
specific days, see Resource Data Bank (RDB) or check with DBH. 

 
Locations 

Del Rosa TAD/ESP – 07 
Fontana ESP – 33 
Hesperia TAD/ESP – 08 
Needles 
Needles Center for Change 
300 H St. 
Needles, CA 92363 
(760) 326-4590  fax (760) 326-3154 
Rancho TAD/ESP - 25 
Redlands TAD/ESP – 04 
Victorville TAD/ESP – 18 

 
Participation  See Participation Requirements in this Chapter. 
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Limited-English-Proficient Customers 

    
Introduction This section provides information regarding customers whose primary 

language is other than English. 

  
Assigning 
customers to 
ESL 

When the results of an Assessment determine it is necessary and 
appropriate for a Limited-English-Proficient (LEP) customer to participate in 
English-as-a-Second Language (ESL) to remove barriers to his/her 
employment, the ESS must assign the customer to ESL.  

    
How ESL 
counts towards 
work 
participation 

ESL is a non-core activity and must be combined with at least twenty/thirty 
(20/30) hours per week of a core activity.  The hours a customer spends in 
ESL classes that are in excess of the non-core hours may be counted as 
core hours in certain situations.  See “Participation Requirements” later in 
this section. Core and non-core activities are explained in further detail in 
Chapter 14, Welfare-to-Work (WTW) Activities in this Handbook.   

  
ESL and 
concurrent 
activities 

The ESS must determine whether ESL alone, or in combination with other 
appropriate Welfare-to-Work activities, is the most effective approach for 
assisting an LEP customer to acquire sufficient English language and literacy 
skills that will enhance his/her ability to find self-supporting employment. 

  
Appropriate 
activity 
assignment 

Assignments of LEP customers to WTW activities must be based on an 
Assessment.   When determining appropriate activities for the LEP customer, 
the ESS should consider the following:   
 
 The appropriate assignment for LEP customers who lack basic job skills 

may be concurrent enrollment in ESL and a skills training program. 
 Regardless of which activity (ies) a mandatory LEP customer is enrolled 

in, s/he must satisfy the applicable CalWORKs 20/30/35-hour weekly, 
87/130/152-hour monthly participation requirement. 

Continued on next page 
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Limited-English-Proficient Customers, Continued 

 
Translated 
forms 

In an effort to provide better customer service to Limited-English-Proficient 
(LEP) customers, the California Department of Social Services (CDSS) 
provides translated forms and notices.  San Bernardino County has forms 
available and can provide them to customers who request written materials in 
languages such as: 
 
 Armenian 
 Korean 
 Lao 
 Spanish 
 Cambodian 
 Chinese 
 Russian 
 Vietnamese   
 
In addition, the C-IV system contains a number of forms and notices in both 
English and Spanish.  

  
Publication 13 Your Rights Under California Welfare Programs (PUB 13) is a brochure 

describing the rights of persons applying for, receiving, or who have received 
public assistance in California. 
 
A supply of English, Spanish, and (in some offices) Vietnamese brochures 
must be stocked in each office lobby area.  Every receptionist must keep a 
“master” for all other languages.  This publication is available in large print 
and is available on audiotape, upon request. 
 
The PUB 13 brochure is available through HS Forms Distribution Unit in 
English, Spanish and Vietnamese. 

  
ORHB Refer to the Operations and Reference Handbook (ORHB), Chapter C, for 

further information on serving LEP customers. 

  
PDD assistance Contact the appropriate Program Specialist (PS) in the Program 

Development Division (PDD) for assistance with forms or notices in 
languages other than English.  
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Learning Disabilities 

  
Introduction This section provides information about Learning Disabilities and how they 

may affect a customer’s participation in education and/or training activities.  
Further information about Learning Disabilities may be found in the 
Assessment/Learning Disabilities chapter of this Handbook. 

  
Screening for 
Learning 
Disabilities 

The Employment Services Specialist (ESS) takes the necessary steps to 
arrange a screening for a potential Learning Disability if s/he or an 
education/training collaborator suspects the customer may have a Learning 
Disability, or when the customer: 
 
 Requests a screening or self-identifies as having a suspected Learning 

Disability. 
 Fails to maintain satisfactory progress in an education or training activity.  
 Is in noncompliance or is sanctioned for failing or refusing to participate in 

an education or training activity. 

 
Customer 
declines 
screening 

When a customer declines a Learning Disability screening: 
 
 His/her Welfare-to-Work (WTW) activities and services will not be 

modified to accommodate any suspected Learning Disability.  
 S/he reads (with the ESS) and signs the WTW 17 Waiver of Learning 

Disability Screening and/or Evaluation Form. 
 S/he may request or be offered a Learning Disability screening at a later 

time.  

  
Diagnosed 
disability 

When a customer has a diagnosed Learning Disability, the Action Plan is 
modified to reflect necessary, reasonable accommodations based on the 
mutual agreement of the customer and the ESS.  
 
The ESS must add a Special Needs Flag in C-IV to any customer’s case that 
requires special needs accommodations.  

 Continued on next page 
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Learning Disabilities, Continued 

 
Examples The following examples show how the results of the Learning Disability 

Evaluation (LDE) affect the customer’s participation in education/training 
activities.  When the LDE recommends: 
 
1. More time is needed to complete training; the ESS and the customer will 

sign a new WTW 2 to extend the original end date agreed to in the 
current WTW 2 to allow additional time to complete the training program. 
The ESS updates the Journal and the activity accordingly.   

2. Remedial classes and tutoring, the hours of attendance in the remedial 
classes and tutoring count toward participation requirements. 

3. School attendance should be no more than 3 hours a day, the ESS 
creates a new Action Plan (Plan 107 CIV) and WTW 2, and the customer 
attends school for 15 hours a week and WEX for 17 hours a week. 

4. Can attend school for no more than 20 hours a week and not 
participating in any concurrent activities, the ESS will grant Good Cause 
for the remaining hours, and will update the Journal accordingly. 

 
Note:  When a customer signs a new WTW 2, the ESS will give the customer 
the ESP 735.2 Attendance Report, and the ESP 735.2 Cover Letter and 
explain how to complete the form.  
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Department of Vocational Rehabilitation 

  
Introduction This section provides information concerning customers enrolled in education 

or training through the Department of Vocational Rehabilitation. This section 
also contains Department of Vocational Rehabilitation referral information. 

  
Pre-enrolled 
customers 

When a customer is enrolled in a Department of Vocational Rehabilitation 
education or training program at the time s/he attends an Employment 
Services Program (ESP) Orientation/Appraisal: 
 
 The program is not considered a Self-Initiated Program (SIP) and does 

not have to meet SIP approval criteria. 
 The customer must provide verification of enrollment in the training or 

education program. 
 The customer does not attend Job Services as a first activity following 

Orientation/Appraisal if it conflicts with the Department of Vocational 
Rehabilitation program schedule.  

 The customer's Action Plan may be developed based on the Department 
of Rehabilitation Assessment recommendations. 

  
Referrals to 
Department of 
Rehabilitation 

Customers may only be referred to the Department of Vocational 
Rehabilitation when the referral is recommended by a Learning Disability 
Evaluation (LDE).  

 
 No formal arrangement for referral exists between ESP and the 

Department of Vocational Rehabilitation; however, the Employment 
Services Specialist (ESS) may assist the customer in arranging an 
appointment. 

 The ESS has the customer complete and sign the Applicant’s 
Authorization for Release of Information Form, ABCDM 228, so that 
necessary information can be exchanged between the two agencies. 

 
For the nearest Department of Vocational Rehabilitation visit their website at: 
www.rehab.cahwnet.gov. 
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Participation Requirements 

  
Introduction This section provides information about the participation requirements for 

those customers involved in education/training programs. 

  
Satisfactory 
participation 

Customers enrolled in activities must comply with certain standards for 
participation.  Satisfactory participation in an education or training activity 
includes regular attendance and satisfactory progress. 

 
Customers 
attending 
Education 
Directly Related 
to Employment 

For customers who regularly attend and participate in Education Directly 
Related to Employment (ESL, ABE, or GED only) but who do not make 
satisfactory progress, the ESS will: 
 
 Count up to two months of participation, and 
 Work with the customer to improve his/her progress during those two 

months.  
 
Note:  See Education Directly Related to Employment in this Chapter. 

 
Monthly/Weekly 
participation 
requirements 

Participations requirements for mandatory CalWORKs customers are: 

 
If household consists 

of… 
Then the customer must participate in  

Welfare-to-Work activities… 
 An adult in a single-

parent family with all 
children 6 and older,  

 A two-parent family in 
which one parent is 
WEI excluded from 
participation. 

 130 hours per month/30 hours per week 
must be in a core activity to meet Federal 
participation requirements. 

A single custodial parent 
with a child under six 
years old, 

87 hours per month/20 hours per week in a 
core activity. 

A two-parent family, even 
if one parent is in exempt 
status. 

 152 hours per month/35 hours a week.  
 Both parents may contribute to the 35-

hour requirement.  
 One parent must participate in core 

activities for a minimum of 130 hours per 
month/30 hours per week to meet Federal 
participation requirements. 

Continued on next page 
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Participation Requirements, Continued 

 
Federal WPR Hours spent in Vocational Education and Training activities past the 

12-month cumulative core activity time limit will not count towards Federal 
WPR.  To meet Federal WPR the customer would need to complete one of 
the following: 
 
 Job Skills Training Directly Related to Employment or Education Directly 

Related to Employment activity, and 
 20 hours of a Federal core activity for a single parent or all families case, 

or 
 30 hours of a Federal core activity for a two-parent family. 

 
Note:  See Chapter 14, Welfare-to-Work Activities for additional information. 

 
Exceptions to 
core hourly 
requirements 

Hours spent in specified education activities in excess of those that can be 
accomplished within the non-core activity hours can count as core hours if 
they meet certain conditions. Specified education activities include: 
 
 Hours spent in classroom,  
 Laboratory and internship activities in adult basic education,  
 Job skills training directly related to employment, and  
 Education directly related to employment programs.  
 
The following criteria must be met in order to allow the above to count as 
core hours: 
 
1. The County has determined that the program leads to a self-supporting 

job. 
2. The customer is making satisfactory progress. 
3. The customer does not possess a baccalaureate degree unless s/he is 

pursuing a California regular classroom teaching credential. 
4. The program is on the County list of programs that the County and local 

agencies agree will lead to employment; this list can be found in 
Chapter 7, Self-Initiated Program, in this Handbook. 

Continued on next page 
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Participation Requirements, Continued 

 
Example A customer must participate in a minimum of 20 hours of core WTW activities 

and must also participate in additional core or non-core activities to satisfy 
the 32/35 hour weekly participation requirement. In certain exceptional 
situations non-core activities may be counted as core activities for 
State WPR.  The following example will explain this. 
 
The ES has determined 20 hours of participation in a job skills training 
program (meeting all criteria listed above) is necessary for the customer to 
obtain a self-supporting job.  The customer is also performing community 
service for 12 hours.   
 
The following table represents how activity hours are calculated for the above 
example. 

 
Activity Hours Core 

(minimum of 20 hrs. required) Non–Core Non–Core hours 
(that count as core hours) 

Job Skills Training (20)  12 8 
Community Service (12) 12 X X 
Hours needed Customer meets State WPR, but not Federal WPR 

 
Note:  Only the hours in excess of the non-core (12) hours can be counted 
as core hours of participation for the specified vocational education activity.  

 
Learning 
Disabilities 

A LDE may recommend that a customer who has a diagnosed Learning 
Disability participate fewer hours than the State required 20/30/35 hours per 
week; 87/130/152 hours per month – a common accommodation for 
customers involved in an education program. 
 
 If possible, the ESS should backfill with other activities that support the 

customer’s employment goals and are consistent with the LDE and 
Action Plan; remedial classes and/or tutoring are possible activities. 

 If the backfill option is not feasible, the ESS may determine good cause 
for allowing fewer hours of weekly participation. 

Continued on next page 
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Participation Requirements, Continued 

 
Exempt 
volunteers 

Any customer who is eligible for an exemption may volunteer to participate in 
WTW activities.  An exempt customer: 
 
 Is allowed to volunteer to participate in whatever activities are established 

in his/her personalized WTW plan. 
 Does not lose his/her reason for exemption by participating in ESP 

activities. 
 Is provided necessary supportive services. 
 Is placed in an “Active-Enrolled” WTW status with a “Yes” on the 

Volunteer indicator on the Work Registration Detail Page in the C-IV 
system. 

 
Note:  Attendance must be entered in C-IV for volunteers.  See C-IV User 
Guide, Activity Attendance, for information.  

 
Activity 
availability 

To help San Bernardino County meet the Work Participation Rate (WPR), it 
is imperative that customers transition from one activity to the next as quickly 
as possible.  If the start date of the desired education/training activity is not 
available within a reasonable time frame, refer the customer to the next 
appropriate activity based on his/her Action Plan in the interim. For example, 
a period of job search (if customer has not used the 12-week limit during the 
preceding 12-months) or Community Service, if appropriate. 

 
Length of 
education or 
training 
program 

Customers can participate in education/training activities if the education/ 
training program is needed for them to be employable.  Only the first 12 
cumulative months of the education/training activity during the customer’s 
time on aid is counted towards the Federal WPR.  
 
Any month in which Vocational Education/Training is combined with 20/30 
hours of a core activity will not count towards the 12-month cumulative core 
activity time limit for State WPR only.  During the monthly case review, the 
ESS must include in their Journal entry whether or not the month in review is 
countable towards the 12-month cumulative core activity limit for State WPR. 

Continued on next page 
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Participation Requirements, Continued 

 
Length of 
education or 
training 
program 
(continued) 

All Vocational Education/Training programs beyond 12 months will require 
the ESS to change the customer’s activity to Education Directly Related to 
Employment or Job Skills Directly Related to Employment following the steps 
below: 

 
Step Action 

1 Review the customer’s 12 month cumulative Vocational 
Education/Training time limit using C-IV. 

2 Has the customer used his/her Vocational Education/Training time 
limit? 
 
If customer… Then the ESS… 
Has not used his/her 12 
cumulative months of 
Vocational Education/Training 
for Federal WPR, 

Has the customer continued in 
the Vocational 
Education/Training activity. 

Has used his/her 12 
cumulative months of 
Vocational Education/Training 
and the activity no longer 
counts towards Federal WPR, 

 Closes the customer’s 
Vocational 
Education/Training activity 

 Opens the customer’s 
activity as: 
 Education Directly 

Related to 
Employment, or 

 Job Skills Directly 
Related to 
Employment, 

 Enrolls the customer for 
20/30 hours per week of a 
Core activity, and 

 Has the customer signed a 
new WTW 2. 

  
3 Journals all actions in C-IV. 

 
Education/ 
training and 
WEX or 
Community 
Service 

When Work Experience (WEX) or Community Service is used as a core 
activity in combination with an education/training activity, the ESS must use 
the WEX/Community Service Hours Calculation page in the C-IV system to 
determine the maximum allowable hours the customer can be assigned. 
 
If the WEX/Community Service calculation is below 20/30 hours per week, 
refer to the Calculating and Deeming (Counting) Unpaid Work Experience 
(WEX)/Community Service Hours section in Chapter 17 of this handbook. 
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Attendance Policy 

 
Introduction This section provides information about the Employment Services Program 

(ESP) attendance policy for education and training activities. 

  
Attendance 
policy 
statement 

Attendance must be verified monthly.  The Employment Services Specialist 
(ESS) is required to obtain attendance verification between the first (1st) and 
fifth (5th) calendar day of each month and review the total monthly hours of 
participation.    
 
When reviewing the case to verify attendance, the ESS will determine the 
appropriate action by using the chart below: 

 
If attendance is… Then the ESS will… 

Not received by the fifth (5th) 
calendar day of the month, 

Initiate Noncompliance process. See 
Chapter 18, Noncompliance, in this 
Handbook. 

Received by the fifth (5th) 
calendar day of the month and 
meets participation requirements, 

 Enter attendance in the Activity 
Progress Detail page in C-IV. 

 Image the attendance verification. 
 Journal actions taken. 

Received by the fifth (5th) 
calendar day of the month and 
does not meet participation 
requirements, 

 Enter attendance in the Activity 
Progress Detail page in C-IV. 

 Initiate Noncompliance process. 
 Image the attendance verification. 
 Journal actions taken. 

 
Attendance and 
the Voc Ed time 
clock 

The ESS will enter monthly attendance for all Vocational Training activities in 
the C-IV system using documented verification. 

 
If attendance is… Then the C-IV system will… 

Entered in the Vocational 
Education (Voc Ed) activity, 

Count the month of attendance in the  
12-month time limit clock. 

Not entered in Voc Ed activity, Not count the month in the 12-month time 
limit clock. 

 
If the ESS does not want a month in Voc Ed to count towards the customer’s 
12-month time clock because the customer met Work Participation Rate 
(WPR) with another activity, s/he can have her/his Supervising Employment 
Services Specialist I (SESS I) un-tick the month on the Voc Ed Track Detail 
page. See C-IV User Guide-Activity Attendance. 

Continued on next page 
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Attendance Policy, Continued 

 
Verifying 
attendance 

Attendance must be verified monthly. The Attendance Report (ESP 735.2), 
the Progress and Attendance Report (Plan 102 C-IV), or the Attendance and 
Progress Report (733.4) are used to verify attendance for customers 
attending any non-contracted education activity.   
 
The customer will return the form between the first (1st) and fifth (5th) 
calendar day of the following month. The customer may use other verification 
in place of the ESP 735.2 Attendance Report, but the attendance verification 
must include (as specified in the ESP 735.2 Cover Letter): 
 
 Customer Name 
 CalWORKs Case Number or 
 Customer phone number,  
 Customer’s Date of Birth 
 Employment Specialist’s Name 
 Name of School 
 Address and Phone Number of School 
 Classes Attended 
 Days and Hours of Attendance  
 Professor/Provider Signature and Date 
 Customer’s Signature and Date 
 
Attendance must be updated monthly in the C-IV system (see C-IV User 
Guide, Activity Attendance).   

 
Note:  ESS can use a printout from the web advisor or college blackboard for 
on-line courses as long as the printout contains all the required information to 
verify attendance.   

 
Examples of 
excused 
absences 

Good Cause is explained in detail in the Noncompliance chapter of this 
Handbook.  Some examples of excused absences include, but are not limited 
to: 
 
 Medical problem (serious illness or hospitalization of customer, 

customer’s child, spouse, or other close relative) 
 Legal issue (jury duty, court date, incarceration, etc.) 
 Family crisis (death in family, Domestic Abuse issue, etc.) 
 Supportive service issue (lack of child care, transportation) 
 CalWORKs required meeting 
 Job Interview 
 
The ESS requires the customer provide documentation supporting excusal of 
the absence, images, and Journals the receipt of this documentation. 
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Study/Homework Time 

 
Introductions This section provides information regarding study/homework time for 

customers in Education and Training activities.  

 
Study/ 
homework time 

Study or homework time (study/homework time) is the time required outside 
of the regular class period to complete assignments.    
 
Supervised and unsupervised study/homework time may count towards the 
weekly participation requirement when combined with the following 
educational activities for in-person and/or on-line curriculum: 
 
 Vocational Education and Training  

 Core activity for up to 12 months. 
 Job Skills Training Directly Related to Employment 

 Core activity when combined with 20/30 weekly, 87/130 monthly 
hours in a different core activity. 

 Education Directly Related to Employment (use only when no High 
School Diploma or equivalent) 
 Core activity when combined with 20/30 weekly, 87/130 monthly 

hours in a different core activity. 
 

Note:  Total supervised and unsupervised study/homework time hours 
cannot exceed the hours required or advised by the educational provider.   

 
Unsupervised 
study/ 
homework time 
verification 

Verification for unsupervised study/homework time must include a written 
statement from the educational program indicating the amount of 
study/homework time required (i.e. school/provider catalog of recommended 
unsupervised study time hours or a written statement from the instructor, 
counselor, authorized administrative staff, or educational program 
administrator).    

Continued on next page 
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Study/Homework Time, Continued 

 
Unsupervised 
study/ 
homework time 
education 
program 
verification 

School/provider study/homework time expectations will be in order of 
school/provider name and placed in the subfolder named ‘Study/Homework 
Time’ in the ‘WPR Verification Folder’ on the 
‘HSSserver235\WPRVerifications’ by PDD. 
 
The ESS will look in the ‘WPR Verification Folder’ and follow the chart below. 

 

If the ESS … Then the ESS will … 
Finds the needed 
verification from the 
school/provider, 

Document this in a Journal entry, and 
Add study/homework hours on the Activity Detail 
page.  

Does not find the 
required 
documentation 
needed to count 
study/homework 
time, 

 Request the information via the Educational 
Provider Unsupervised Study/Homework Time 
Expectations – ESP 738.1 to be completed, 
signed and dated by the school/provider,  

 Send the verification to PDD, mail code #0079, 
Attention WTW Program Specialist (PS) so they 
can image it into the ‘WPR Verification Folder,’ 
and Journal actions taken. 

 
 Documentation for unsupervised study/homework time must be on-file 

BEFORE the ESS can count hours of participation for study/homework 
time. 
 
For additional information on the ‘WPR Verification Folder’ see ESPHB 
Chapter 14 – Welfare-to-Work Activities. 

Continued on next page 
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Study/Homework Time, Continued 

 
Supervised 
study/ 
homework time 
verification 

Verification for supervised study/homework time (I.e. labs and tutorials) must 
include:  
 
 Written statement from the educational program indicating the amount of 

study/homework time required, and  
 Monthly Verification of actual hours in a time sheet format including: 

 Name of customer 
 Supervised study time hours, 
 School/provider name 
 Name and telephone number of person verifying hours 
 Signature, and dated by the education program person verifying 

hours 
 Imaged attendance verification into C-IV 

 
 

Total study/homework time hours cannot exceed the hours required or  
advised by the educational provider.   
 
The customer may use the ESP 735.2 Attendance Report to verify 
supervised study time hours. The ESP 735.2 and Forms and Procedures 
(F&P) guide are available on-line under TAD Catalog, Employment Services.  
 
The ESS will image documentation on school/provider study/homework 
expectations and attendance in C-IV.   

Continued on next page 
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Study/Homework Time, Continued 

 
Counting 
study/ 
homework time 
hours 
examples 

See the table below for examples of study/homework time verification and 
how to count the time.  
 

 
If the study time 

is… 
And the verification is… Then… 

Unsupervised, Written statement from the 
educational program 
advising the amount of study 
time is 30 minutes for each 
one (1) hour of class time, 
 
 

Allow 30 minutes for each 
hour of verified class 
time.  
 
Note:  If the education 
program advises less than 
one (1) hour for 
unsupervised study time, 
count the time stated by 
the program. 

Written statement from the 
educational program 
advising the amount of study 
time is two (2) hours for 
each hour of class time,  

Allow one (1) hour for 
each hour of verified 
class time. 
 
Note:  If the education 
program advises more 
than one (1) hour for 
unsupervised study time, 
count a maximum of one 
(1) hour for each hour of 
class time. 

Supervised study 
time, 

Written statement from the 
educational program 
advising the amount of study 
time is two (2) hours for 
each hour of class time. 

Allow the actual hours of 
verified study time.  
 
Note:   Supervised study 
time is not related to a 
recommended or specified 
number of hours for each 
class. 

Monthly attendance 
verification of hours due 
between the first (1st) and 
fifth (5th) calendar day of 
each month is two (2) hours 
for each hour of class time. 

 
Note:  Documentation for study/homework time must be on file before the 
ESS can count hours of participation towards the customer’s weekly/monthly 
participation requirement. 
 
Refer to the Unsupervised study/homework time education program 
verification section in this chapter for specific information.  

Continued on next page 
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Study/Homework Time, Continued 

 
Entering study 
time hours in 
C-IV 

Study/homework time must be added to the hours of attendance entered on 
the Activity Progress Detail page.   
 

Example:  A customer attends his/her Voc Ed activity three days a 
week, Mondays, Wednesdays, and Fridays for four (4) hours and an 
additional four (4) hours of supervised study time on the same days; 
the ESS will enter eight (8) hours for each day the customer attended 
his/her supervised study time for the Voc Ed activity.  

 
Study time hours must be listed in the Comments section of the WTW 2.   
See the Forms & Procedures Guide for the WTW 2 for additional information. 
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Holidays and Excused Absences 

 
Introduction This section contains information regarding holidays and excused absences 

for customers participating in Education/Training activities. 

 
Holidays and 
excused 
absences  

Customers attending an education/training program may be excused for a 
short absence. Customers who are frequently absent should be counseled 
by the Employment Services Specialist (ESS) and encouraged to find ways 
to handle such problems. 
 
The customer is allowed to use ten (10) holidays, and 80 hours of excused 
absences per year; with a limit of 16 hours of excused absences in a month. 
The ten (10) holidays are: 
 
 New Year’s Day 
 Martin Luther King Day 
 Washington’s Birthday (President’s Day) 
 Memorial Day 
 Independence Day 
 Labor Day 
 Veteran’s Day 
 Thanksgiving Day 
 Day after Thanksgiving 
 Christmas Day 
 
In order to count an excused absence as actual hours of participation, the 
individual must have been scheduled to participate in an education/training 
program for the period of the absence reported as participation. 

 
Coding of 
holidays and 
excused 
absences in 
unpaid 
activities 
 

The ESS will code Holidays and excused absences in  education/training 
activities as follows: 
 
 Enter holiday and excused absence hours for  activities on the Activity 

Progress Detail page under Activity Progress History, 
 Enter whether holiday or excused absence under comments section 

(for example: May 28th  was Memorial Day holiday, eight (8) hours of 
participation entered), and 

 Create a Journal entry documenting the reason for the excused absence    
or holiday. 

 Image any documentation received from the customer. 
 
The ESS will code in C-IV only the excused absence/holiday hours the 
customer was scheduled to participate in the activity on the day of the 
absence. Study/homework hours will not be coded for the day the excused 
absence occurred. 

 
Note: C-IV tracks holiday and excused absence hours. 

Continued on next page 
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Holidays and Excused Absences, Continued 

 
Verification of 
absences in 
unpaid 
activities 
 

The ESS must obtain verification of absences in unpaid activities and Journal 
all information relating to absences. 
 
Excusable absences include, but are not limited to: 
 
 A family crisis, such as the death, serious illness or death of a spouse, 

parent, or child; three (3) -day limit without Supervising Employment 
Services Specialist I (SESS I) approval. 

 Inclement weather or other act of nature that precludes travel to the 
activity. 

 A breakdown in childcare or transportation arrangements and alternative 
arrangements are not immediately available. 

 Legal issue (jury duty, court date, incarceration, etc.) 
 CalWORKs (CW) required meeting 
 Job Interview 

 
Vacations Customers in Welfare-to-Work (WTW) do not receive excused absences for 

vacation time. 
 
Mandatory customers are required to participate in WTW for the required 
number of hours per week/month. 

 
Semester 
breaks 

Customers must be scheduled for another activity during semester breaks. 
Do not use semester breaks as excused absences. These hours may need 
to be used for other excused absences during the year.  
 
Refer to chapter 14 in this handbook for more information regarding 
semester breaks. 
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Supportive Services 

  
Introduction This section provides information about the supportive services available to 

customers enrolled in approvable activities to allow them to participate in 
education and/or training activities. 

  
Types of 
supportive 
services 

Customers are eligible to receive the necessary supportive services that will 
enable them to successfully participate in, and complete, their approved 
education or training activities.  Supportive services include: 
 
 Child care 
 Transportation 
 Ancillary  

 
Note:  When a customer is referred to an ESP-contracted collaborator, most 
training-related ancillary expenses are included in the contracted cost of the 
training.  The SESSI (Supervising Employment Services Specialist I) may 
contact the designated Program Specialist (PS) in the Program Development 
Division (PDD) for clarification. 

 
Required 
courses 

Supportive services may only be authorized for those classes that are 
required for completion of the customer's approved education or training 
program, or recommended as a reasonable accommodation for persons with 
diagnosed learning or other disabilities. 

    
Financial aid Customers are expected to apply for campus-based financial aid, including 

fee waivers, grants, and scholarships, whenever it is available to them. 
Customers are not required to apply for student loans to pay for their 
education or training expenses. 

 
Avoiding 
duplication of 
services 

Customers may be attending education/training programs where they can 
receive specific financial help.  Community colleges have programs (e.g., 
CalWORKs, EOPS, CARE) that may help with certain supportive services.  
Communication between the agencies is essential to ensure supportive 
services are not duplicated.  The community college CalWORKs Coordinator 
can help facilitate information exchange in this area. See CalWORKs 
Coordinator list, later in this chapter. 

Continued on next page 
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Supportive Services, Continued 

 
Tuition When a customer is referred to an ESP–contracted provider, tuition fees are 

included as part of the contracted cost of the education/training. 
 
Tuition and school fees in the nature of tuition cannot be approved as 
CalWORKs ancillary expenses.  An ancillary voucher should not be 
completed for tuition costs or school fees in the nature of tuition associated 
with: 
 
 Non-contracted education or training  
 Approved or unapproved SIPs 
 Education or training that has been denied as a Self-Initiated Program 

(SIP) and approved as a Post-Assessment activity 
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Noncompliance 

  
Introduction This section provides information regarding noncompliance.  Further 

information regarding Noncompliance may be found in the noncompliance 
chapter of this handbook. 

  
Reasons for 
Noncompliance 

Noncompliance procedures will be initiated when a customer: 
 
 Fails to sign a WTW 2 for the next activity in his/her Action Plan. 
 Fails to make satisfactory progress in an education or training program 

and s/he: 
 Does not have a diagnosed Learning Disability and declines a 

Learning Disability screening, or 
 Does not have other good cause reasons. 

 Is not attending the scheduled weekly/monthly hours for the education or 
training activity and the: 
 ESS has not excused the absences, and 
 The customer declines a Learning Disability screening, or 
 S/he has already had a screening that did not indicate Learning 

Disabilities. 
 Fails to provide attendance verification by the fifth (5th) calendar day of 

the month.  

  
Good Cause Customers may have good cause reasons, as defined in the noncompliance 

chapter of this Handbook, for not attending and/or making satisfactory 
progress in an education or training program.  Customers in good cause 
status will not be placed in noncompliance status.  

 
Compliance 
plan 

The compliance plan for a customer who fails to comply with attendance or 
progress requirements for an education or training activity without good 
cause may require his/her satisfactory attendance and/or progress in the 
same education or training activity. 
 
If the education or training is no longer an appropriate activity, and the ESS 
and the customer agree, the compliance plan will require satisfactory 
attendance and/or progress in a different activity. 
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Completion/Termination Actions 

 
Introduction The following section will cover actions an Employment Services Specialist 

(ESS) must take when a customer stops attending an education or training 
activity. 

  
When the 
activity ends 

When an ESS learns a customer has stopped attending an education or 
training activity, the ESS takes the following steps: 

 
Step Action 

1 Closes the activity with the appropriate status/status reason. 
2 Issues NOAs to terminate Supportive Services, if applicable. 
3 Notifies the collaborator, via the ESP 019, the customer is dropped 

from a contracted education or training program before s/he 
completes it. 

4 Begins the noncompliance process. See Chapter 18, 
Noncompliance, in this handbook. 
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Section B 

Community Resources 

Overview 

  
Introduction This section provides information about community resources that may be 

available to the customer for education/training services. 

 
In this section This section includes the following topics: 
 

Topic See Page 
General Information 16-34 
Pre-Enrolled ABE/GED/ESL 16-37 
Job Corps 16-38 
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General Information 
 

Introduction This section provides general information regarding community resources for 
education and training services. 

 

When to use 
community 
resources 

Contracted education/training providers meeting the customer’s needs may not 
be available.  For that reason, Employment Services Specialists (ESSs) are 
encouraged to direct customers to education/training opportunities that may be 
available through various community resources.  

 

Note:  A Referral to Activity Form (Plan 109 CIV) is not used when customers 
are directed to agencies that do not contract with Employment Services Program 
(ESP). 

 

Types of 
community 
resources 

Community education and training resources include, but are not limited to: 
 

 Library literacy programs 
 Colleges and/or community colleges 
 Regional Occupational Programs (ROP) 
 Department of Vocational Rehabilitation 
 Adult education programs with local school districts

 

Tuition Tuition costs for agencies that do not have a contract with ESP are not an 
allowable CalWORKs expense and cannot be paid through ancillary vouchers. 

 

Confidentiality When a customer is enrolled in an education or training program, a signed 
Applicant’s Authorization for Release of Information (ABCDM 228) must be on 
file before the ESS may exchange any information about the customer with the 
agency. 

 

Attendance 
review 

A CalWORKs customer's attendance in a non-contracted education or training 
activity must be monitored and entered in C-IV monthly. 
 

The customer will submit proof of attendance via the ESP 735.2, Attendance 
Report, the ESP 733.4, Progress and Attendance Report, or the Plan 102 
C-IV, Progress and Attendance report, due between the first (1st) and the fifth 
(5th) calendar day of the following month. 
 

The customer may use other verification in place of the ESP 735.2 Attendance 
Report, but the attendance verification must include (as specified in the ESP 
735.2 Cover Letter): 
 

 Customer Name 
 CalWORKs Case Number or 
 Customer phone number,  
 Customer’s Date of Birth 
 Employment Specialist’s Name 
 Name of School 
 Address and Phone Number of School 
 Classes) Attended 
 Days and Hours of Attendance  
 Professor/Provider Signature and Date 
 Customer’s Signature and Date

Continued on next page 
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General Information, Continued 

 

On-line courses On-line courses are approvable as part of a Vocational Education and 
Training as long as they are through a school or college that will verify 
time and attendance, and all approval conditions are met. 

 

Progress 
reviews 

A customer's progress with a non-contracted education or training agency 
should be evaluated at least every three months and at the end-of-term 
review during scheduled instruction via the Education/Training Progress 
Report (ESP 735) or the collaborator's form.  
 
Contracted providers must provide progress reports monthly.  

 

End-of-term 
review 

When an end-of-term review is due, the ESS will request verification of 
progress, in addition to the monthly attendance report before approving the 
next school term. The ESS takes the following actions. 

 
Step Action 

1 Sends an ADM 102 CIV – Appointment Letter and requests: 
 
 Grades or transcripts for each required course from the previous 

term 
 Class schedule for the next quarter or semester 
 Verification of enrollment in campus-based concurrent activities 

for the next school term, if appropriate. 
2 Reviews the grades or transcripts the customer provides to 

determine if s/he maintained satisfactory progress in as fulfilling all 
conditions imposed by the school/institution offering the program in 
order to maintain current academic enrollment status for the 
required courses. 

3 Takes appropriate action based on review of the progress reports to: 
 
 Approve continued participation in the Education and Training 

activity. 
 Have the customer sign a WTW 2 if the activity location or 

schedule of classes change,  
 Arrange participation in concurrent activities, and/or 
 Re-assess the customer’s supportive service needs,  

 Evaluate for good cause/exemption, if appropriate. 
 Initiate noncompliance, if appropriate. 

4 Sets a new task.  
5 Completes a Journal entry covering the specifics of the review.  

 
Note: If a customer fails a class and wants to re-enroll in the same class for 
the next term, the ESS does not have to approve it; unless there is 
documented verification s/he has a learning disability.  

Continued on next page 
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General Information, Continued 

 
Measuring 
progress 

A customer's progress in a non-contracted education or training activity is 
determined by the collaborator and based on the collaborator's standards.  A 
collaborator's rating of: 
 
 Excellent, Good, Fair, or Satisfactory progress is considered satisfactory 

progress. 
 Poor, Unsatisfactory progress is considered unsatisfactory progress.  

 
Progress 
evaluation 
appointment 

The ESS should schedule a progress evaluation appointment whenever the: 
 
 Progress report indicates a customer has not met progress requirements, 

or 
 Collaborator notifies the ESS a customer is not able to benefit from the 

education or training program due to a suspected learning or other 
disability.   

 
Results of the 
progress 
evaluation 

Based on the results of the progress evaluation, a customer not making 
satisfactory progress may be: 
 
 Offered a Learning Disabilities screening/evaluation 
 Given the chance to remain in the current education/training program 
 Transferred to a different education/training program  
 Transferred to a new activity 
 Exempted or placed in good cause if barriers exist that cannot be easily 

removed 
 Placed in Noncompliance 

 
Documentation  Progress evaluation determinations must be: 

 
 Recorded via a Journal entry in the C-IV system, 
 Monthly for contracted providers, and  
 Every three months for customers attending activities with non-contracted 

providers. 
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Pre-Enrolled ABE/GED/ESL 

 
Introduction This section provides information regarding customers who, at the time they 

attend Orientation/Appraisal (O/A), may already be enrolled in an Adult Basic 
Education (ABE), General Educational Development (GED), English as a 
Second Language (ESL) or Literacy program. 

 
Note:  These activities are not considered Self-Initiated Programs (SIPs). 

  
Program 
approval 

A pre-enrolled ABE, GED, ESL or Literacy program may be included in a 
customer's Action Plan when an Employment Services Program (ESP) 
Assessment indicates that the customer needs the education to obtain or 
retain employment. 

  
Participation 
requirements 

Adult Education programs are considered non-core activities.  Participation 
hours in these types of activities are usually combined with at least 20/30 
hours per week of participation in core activities.  Exceptions to core hourly 
requirements were noted earlier in this chapter under map title: Participation 
Requirements.   

 
Confidentiality When a customer is enrolled in any education program, a signed 

Authorization for Release of Information (ABCDM 228) must be on file before 
the Employment Services Specialist (ESS) may exchange any information 
about the customer with the agency. 

 
Sequence of 
activities 

Customers who are pre-enrolled in Adult Education programs need to attend 
an ESP Assessment in order to have the pre-enrolled activity included in 
their Action Plans; these customers may deviate from the usual sequence of 
activities. 
 
Mandatory customers who do not attend Job Services as the first activity 
after O/A, and who are not meeting participation requirements through 
unsubsidized employment, must participate in Job Services concurrently 
with, or upon completion of, the approved ABE, GED, ESL or Literacy 
program. 
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Job Corps 

 
Introduction This section provides information regarding Job Corps as a community 

resource for customer searching for a suitable education/training program.   

 
Job Corps Job Corps is a no-cost education and career technical training program 

administered by the U.S. Department of Labor that helps people ages 16 
through 24 improve the quality of their lives through career technical and 
academic training.   

Inland Empire Job Corps provides academic and career training, courses in 
independent living, employability skills, and social skills.  Job Corps offers 
residential and non-residential programs.  An individual with children should 
apply for the non-residential program.   

Job Corps is a non-contracted provider.   

 
Age 
requirements 

The customer must be 16 years old through 24 years old to meet the age 
requirement of Job Corps.   

 
GED/high 
school diploma 

If the customer does not have his/her General Educational Development 
(GED)/high school diploma, Job Corps goal is to ensure every qualified 
student obtain his/her GED/high school diploma prior to leaving the center.   

 
Career training Job Corps career technical training includes the following vocational trades: 

 Business Office Technology, 
 Carpentry, 
 Culinary Arts, 
 Electrical, 
 Health Occupations, 

 Certified Nursing Assistant (CNA) 
 Medical Assistant (MA) 
 Pharmacy Technician 

 Landscape,  
 Plumbing, 
 Tile Setting, and 
 Welding.   

Continued on next page 
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Job Corps, Continued 

 
Benefits Job Corps offers the following benefits to each customer: 

 
 Living allowance, 
 Housing, 
 Meals, 
 Wellness Center, 
 Graduate benefits, 
 Career Training, 
 Recreation, and 
 Safe environment.   

 
Orientation Job Corps orientations are held at the location listed below at 1:00 p.m. on 

Tuesdays.  No appointment is necessary.  For more information contact an 
admissions counselor at (800) 733-5627.   

 
Contact 
information 

Inland Empire Job Corps contact information: 
 
Location address: 
3173 Kerry Street  
San Bernardino CA 92427 

Mailing address: 
P.O. Box 9550 
San Bernardino CA 92427 

Phone number: 
(800) 733-5627 
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Section C 

GED Testing 

Overview 

  
Introduction This section provides information about General Educational Development 

(GED) testing requirements and GED testing locations. 

  
In this section This section includes the following topics: 
  

Topic See Page 
GED Testing Information 16-41 
GED Testing Locations 16-44 
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GED Testing Information 

 
Introduction This section provides information regarding General Educational 

Development (GED) testing. Customers who successfully complete GED 
testing will be awarded the California High School Equivalency Certificate. 

 
GED web site Information regarding GED testing is accessible through the State GED 

Office website at:  http://www.cde.ca.gov/ta/tg/gd/.  
 

Note:  Special needs and bilingual testing information can be found on the 
GED website. 

 
Test fees Testing Center fees include state and national fees, plus the cost of 

materials, the cost of scoring the essay portion of the test, and some of the 
costs of test administration. 
 
 Each testing site determines the fees to be charged for administering 

tests at that site. A list of GED test sites is provided later in this section. 
 Ancillary funds may be used to pay for the test and certificate fees. 

  
Testing 
requirements 

An applicant for GED testing must show proof of California residency and be: 
 
 18 years old or older, or within 60 days of his/her 18th birthday, or 
 Within 60 days of when the individual would have graduated from high 

school had s/he stayed in school, or 
 17 years old, have been out of school for at least 60 consecutive days, 

and present a written request for testing from the military, a prospective 
employer, or a post-secondary educational institution. 

Continued on next page 
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GED Testing Information, Continued 

 
Testing prior to 
18 years old 

Customers who pass the GED test at age 17 will not receive the certificate 
until their 18th birthday.  Instead, the examinee will receive a letter of intent 
stating that the certificate is being held until s/he turns 18 years old. 

  
Identification 
required to take 
the test 

All GED candidates requesting to take the GED tests must document identity 
with valid identification when they appear at the test center, both at the time 
of registration and at the time of testing.  Identification must be current and 
include the examinee’s name, date of birth, photograph, address and 
signature.  Acceptable identification includes: 
 
 Driver’s licenses issued by the Department of Motor Vehicles (DMV) 
 Identification cards issued by the DMV, the military, post-secondary 

schools, or by the U.S. or foreign governments 
 Passports issued by U.S. or foreign governments 

  
Accom- 
modations 
for disabilities 

Accommodations in testing are available for adults with documented physical 
disabilities as well as Learning Disabilities, attention-deficit/hyperactivity 
disorder, and emotional or psychological disabilities.  Each request is 
considered on an individual basis.  Accommodations may include: 
 
 Audiocassette edition (with large-print reference copy) 
 Large print edition 
 Braille edition 
 Extended time 
 Use of a scribe 
 Use of a talking calculator  
 Supervised frequent breaks 
 Use of a private room 
 One-on-one testing at a health facility or candidate’s home 
 Vision-enhancing technologies 
 Use of video equipment 
 Sign-language interpreter 
 Other accommodations as warranted by candidate’s need 

 
Procedure to 
request accom-
modations 

Customers with documented disabilities should contact their local testing 
center to request the appropriate testing accommodation request form.  Once 
the disability is documented and accommodations are approved, the local 
GED Chief Examiner will arrange to conduct the testing using approved 
accommodations.  The customer will not incur any additional charges for 
these accommodations.  

Continued on next page 
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GED Testing Information, Continued 

  
Scores To earn a GED certificate, the applicant must achieve the following scores: 

 
 A minimum score of 410 on each of the five subtests, and 
 An average score of at least 450 on all tests in the battery. 

 
Test results The State GED Office sends the California High School Equivalency 

Certificate and an Official Report of test results directly to those who pass the 
test; this can take from six to eight weeks. 

 
Retesting Candidates may retest for the following reasons: 

 
 Candidates who fail to attain the required minimum scores on any section 

of the GED test may retake that section. 
 Candidates who have passed the GED Certification Test may retest if a 

higher score is required for employment or admission to a post-
secondary institution. 

 
Replacement 
certificates 

The Educational Testing Center (ETC) handles all requests for duplicate 
GED records in California. For further information contact ETC at (866) 370-
4740. 
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GED Testing Locations 

 
Introduction This section provides information regarding General Educational 

Development (GED) testing locations.  As information may change 
frequently, the ES should check with the testing location for the most current 
information before referring a customer for testing.   

 
Address / Phone Cost Schedule Important Information 

Chaffey Adult School 
1802 E. 7th St. 
Ontario, CA  91764 
 
(909) 983-2010 
www.chaffeyadultsch
ool.org  

$150 entire series 
$25 to retake any 
test 
 
Paid in advance 
 
Vouchers 
accepted 
 
GED prep classes 
available 

One week per 
month over a two-
day period.  All 
five tests taken in 
two consecutive 
days. 
 
Check with the 
test center for 
exact schedule. 

 Customer takes fee, 
cash or voucher, to 
school with Photo ID and 
Social Security Number 
to pre-register 2-3 weeks 
in advance of test date. 
Photo ID required (CA ID 
or Gov. ID) on test date 
as well. 

 Customer brings a 
signed release of 
information request if 
test results are to be 
released to instructor or 
ESS. 

Chino Valley Adult 
School 
12970 3rd St. 
Chino, CA 91710 
 
(909) 628-1201  

$140 entire series 
 
$25 to retake any 
test 
 
Cash and check 
accepted. 

Weekly: 
Tues.: 4:00 p.m. – 
7:30 p.m. 
Wed.: 4:00 p.m. – 
7:00 p.m. 
(Doors are locked 
at 
5:00 p.m.) 
Thurs: 4:00 p.m.–  
5:30 p.m. 
(Doors are locked 
at 
5:00 p.m.) 
 
Can complete one 
or all five tests in 
one week. 

 Must pre-register. 
 GED orientation 

required; contact the 
school for specifics. 

 Photo ID required – 
CDL, CA ID, passport, 
military ID. 

 
 
To retake: 
Must wait four months (six 
months if Spanish version) 
or attend Chino Valley Adult 
School course until 
authorized to retake test by 
CAS instructor. 

College of the Desert 
43-500 Monterey Ave 
Palm Desert, CA 
92260 
 
(760) 346-8041 
(760) 776-7318 

$115 entire series 
must be paid in 
advance prior to 
testing date. 
 
$15 to retake 
each section 
 
GED prep classes 
available 

2nd and 4th 
Tuesday, 
Wednesday and 
Thursday of the 
month (no testing 
on holidays, 
semester breaks  
1:00 p.m. to 4:00 
p.m. 
 

 Must pre-register in the 
Central Annex, room 6 of 
the Palm Desert 
Campus.  

 Valid CA DL, CA ID, 
Tribal Government ID, 
passport or Green Card 
required. 

 GED Prep and Testing 
available in Spanish.  

Continued on next page 
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GED Testing Locations, Continued 

  
Introduction (continued) 

 
Address / Phone Cost Schedule Important Information 

Fontana Adult School 
10755 Oleander Ave. 
Fontana, CA 92337 
 
(909) 357-5490, ex. 
231 
Laura Parisi 

$140 entire 
series. 
$25 to retake any 
test. 
 
Paid in advance, 
cash only; ESP 
vouchers will be 
accepted. 

Tues/Thurs: 4:00 
p.m.- 
8:00 p.m. 
Contact the school 
for exact dates. 
 
Tests are 
administered in 
English and 
Spanish. 

 Must be 18 
 Prior enrollment 

in/completion of GED 
prep course strongly 
encouraged. 

 Must pre-register and 
bring valid CA Drivers 
License or CA ID Card 
and voucher at the time 
of pre-registration.  

 First come/first served 
basis. 

 Customer must bring 
valid photo ID on the day 
of the test. 

Hesperia Alternative 
Education Center-
Hesperia Adult 
School 
16527 Lemon St. 
Hesperia, CA 92345 
 
(760) 244-1771,  
ext. 107 
Michelle 

$150 entire 
series. 
$45 to retake any 
test. 
Workshop also 
available for $50 
on campus, $75 
on-line 
 
Vouchers or 
money orders 
accepted 

Test given: 
Sat: 8:00 a.m. – 
5:30 p.m., or 
Wed/Thurs from 
9:00 a.m. – 3:00 
p.m. both days  
 
Testing is 
scheduled for 
certain dates 
during the month; 
contact the school 
for further 
information. 

 Pre-registration in 
person is required at 
least one week prior to 
test date.   

 Customer takes fee and 
photo ID (CDL, CA ID, 
passport, military ID) to 
the school.  School 
prefers to have a 2nd ID 
as well; such as social 
security card or birth 
certificate. 

High Desert New 
Beginnings 
1841 E. Main St. 
Barstow, CA  92311 
 
(760) 255-1346 
Della Phelps 

$150 entire series 
$40 to retake any 
test 
$175 Spanish 
 
Money order, 
cashier’s check or 
voucher accepted 

Once a quarter 
over a two-day 
period  
12:00–4:00 pm. 

 Must be 18 
 Must pre-register 
 Photo ID required – 

CDL, CA ID, passport, 
military ID to register and 
on day of test. 

 No refunds 

Continued on next page 
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GED Testing Locations, Continued 

  
Introduction (continued) 

 
Address / Phone Cost Schedule Important Information 

Pomona Adult School 
1515 W. Mission 
Blvd. 
Pomona, CA 91766 
 
(909) 469-2333, 
Ext. 305 
Mary Ellen Storm 

$80 enrolled 
students 
$120 non 
students. 
$8-$14 to retake 
each test 
 
Must pay in 
advance 
 
Cash only 

Every Month 
Contact School for 
exact date 

 Customer must pre-
register. 

 First come/first served 
basis. 

 English and Spanish 
given. 

 Customer must show 
photo ID to pre-register 
and on day of test (CDL, 
CA ID, passport, military 
ID).  Also will need SSN 
and mother’s maiden 
name. 

 Customer arrives by 
8:00 a.m. on day of test 
with ID. 

 Prior to the test, test 
takers will be shown a 
10-minute video on how 
to operate the calculator 
used during the test. 

Riverside Adult 
School 
6735 Magnolia 
Avenue 
Riverside, CA 92506 
 
(951) 788-7185, 
Jackie Burks 

$225 entire series 
$25 to retake any 
test 
 
Cash only 
 
Must pay in 
advance 

Test given one 
time per month, 
English or 
Spanish. 
 
No testing August 
or December. 

 Test takers must pre-
register at least one 
week prior to test. 

 Customers need photo 
ID (CDL, CA ID, 
passport) to pre-register 
and on day of test. 

San Bernardino Adult 
School 
1200 N. "E" Street 
San Bernardino, CA 
 
(909) 388-6000 
Main Office/ Jan 

$150 entire 
series. 
$40 to retake any 
test  
 
 
Paid in advance 
Cash, money 
order, charge 
card, or vouchers 
accepted 

Test schedule 
varies; contact the 
school for 
specifics.  
 
Must take all five 
sections unless 
retesting. 

 Customer must go to 
Adult School to register 
and pay for test in 
advance. 

 Customer takes a signed 
release of information 
request if results are to 
be released to instructor 
or ESS. 

 Photo ID (CDL, CA ID, 
passport or military ID) is 
required. 

 Must be 18 or 60 days 
prior to 18th birthday 

Continued on next page 
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GED Testing Locations, Continued 

 
Introduction (continued) 
 

Address / Phone Cost Schedule Important Information 
Yucaipa Adult School 
35948 Susan Street 
Yucaipa, CA 92399 
 
(909)790-8580 
 
(909) 790-8580 
Julie Lancaster 
Tanya Tipton 

$150 entire series 
– includes a 
California 
Certification/State 
Fee 
$35 retake any 
test 
 
Errors on the 
registration forms 
(bubbled) are 
assessed a $15 
fee per error by 
GED Testing 
Service. 
 
Cash only 

Test schedule 
varies; contact the 
school for 
specifics. 
 
Test is given in 
two separate 
sessions. 
 
 

 Must be 18  
 Customer must pre-

register at least one day 
before test.  (Yucaipa 
Adult operates on a first 
come/first served basis.) 

 Must bring ID which 
includes the examinee’s 
name, birth date, 
signature, photograph, 
and address. Accepted 
IDs include: current 
driver’s license or DMV 
issued ID card, ID cards 
issued by the military or 
by the U.S. Government, 
counselor cards issued 
by a foreign government, 
passports issued by U.S. 
or foreign governments, 
ID cards issued by post 
secondary schools, and 
tribal ID cards.  
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Section D 

ESP-Contracted Providers 

Overview 

  
Introduction This section provides information about contracted providers and the 

education and/or training services they provide. 

  
In this section The following topics are covered in this section: 
 

Topic See Page 
Contracted Education/Training Activities 16-49 
Preschool Services Department (PSD) Referral Process 16-52 
ESP Contracted Provider Referral Process  16-53 
Referral to Activity Form 16-56 
Complaint and Grievance Procedures 16-58 
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Contracted Education/Training Activities 

 
Introduction This section provides information about collaborators that contract to provide 

education or training services to CalWORKs customers. 

 
ESP 
collaborators 

Employment Services Program (ESP) contracts with certain providers, or 
collaborators, who receive CalWORKs funding to provide education and/or 
other services for CalWORKs customers. The contractual arrangement 
outlines the total hours, cost, benchmark performance requirements, and 
progress and attendance reporting requirements for the contracted service.  

 
Contractor 
information in 
the Resource 
Databank 

Depending upon available funding, ESP customers may be referred to    
ESP-contracted services.  A list of approved contracted services and 
providers is available on the TAD website under: 
TAD/tools/WTW Contracted Vocational Education Service Providers.  
 
The Program Development Division (PDD) Contracts Unit maintains 
contracted service and activity information in the Resource Databank (RDB).  
Cost for each contracted service provider may be found in the RDB in the 
C-IV system. 

  
Ensuring 
correct 
enrollment 

For tracking and payment purposes, a customer must be enrolled in the 
correct contracted activity in the C-IV system.  If the correct activity is not in 
the Resource Databank, the Employment Services Specialist (ESS) will 
contact the Program Development Division (PDD) Contracts Unit to research 
and add the provider/service/activity, as needed.   

  
Attendance and 
progress 
reports 

ESP contracted collaborators are required to submit monthly attendance and 
progress reports to the ESP district office via the Attendance and Progress 
Report (ESP 733.4) or the Progress and Attendance Report (PLAN 102 CIV) 
between the first (1st) and fifth (5th) calendar day of each month.   
 
If attendance and progress is not received timely, the ESS should contact the 
provider to request the report.  If there are continued problems in receiving 
attendance and progress in a timely manner, the ESP office should notify the 
designated Program Specialist. 

Continued on next page 



 

ESPHB #0237  (08/11) EDUCATION AND TRAINING  16-50 

Contracted Education/Training Activities, Continued 

 
Progress 
evaluation  

The table below explains procedures an ESS will follow when s/he receives 
progress evaluation information from a contracted provider, s/he will: 

 
Step Action 

1 Reviews the information. 
2 Determines if the customer has made satisfactory progress based 

on the progress criteria specified in this section and takes the 
necessary follow-up actions, which may include: 

  
  If… Then… 
  The customer is meeting 

participation requirements,  
 
Note:  Review participation 
requirements specific to 
Education Directly Related to 
Employment in this chapter.  

Allow continued participation 
in the activity, 

  The customer is not meeting 
participation requirements,  

 Offer the customer a 
Learning Disability 
screening and/or refer 
him/her to a Learning 
Disability Evaluation 
(LDE), 

 Refer the customer to a 
different activity,  

 Determine Exempt or 
Good Cause status, if 
appropriate, or 

 Initiate the 
Noncompliance process. 

  
4 Images the documentation according to office protocol. 
5 Completes a Journal entry detailing the results of the progress 

review. 

 
Lack of 
progress 

A contracted collaborator may terminate a customer from an education 
program if the customer is not progressing and meeting benchmark 
achievements.  If, at any time during the customer’s enrollment, the customer 
is not making satisfactory progress in the education activity, the ESS may 
offer the customer a Learning Disability screening or referral to a LDE, 
whichever is appropriate. 

Continued on next page 
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Contracted Education/Training Activities, Continued 

 
Completion of 
contracted 
education 
activity 

When a customer completes a contracted education activity: 
 
 The collaborator notifies the ESS and provides the customer with a 

Certificate of Completion. 
 The ESS refers the customer to the next appropriate activity in his/her 

Action Plan. 

 
When to notify 
the collaborator 

The ESS must notify the contracted collaborator via the Memo to Service 
Providers (ESP 019) whenever a customer is: 
 
 Dropped from a contracted activity prior to completion; 
 Temporarily excused, but expected to resume participation in a 

contracted activity; or 
 In Noncompliance with participation requirements for the contracted 

activity. 
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Preschool Services Department (PSD) Referral Process 

  
Introduction This section provides information concerning the process the ESS follows to 

refer a customer to a contracted provider for education/training services. 

  
Preschool 
Services 
Department 

The Preschool Services Department (PSD) offers vocational training 
programs for CalWORKs parents of Head Start children.  The ESS will follow 
the steps below to determine if a referral is appropriate for the customer: 

 
Step Action 

1 Verify that the CalWORKs customer is a parent of a child attending 
Head Start. 

2 Is customer fully participating in Federal activities? 
 Yes, do not refer to PSD. 
 No, proceed to step 3. 

3 Does customer possess a High School diploma or GED? 
 Yes, proceed to step 4. 
 No, do not refer to PSD (evaluate Education Directly Related to 

Employment for GED as next activity). 
4 Does customer have a felony or misdemeanor? 

 Yes, do not refer to PSD. 
 No, proceed to step 5 

5 Has customer used 12-month Vocational Education time limit? 
 Yes, evaluate using the program as Job Skills Training Directly 

Related to Employment; if activity is appropriate proceed to step 
6 if not do not refer to PSD. 

 No, proceed to step 6. 
6 Has customer completed Assessment? 

 Yes, proceed to step 7. 
 No, refer customer to Assessment and then proceed to step 7. 

7 Review Assessment results; will the customer benefit from the PSD 
training program? 
 Yes, proceed to step 8. 
 No, do not refer to PSD.  

8 Inform customer of participation requirements and attendance 
reporting.  

9 If customer will benefit from PSD training program, complete the 
Vocational Education referral process for contracted providers on 
next page. 

10 Contact Janice Barbee by: 
 E-mail:  jbarbee@psd.sbcounty.gov , 
 Phone:  (909) 383-2024 to schedule an intake interview, and 
 Fax:  (909) 383-2027.  

 
Referral 
Process 

See ESP Contracted Provider Referral Process in this chapter for the 
referral process.   
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ESP Contracted Provider Referral Process 

 
Introduction This section contains information on whom to refer, who not to refer, the 

referral process for contracted providers, and clarification on referrals from 
providers.   

 
Contracted 
providers 

San Bernardino County contracts with specific providers for vocational 
education services for customers.  The link below lists all Welfare-to-Work 
(WTW) contracted Vocation Education Providers List for San Bernardino 
County: 
http://hssnet/tad/Tools/docs/pdfs/VocationalEducationProviders.pdf 

 
Note:  San Bernardino County does not accept reverse referrals from 
education and training providers.  

 
Referrals for 
contracted 
provider 

The Employment Services Specialist (ESS) will refer only the best 
candidates to a contracted vocational education activity when it improves the 
customer’s ability to obtain an unsubsidized employment position.  The ESS 
will also inform the customer that s/he will be expected to actively Job Search 
once the Vocational Education activity is completed.  
 
Due to limited resources and funding, it is critical that our most motivated and 
proven reliable customers are referred to contracted providers. 

 
Individuals not 
to refer 

Do not refer the customer if s/he: 

 Does not have an “Active – Enrolled” WTW program status, 
 Has previously been dropped from the same program, 
 Does not have continuous participation and completion in prior WTW 

activities, and 
 Have known or identified: 

 Participation/attendance issues, 
 Barriers in becoming employed in the occupational field, and/or 
 Felony convictions.   

Continued on next page 
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ESP Contracted Provider Referral Process, Continued 

 
Initiating a 
referral 

When the ESS has determined that a referral to an ESP-contracted provider 
is the best course of action for a customer, the ESS follows the steps in the 
chart below to make the referral. 

 
Step Action 

1 Locates the correct contracted provider in the C-IV system. 
2 Completes the Referral to Activity (Plan 109 C-IV) as explained 

later in this section, but does NOT sign the form until after the 
collaborator completes the provider section and returns the form to 
ESP. 

3 Completes and has the customer sign the Applicant’s Authorization 
for Release of Information (ABCDM 228) to allow the ESS and 
collaborator to exchange information on a “need to know” basis. 

4 Has the customer sign the Complaint and Grievance form (HS 39). 
5 Contacts the contracted provider to schedule an intake 

appointment for the customer. 
6 Forwards the Referral to Activity, a copy of the Release of 

Information, and the Complaint and Grievance form to the 
collaborator.   

7 If the provider accepts the customer immediately, follow “customer 
accepted by collaborator” steps below.   
If not, go to step 7. 

8 If a return appointment is needed, schedule a return appointment 
as soon as possible to sign the WTW 2 and Journal all actions 
taken. 

Continued on next page 
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ESP Contracted Provider Referral Process, Continued 

 
Customer is 
accepted by 
collaborator 

The ESS takes the following actions when the customer has been accepted 
by the provider: 

 
Step Action 

1 Reviews the Referral to Activity (Plan 109 C-IV) and signs it to 
approve the training information supplied by the provider; obtains 
the necessary ESM and/or Deputy Director signatures for the 
approval (refer to Supportive Services Chapter 8 Authorization 
Levels). 

The completed/approved Referral will need to be: 
 Faxed to the contracted provider 
 Imaged according to office protocol 

2 Enrolls the customer in the correct contracted education/training 
activity in the C-IV system. 

3 Completes and has the customer sign the WTW 2 Activity 
Assignment; the customer should also sign a new Action Plan, if 
necessary. 

4 Authorizes necessary Supportive Services. 
5 Completes a Journal entry documenting all actions. 

 
Customer not 
accepted by 
collaborator 

If the customer is not accepted by the provider, or chooses to go to a 
different provider, the ESS updates the Journal and follows the process of 
initiating a referral to a different provider. 
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Referral to Activity Form 

 
Introduction This section provides information about the Referral to Activity Form. 

 
Referral form ESP customers are referred to contracted service providers via the Plan 109 

Referral to Activity.  Contracted collaborators are paid only for services 
approved by an ESS on the Referral to Activity form. 

  
Form 
completion 

The following chart shows who completes each section of the form, and 
explains what information is needed in each section. 

 
Section  Who Completes Information Needed 

Customer 
Information 

ESS  Required information is self 
explanatory. 

 Enter any additional information in 
the “Comments” area, such as the 
customer’s intake appointment 
date/time. 

Provider 
Information 

ESS Find information about the service 
provider and services by searching the 
Resource Databank in the C-IV system. 

For County  
Use Only 

ESS ESS enters his/her name and worker ID.

Note:  ESS faxes the form to the collaborator and gives a copy to the customer.  
ESS does NOT sign the form in the County Use Section until the collaborator has 
completed the Provider Section and returned the form to ESP. 
To Be Completed 

By Provider 
Collaborator Provider shows whether customer has 

been accepted, provides details about 
the training and signs the form. 

For County 
Use Only 

ESS 
SESSI 
ESM 

ESS reviews information supplied by the 
provider and signs in this section to 
authorize training.  Depending upon 
cost of training, the SESSI or ESM 
signature area may also need to be 
completed.  

Continued on next page 
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Referral to Activity Form, Continued 

 
Approval for 
contracted 
activities 

Cost of training for contracted activities will be referenced in the RDB.  The 
following signature/approval is required for all contracted services in the 
County Use Section of the Referral to Activity form, Plan 109. Depending on 
the cost of training, the ESS will obtain the proper Supervisor or 
Management signature. 

 
Amount Approval 

0 - $500.00 SESS I 
$500.01 – $1,000.00 SESS I and ESM 
$1,000.01 + ESM 

 
Form 
distribution 

The ES ensures that a completed/signed/approved Referral to Activity form is 
imaged into the C-IV system according to office protocol.   
 
 The customer receives a copy of the Referral to Activity form for 

reference when initially being referred to the contracted provider; the 
customer’s copy will show him/her when and where the Intake 
appointment will take place. 

 A completed/signed/approved copy of the Referral to Activity form will be: 
 Given to the Supervising Office Assistant, and 
 Sent to the contracted collaborator. 
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Complaint and Grievance Procedures 

 
Introduction This section provides information about the complaint and grievance 

procedures that are to be followed if/when a customer has a complaint about 
a contracted collaborator and/or the collaborator’s services. 

  
Notification of 
right to file a 
complaint/ 
grievance 

The Employment Services Specialist (ESS) advises all customers at the time 
they are referred to ESP-contracted education or training of their right to file a 
complaint or grievance.  The ESS provides the customer with the Complaint 
and Grievance form (HS 39) and forwards a copy to the provider.  In addition, 
contracted collaborators provide each customer with a copy of the 
collaborator’s internal complaint and grievance procedures upon enrollment 
into the program. 

   
Complaints 
about 
collaborators 
and/or 
collaborator’s 
services 

When a customer contacts his/her ESS with a complaint about the 
contracted collaborator, and/or a complaint about the training services the 
customer is receiving, the ES encourages the customer to discuss the 
complaint with the contracted collaborator and follow the collaborator’s 
complaint and grievance policy.  An attempt should be made to resolve the 
complaint at the lowest level possible before taking follow up action. 

  
Unresolved 
complaints 

If the customer is unable to resolve the complaint with the collaborator, and 
the Employment Services Program (ESP) office (ESS and/or Supervising 
Employment Services Specialist I) is not able to help resolve the customer’s 
complaint, the designated Program Specialist (PS) in the Program 
Development Division (PDD) should be notified. 
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Section E 

Community Colleges 

Overview 

  
Introduction This section provides guidelines for referring CalWORKs customers to 

community colleges, and participation and progress requirements for 
customers who are enrolled in education and training at community colleges. 

 
In this section This section includes the following topics: 
 

Topic See Page 
Referral Procedures 16-60 
Community College CalWORKs Coordinators 16-63 
Progress and Participation Requirements 16-64 
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Referral Procedures 

  
Introduction This section provides information about the referral procedures to follow 

when referring a customer to a community college for education/training. 

  
Tuition Community College tuition fees for CalWORKs customers are usually waived 

through the Board of Governor’s Grant (BOGG).  Therefore, CalWORKs 
funding should not be authorized to pay tuition for CalWORKs customers. 

 
Referral 
process 

To refer a CalWORKs customer to a community college follow these steps: 

 
Step Action 

1 Complete and have the customer sign the Applicant’s Authorization 
for Release of Information Form (ABCDM 228). This form allows 
the ESS and the community college’s CalWORKs Coordinator to 
exchange information on a “need to know” basis. 

2 Contact the community college’s CalWORKs Coordinator to 
discuss: 
 The start date 
 Weekly participation requirements 
 Length of the education or training program 
 Any suspected or diagnosed learning or other disability 
 Availability of fee waivers, financial aid grants, and 

scholarships 
 The customer's current level of education, skills, and abilities 
 Required prerequisites, including high school diploma or GED 

3 Schedule an appointment for the customer to meet with the 
community college’s CalWORKs Coordinator. 

4 Authorize the necessary supportive services that will enable the 
customer to attend the scheduled appointment. 

5 Complete the Memo to Service Providers (ESP 019).  Include: 
 Name of the community college 
 Name and title of the CalWORKs Coordinator 
 Title of the education or training program 

Continued on next page 
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Referral Procedures, Continued 

 
Referral process (continued) 
 

Step Action 
6 Give the customer a copy of the ESP 019, ABCDM 228, HS 39, 

Individual Education Plan (IEP 772.4A) and Assessment results to 
take to the community college’s CalWORKs Coordinator.   

7 Advise the customer to apply for any fee waivers, financial aid 
grants, and scholarships for which s/he may be eligible. 

Note:  If the customer is attending Victor Valley College the ESS 
will use the customer provided financial aid, registration statement, 
and the website below to verify financial aid information.    
www.vvc.edu/offices/financial-aid/dpss.shtml 

8 Schedule a return appointment for the customer to provide: 
 Proof of registration/enrollment 
 IEP 772.4A form completed by an education counselor 
 Completion/graduation requirements 
 Verification of any fee waivers or other financial aid s/he has 

applied for and/or received (e.g., the BOGG). 

Continued on next page 
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Referral Procedures, Continued 

  
Customer’s 
return 
appointment 

At the customer’s return appointment, the ESS takes the following actions. 

 
Step Action 

1 Completes and has the customer sign the WTW 2 for current 
term, notating the class schedule in the comments section. The 
WTW 2 must show the title of the program and the school (e.g., 
“AA in Social Work at Crafton Hills College” or “Child 
Development Certificate at Copper Mountain College”). 
Then: 
 Enrolls the customer into the appropriate Vocational 

Education/Training activity in the C-IV system. 
 Authorizes necessary supportive services and issues the 

appropriate NOAs. 
 Advises the customer to submit his/her class schedule as 

soon as it is available. 
 Images documents according to office policy 

2 Explains attendance and progress requirements. 
3 Enters the following information in the Journal: 

 Name of the community college 
 Title of the education/training program, including degree or 

certificate program 
 Start date and expected completion date 
 Approved concurrent activities 
 Fee waivers, financial aid grants, and scholarships the 

customer applied for and/or received 
 Supportive service needs and authorizations 

4 Sets review dates and reminders as necessary.  
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Community College CalWORKs Coordinators 

 
Introduction This section provides contact information for CalWORKs staff at all the local 

community colleges. 

 
Campus 
CalWORKs 
contact 
information 

Contact information for the local community college CalWORKs offices is 
listed below. 

 

College CalWORKs 
Coordinator 

CalWORKs 
Counselor Phone # 

Barstow College Corey Rodgers None (760) 252-2411 
Ext. 7237 

Chaffey College Kathy Dutton  
 
 

Michelle Newsome 
 
 

Maria Rios 
 
 

Victoria Pappas 

Main campus: 
(909) 652-6049 

 
Rancho Campus: 
(909) 652-6044 

 
Fontana Campus: 

(909) 652-7485 
 

Chino Information 
Technology: 

(909) 652-7645 
Copper Mountain 

College 
Greg Brown  (760) 366-3791 

Ext. 5290 

Crafton Hills 
College 

Rejoice Chavira  
 
 

Leslie Gregory 

(909) 389-3239 
(909) 389-3519 

 
(909) 389-3299 

Mt. San Antonio 
College 

Dora Lozano Sylvia Turcios 
Bonnie Montes 
Gabriela Ulloa 

(909) 594-5611 
Ext. 4755 

San Bernardino 
Valley College 

Zelma Russ  
 
 
 
 

Caroline Lindsey 

(909) 384-8670 
(909) 384-8659 
(909) 384-8675 
(909) 384-8657 

 
(909) 384-8282 

Victor Valley 
College 

Sheree Caldwell Melanie Dub-Price (760) 245-4271 
Ext. 2361 
Ext. 2205 
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Progress and Participation Requirements 

 
Progress and 
attendance 
review 

Attendance for customers who are enrolled in an undergraduate degree or 
certificate program at a community college must be reviewed monthly. 
Progress must be reviewed at mid quarter/semester and at the end of the 
quarter/semester.  
 
 Monthly attendance is tracked for each class via the Attendance Report 

(ESP 735.2), the school’s form, or the customer can provider other 
documentation with all required information listed on the ESP 735.2 
Cover Letter. 

 Mid quarter/semester and end of term progress may be tracked through 
the ESP 735 Progress Report or the school’s form until the official grade 
report is available. 

 
Attendance 
requirements 

Attendance and participation requirements were explained earlier in the 
chapter. Attendance must be entered on the Activity Progress Detail Page in 
C-IV. 

 
Required 
courses 

Only those courses that are required for completion of the customer’s 
education or training program or recommended by a Learning Disability 
Evaluation (LDE), community college Disabled Student Program counselor, 
or CalWORKs Coordinator may be used to satisfy weekly participation 
requirements. 
 
A customer who is enrolled in an education or training program at a 
community college must provide the ESS with a copy of his/her class 
schedule at the beginning of each semester/quarter.  At that time, the ESS 
completes and has the customer sign a new WTW 2 to reflect any changes 
in the customer’s training location and/or schedule.  The ESS will give the 
customer the ESP 735.2, Attendance Report, and explain how to complete 
the form and when to return the form.  The new WTW2 must be written for 
the current semester/quarter or school term and include any required 
concurrent activity.  

 
Satisfactory 
progress 

San Bernardino County defines satisfactory progress as fulfilling all 
conditions imposed by the school/institution offering the program in order to 
maintain current academic enrollment status.  
 
For WTW purposes, the requirements also include monthly attendance 
verification as proof of satisfactory progress for meeting weekly/monthly 
participation requirements.  Attendance, academic performance and 
completion timeframes are included in the criteria for satisfactory progress. 

Continued on next page 
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Progress and Participation Requirements, Continued 

  
Actions to take 
when ES 
receives 
progress report 

The table below outlines actions to follow when the ESS receives a progress 
report, s/he: 

 
Step Action 

1 Reviews the report. 
2 Determines if the customer has made satisfactory progress. 

  
Based on the results of the progress report the ESS will take the 
following action: 

  
  If… Then…  
  The customer is making 

satisfactory progress,  
Allow the customer to 
continue in their 
education/training program.  

 

  The customer is not making 
satisfactory progress,  

 Offer the customer a 
Learning Disability 
screening and/or refer 
him/her to a Learning 
Disability Evaluation 
(LDE), 

 Refer the customer to a 
different activity,  

 Determine Exempt or 
Good Cause status, if 
appropriate, or 

 Initiate the 
Noncompliance process. 

 

  
3 Images documentation according to office protocol. 
4 Completes a Journal entry detailing the results of the progress 

review. 

Continued on next page 
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Progress and Participation Requirements, Continued 

 
Lack of 
progress/ 
unsatisfactory 
attendance 

When a customer has not maintained satisfactory progress or attendance in 
an education or training program, and s/he has not been diagnosed with a 
Learning Disability, the ESS, with the customer’s consent, arranges for a 
Learning Disability screening. 
 
 Learning Disability testing services may be available to community 

college students via the Disabled Students Program on campus.  Talk 
with the CalWORKs Coordinator for guidance. 

 If the customer has diagnosed learning or other disabilities, the 
community college campus has services and accommodations available; 
again, talk with the CalWORKs Coordinator for guidance. 

  
Notification to 
provider 

The ESS should notify the community college’s CalWORKs Coordinator via 
the Memo to Service Providers (ESP 019) whenever a customer is: 
 
 Dropped from an education or training program prior to completion; or 
 In Noncompliance with participation requirements for an education or 

training program. 
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Chapter 17 

Work Experience and Community Service Training 

Chapter Overview 

 
Introduction Work Experience (WEX) and Community Service are CalWORKs Welfare-to-

Work (WTW) training activities taking place in the public or private non-profit 
sector.  Customers train under close supervision, obtain work maturity skills, 
and gain or enhance existing job skills, all of which help lead to employment. 

 
References The following references apply to this Chapter: 

 
 42-701.2(c)(3) 
 42-701.2(w)(3) 
 42.716.111(d) 
 42.716.111(j) 
 42.716.4 
 ACL 04-41 
 ACIN 1-75-00 
 ACIN 1-83-01 

 
Additional 
resources 

Additional resources are available on the Transitional Assistance Department 
(TAD) website under Resources/TAD Training Materials: 
 
 WTW At A Glance Job Aid/Unpaid WEX/Community Service Job Aid 
 Unpaid WEX and Community Service Activities - PowerPoint 

 
In this chapter This chapter contains the following sections: 
 

Topic Section See Page 
Work Experience A 17-3 
Subsidized Employment B 17-25 
Community Service C 17-45 
Unpaid Work Experience/Community Service D 17-55 
Workers’ Compensation E 17-69 
Privacy and Security Training F 17-74 

Continued on next page 
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Chapter Overview, Continued 

  
Forms 
summary 

The table below summarizes various forms referenced in this Chapter.   

 
Form # Title Location 

ABCDM 228 Applicant’s Authorization for 
Release of Information 

C-IV 

ESP 733.1 WEX/Community Service 
Training Site Request 

On-line under TAD 
Forms, Employment 
Services 

ESP 733.2 WEX/Community Service 
Referral Form 

On-line under TAD 
Forms, Employment 
Services 

ESP 733.4 Attendance and Progress 
Report 

On-line under TAD 
Forms, Employment 
Services 

ESP 733.5 WEX Training Plan On-line under TAD 
Forms, Employment 
Services 

ESP 733.6 WEX/Community Service Site 
Supervisor’s Handbook 

Forms Distribution Unit 
(FDU) 

ESP 733.7 WEX On-Site Visit Report On-line under TAD 
Forms, Employment 
Services 

Plan 102 CIV Progress and Attendance 
Report 

C-IV 

Plan 107 CIV  Action Plan C-IV 
Plan 111 CIV Work Experience and/or 

Community Service Hours of 
Participation Notification 

C-IV 

eSCIF 3301 Employee’s Claim for 
Workers’ Compensation 
Benefits 

Available on-line at 
http://www.statefundca.co
m/pdf/e3301.pdf  

WEX 4 WEX Referral Checklist On-line Under TAD Form, 
Employment Services 

WTW 2 WTW Plan - Activity 
Assignment 

C-IV 

WTW 15 Unpaid WEX/Community 
Service Hours Worksheet 

On-line under TAD 
Forms, Employment 
Services 
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Section A 

Work Experience 

Overview 

  
Purpose This section provides information that assists the Employment Services 

Specialist (ESS) in implementing Work Experience (WEX) training policies 
and procedures. 

  
In this section This section includes the following topics: 
 

Topic See Page 
Work Experience, General Information 17-4 
Explanation of Terms:  Memorandum of Understanding and 
Training Site Request 

17-6 

Selecting an Appropriate Work Experience Site 17-8 
Participation Requirements for Work Experience Training 17-10 
Referral Procedures 17-11 
Referral Results 17-14 
Progress and Attendance 17-17 
Completion/Termination of Work Experience Activity 17-19 
Staff Responsibilities 17-20 
Work Experience Site Supervisor Orientation 17-21 
On – Site Visits 17-23 
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Work Experience, General Information 
 

Introduction This section provides general information regarding unpaid Work Experience 
(WEX) training.  This includes the definition, examples of training locations, 
and information regarding length of training. 

 
Definition of 
unpaid WEX 

Unpaid WEX is a CalWORKs Welfare-to-Work (WTW) training activity that 
takes place in the public or private non-profit sector under close supervision 
and is intended to help: 
 
 Provide customers with basic job skills and work maturity skills. 
 Enhance or improve existing job skills. 
 Provide a service to the community that could lead to the customer’s 

unsubsidized employment. 

 
Unpaid WEX -
core activity 

Unpaid WEX is a core activity.  As such, customers can participate in WEX 
for a certain amount of hours per week/month (as allowed by the 
WEX/Community Service Hours Calculation (WTW 15) explained in this 
section. 

 
Examples of 
unpaid WEX 
activities 

Unpaid WEX activities include, but are not limited to, unpaid training in: 
 
 County departments and other government agencies 
 Preschools, elementary and secondary schools 
 Hospitals, convalescent homes or hospice programs (if non-profit) 
 Public libraries 
 Park and recreation districts 

 
MOU 
requirement 

To function as an unpaid WEX training provider, an agency or department 
must have a Memorandum of Understanding (MOU) with the Transitional 
Assistance Department (TAD) Employment Services Program (ESP).  The 
MOU is defined and explained later in this section. 

 
Unpaid WEX 
driving a 
county vehicle 

Unpaid WEX are not permitted to drive any county vehicle.  Only subsidized 
WEX are permitted to operate a county owned vehicle, as specified in their 
MOU with TAD. 

 
County 
departments – 
revising MOUs 

County departments can request to have their MOU revised to include the 
driving clause provision by contacting the Human Services (HS) 
Administrative Contracts Unit. 

Continued on next page 
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Work Experience, General Information, Continued 

 
Who may be 
referred to a 
unpaid WEX 
training 

Any customer who has completed an Assessment activity may be referred to 
an unpaid WEX training.  WEX training is included as an activity in most 
Action Plans.  Before beginning WEX training, the customer signs the Action 
Plan, with the Plan reflecting the customer’s goals for self-sufficiency. 

 
Time frame for 
unpaid WEX 
referrals 

If unpaid WEX is the next activity for a customer, it is important to transition 
the customer into the activity as soon as possible to help meet the Work 
Participation Rate (WPR). If a WEX site is not available, the Employment 
Services Specialist (ESS) will refer the customer to the next suitable WTW 
activity until a WEX site is available. 

 
Length of 
unpaid WEX 
training 

Customers may be assigned to an unpaid WEX training site as long as the 
site provides basic job skills, enhances existing job skills in a position related 
to the participant's experience, or provides a needed community service that 
shall lead to unsubsidized employment. 

 
Breaks in 
unpaid WEX 

An unpaid WEX customer can make up hours to meet his/her monthly 
participation requirements when a WEX site is closed during holiday periods 
or school breaks by participating additional hours within the same month. 

Continued on next page 
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Explanation of Terms:  Memorandum of Understanding and 
Training Site Request 

  
Introduction This section provides information about two specific terms commonly 

associated with Work Experience (WEX): Memorandum of Understanding 
(MOU) and Training Site Request (TSR). 

  
MOU definition In order for a customer to be referred to a WEX training activity, the WEX 

training provider must have a MOU with the Transitional Assistance 
Department (TAD).   A MOU is a contractual agreement between TAD and 
the WEX provider.  The MOU outlines the responsibilities of both parties 
when WEX training is being provided; it also furnishes information to the 
provider about such things as insurance requirements, equal employment 
opportunity requirements, confidentiality issues, and compliance with laws 
and regulations. 
 
 MOUs are established with parent departments or agencies. 
 One MOU can generate numerous TSRs. 

 
Developing 
new MOUs 

If an Employment Services Specialist (ESS) wishes to establish a MOU with 
an agency or county department that does not currently have a MOU, the 
ESS will forward the following information to the designated TAD/ 
Employment Services Specialist (ESP) Program Specialist (PS): 
 
 Name of agency/department 
 Type of agency (county, public or private non-profit) 
 Name and title (manager, president, etc.) of the person authorized to 

sign/approve the MOU 
 Complete address of agency/department 
 Phone number of agency/department 

  
TSR definition A TSR (ESP 733.1) is a form completed by WEX/Community Service training 

sites.  A TSR must be completed for each training classification (position) 
requested for unpaid and paid WEX/Community Service.  WEX Coordinators 
use TSR information to identify and place customers in specific training sites.  
The TSR shows: 
 
 Pertinent information about the site 
 Type of training available and number of trainees requested 
 Site contact information 
 Description of the training activities 
 Any necessary prerequisite skills or qualifications  
 Any special requirements (e.g., background check, licenses, permits, 

physicals) 

Continued on next page 
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Explanation of Terms: Memorandum of Understanding and 
Training Site Request, Continued 

 
TSR 
development 

When an MOU is in place, WEX Coordinators may develop as many TSRs 
with the provider as their district office requires and the provider is willing and 
able to accommodate. 
 
WEX Coordinators will forward TSRs to the Program Development Division 
(PDD) Welfare-to-Work (WTW) Program Specialist (PS).  The PS will enter 
TSR information into a spreadsheet in the TSR folder, found in the WEX 
Project folder on the WEX share drive.   

   
Accessing WEX 
information 

MOU and TSR information is available on-line.  The WEX Coordinator may 
access the WEX Project folder by following this path: 
\\hssserver233\WEXProject\WEX_Project.   
 
Any problems in accessing the WEX Project folder should be reported to the 
Human Services (HS) Help Desk.  The WEX Project folder contains the 
following information: 
 
 MOU log – County 
 MOU log – PPNP (public/private non-profit) 
 Site locations for WEX/Community Service placement 
 TSRs 
 WEX Coordinator phone list 
 WEX/Community Service brochure (for MOU development/marketing 

purposes) 
 WEX Checklist 
 WEX/Community Service Statement of Confidentiality 
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Selecting an Appropriate Work Experience Site 

 
Introduction This section provides information to assist the Employment Services 

Specialist (ESS) in selecting an appropriate Work Experience (WEX) site for 
the customer. 

 
Displacement WEX training must comply with the displacement provisions described in the 

Operations and Reference Handbook (ORHB) Chapter C - Rights. 

 
Training goals WEX training must be consistent with the customer’s goal to attain 

employment, and be effective in preparing the customer to obtain and 
maintain employment. 

 
Limited-English 
proficiency 

When an Assessment indicates WEX is an appropriate activity for a limited-
English proficient customer, the ESS should consider assigning the customer 
to concurrent participation in English-as-a-Second Language (ESL) or 
Vocational ESL classes, which can assist to improve his/her English 
proficiency and improve his/her ability to find self-supporting employment. 

 
Note:  An ESL class would be entered on the WTW 2 and in the system as 
either a Vocational Education activity or Education Directly Related to 
Employment activity. 

 
Pre-existing 
medical 
condition 

When selecting a training site, the WEX Coordinator takes into consideration 
a customer’s pre-existing medical condition. The WEX Coordinator does not 
refer a customer to a WEX site when the customer has a pre-existing 
medical condition that might limit his/her ability to participate in the type of 
training provided at that site. 

 
Customer 
background 

A customer is not referred to a WEX site when the WEX Coordinator is 
aware that his/her presence at the site may be detrimental to the well-being 
of the provider’s customers. In addition, a number of sites require the 
customer pass a background check prior to placement. 

 
Note:  The site should not require anything (e.g., background check, drug 
test, etc.) of the potential WEX trainee that they would not require of a 
regular employee. 

Continued on next page 
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Selecting an Appropriate Work Experience Site, Continued 

  
Substance 
abuse/mental 
health problem 

When a customer has a current substance abuse or mental health problem, 
s/he is not referred to a WEX training site, except that: 
 
A customer who has a substance abuse or mental health problem may be 
referred to a WEX training activity when the customer is receiving treatment 
and WEX participation is recommended by the Department of Behavioral 
Health or other contracted provider. 

 
Protecting the 
confidentiality 
of the customer 

The WEX Coordinator may not disclose to a WEX provider any knowledge of 
a customer’s history of criminal convictions, substance abuse or mental 
health problems. 
 
It is the WEX provider’s responsibility to obtain this information directly from 
the customer during the referral interview, or from the results of a 
background check. 
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Participation Requirements for Work Experience Training 

   
Introduction This section provides information regarding participation requirements for 

Work Experience (WEX) training. 

  
Participation 
requirements 

WEX is one of the core activities that helps the County meet the Work 
Participation Rate (WPR).  The customer participates in unpaid WEX for the 
amount of hours stated on the WEX/Community Service calculation page 
explained later in this chapter.  The customer’s hours of participation in WEX 
are limited by regulations requiring the use of a formula to determine 
maximum hours called the WEX/Community Service calculation page. 
 
Example:  When the WEX/Community Service calculation is determined as 
14 hours, this customer would be required to participate in WEX/Community 
Service for 14 hours and the Employment Services Specialist (ESS) would 
deem (count) 20 hours of participation (as required by State and Federal 
regulations).  This is an example for a customer who is a single custodial 
parent with a child under six years old. 
 
Note:  The ESS will not deem hours for Sanctioned and Safety Net 
customers.  These customers must participate the required number of hours 
to meet WPR.  Once a sanctioned customer cures his/her sanction, hours of 
participation will be deemed if the customer meets deeming requirements. 

  
Regulations  State regulations, referred to as the “Simplified CalFresh Program”, 

necessitate the use of formulas (minimum wage calculations) to determine 
the maximum number of hours a customer can be required to participate in 
unpaid WEX training activities each month.  
 
ESSs complete the Unpaid WEX/Community Service Hours Worksheet 
(WTW 15) located on the TAD forms website, under Employment Services to 
compute the number of hours to be assigned to a customer.  Refer to the 
Forms and Procedures (F&P) also located on the TAD forms website. 

 
Frequently 
asked 
questions 

After the customer’s WEX hours have been calculated, certain issues may 
arise.  Here are answers to some of those “frequently asked questions”: 
 
 A customer may not “volunteer” to participate in unpaid WEX/Community 

Service training for more hours than the formula results allow; in other 
words, the formula shows the maximum number of hours a customer 
could be assigned to WEX each week.  Concurrent activities may be 
needed to help the customer meet participation requirements. 

 If the calculated hours happen to be more than the requirement of the 
customer on a weekly basis, the customer would not be required to 
participate in excess of the 32/35 hours required by the State. 
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Referral Procedures 

   
Introduction This section provides information regarding referring customers to unpaid 

Work Experience (WEX) positions. 

  
Managing Work 
Experience/ 
Community 
Service 
caseloads 

Due to varying office size, there may be differences in how district offices 
manage WEX cases.  Most offices find it convenient to have an assigned 
WEX Coordinator who is very familiar with WEX procedures, while other 
offices may have WEX cases dispersed throughout the Employment 
Services Specialist (ESS) caseload. The WEX Coordinator typically: 
 
 Arranges WEX placements, 
 Carries the WEX case,  
 Monitors customers while they are in the WEX activity, 
 Completes site supervisor orientations, 
 Completes site visits (explained later in this chapter), and 
 Ensures WEX related injuries are dealt with appropriately. 
 
Individual office policy determines when/if the case is to be transferred to a 
WEX Coordinator. 

   
ESS 
responsibilities 

When WEX training is the next appropriate activity in a customer's Action 
Plan, the ESS: 
 
 Schedules an appointment for the customer to meet with the district WEX 

Coordinator. 
 Reviews the customer’s Assessment results and Action Plan with the 

WEX Coordinator, identifying the customer’s job skill(s) which will be 
developed and/or enhanced by WEX training.  

 Checks the 48-month time limit (click Eligibility on the Global task bar, 
and Time Limit Aid Summary on the Local task bar) to ensure the 
customer has enough time left to make a WEX referral feasible, and 

 Determines the maximum number of hours the customer can be required 
to participate in unpaid WEX training each week by utilizing the Unpaid 
WEX/Community Service Hours Worksheet (WTW 15), located on the 
TAD Website/Forms/Employment Services. 

 Completes a WEX Referral Checklist (WEX 4) and forwards to the WEX 
Coordinator. 
 

Note:  Do not use the WEX/Community Service Hours Calculation located in 
C-IV because it currently does not correctly calculate hours of participation. 

Continued on next page 
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Referral Procedures, Continued 

  
WEX 
Coordinator 
responsibilities 

When the customer attends his/her scheduled appointment, the WEX 
Coordinator takes the following actions. 

 
Step Action 

1 Explain the objectives of the WEX training activity, including the 
following work maturity skills that are to be developed or 
enhanced at the WEX site: 
 
 Punctuality 
 Attendance 
 Appropriate dress and/or grooming 
 Positive interaction with supervisors and employees 
 Accepting guidance and criticism 
 Following directions and asking for clarification as needed 
 Completing assignments timely and accurately 
 Asking for additional assignments 

2 Explain attendance and progress requirements. 
3 Check to ensure there is a valid Memorandum of Understanding 

(MOU) on file for the desired WEX site, as explained earlier in this 
chapter. 

4 Review the list of Training Site Requests (TSRs) for suitable 
training positions in the local area, as explained earlier in this 
chapter. 

5 Ask the customer if s/he has a pre-existing medical condition that 
may affect his/her ability to participate in WEX training.  Select an 
appropriate site based on information the customer provides 
regarding any pre-existing medical condition. 

6 Describe the type of training the customer will participate in at the 
WEX site. 
 
 Determine if the customer has the prerequisite skills required 

for the WEX activity (if any). 
 Ensure the customer can pass a background investigation if 

required for placement at the site. 
7 Complete an Applicant’s Authorization for Release of Information 

form (ABCDM 228) with the customer.  
 
 The original is imaged according to office protocol. 
 A copy is to be routed to the provider with the WEX Referral 

Form (ESP 733.2), and 
 An additional copy is given to the customer. 

Continued on next page 
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Referral Procedures, Continued 

  
WEX Coordinator responsibilities (continued) 
 

Step Action 
8 Schedule an interview appointment for the customer to meet with 

the WEX training site supervisor within ten (10) working days. 
9 Give the customer a WEX Referral Form (ESP 733.2) to take to 

the interview, which includes: 
 
 Customer information in Section 1 
 ESP information in Section 2 
 Referral information in Section 3, including an expected start 

date that allows time for the customer to: 
 Attend the return appointment with the WEX Coordinator, 
 Sign the WTW 2, and 
 Arrange necessary Supportive Services. 

10 Schedule a return appointment to review the interview results with 
the customer and sign the WTW 2 if the customer is accepted at 
the site.  
 
This appointment is to take place within one (1) working day of the 
customer's interview with the WEX site supervisor. 

11 Create a Journal entry with all actions taken. 
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Referral Results 

  
Introduction This section provides information concerning possible referral results after a 

customer has been referred to a Work Experience (WEX) position. 

  
Interview 
results 

The WEX training site supervisor notifies the WEX Coordinator of the 
customer’s acceptance or rejection at the training site via the ESP 733.2 
WEX Referral Form.  The site supervisor may fax the form back to the 
Employment Services Specialist (ESS). 

  
Customer does 
not attend the 
WEX interview 

When a customer does not attend the interview with the WEX site supervisor, 
and does not request a reschedule of the interview, the ESS or WEX 
Coordinator follows up and initiates the noncompliance process if 
appropriate. 
 
Noncompliance could be based on failure to sign the activity agreement; if 
the customer does not attend the WEX interview, and does not contact the 
ESS to reschedule. 

  
Customer is 
not accepted at 
the WEX site 

When a customer attends the WEX interview, but is not accepted at the WEX 
training site, the WEX Coordinator discusses with the customer the reasons 
s/he was not accepted. Based on this discussion, the WEX Coordinator takes 
the appropriate actions to: 
 
 Refer the customer to a different WEX site,  
 Refer the customer to a different activity,  
 Determine the appropriateness of good cause nonparticipation, 
 Determine if the customer qualifies for an exemption. 

Continued on next page 
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Referral Results, Continued 

  
Customer is 
accepted at the 
WEX site 

When a customer is accepted at a WEX training site, the WEX Coordinator 
takes the following actions during the return appointment. 

 
Step Action 

1 Complete and have the customer sign the WTW 2 to include all 
activities. 

2 Complete the WEX Training Plan (ESP 733.5) with the customer.  
3 Open the appropriate WEX activity in C-IV.   

 
Note:  Since WEX requires an MOU for placement, services and 
activities will be maintained in the C-IV Resource Databank (RDB) 
by the Program Development Division (PDD), Contracts Unit. 

4 Arrange concurrent activities (if necessary) and update C-IV 
accordingly. 

5 Authorize necessary Supportive Services and issue appropriate 
Notices of Action (NOA). 
 
 Supportive Services include transportation and ancillary. 
 Ancillary funds may be used to cover the cost of drug testing, 

fingerprinting and other mandatory fees that the WEX provider 
does not pay. 

6 Set a Task for the first day of participation in order to update the 
activity status in C-IV and follow up on the customer’s 
attendance/participation. 

7 Schedule a Supervisor Orientation with the WEX site supervisor 
when a customer is referred to a new WEX training site or there is 
a new WEX site supervisor at an existing training site. (Site 
orientations are explained later in this chapter.)  Provide the WEX 
site supervisor with a packet of the following forms as needed: 
 
 Progress and Attendance Report (Plan 102 CIV) or the ESP 

733.4 Attendance and Progress Report 
 Work Experience and Community Service Supervisor’s 

Handbook (ESP 733.6) 
 Location of the Employee’s Claim for Workers’ Compensation 

Benefits form (eSCIF 3301), 
http://www.statefundca.com/pdf/e3301.pdf 

8 Schedule an On-Site Visit (OSV) with the training site supervisor 
within 45 days of the customer's start date.  

9 Create a Journal entry. 

Continued on next page 
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Referral Results, Continued 

   
First day 
participation 

On the scheduled start date of the WEX activity, the WEX Coordinator 
confirms the customer's attendance with the WEX site supervisor and takes 
any necessary follow-up action. 

  
No-show on 
start date 

When a customer does not attend a WEX training activity on the scheduled 
start date, and s/he does not request a reschedule of the start date, the WEX 
Coordinator will contact the customer to see why s/he did not show, and 
initiate the noncompliance process if appropriate. 
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Progress and Attendance 

  
Introduction The site supervisor monitors a customer's attendance and progress in a 

WEX training activity via the Attendance and Progress Report, Plan 102 CIV, 
or the ESP 733.4, Progress and Attendance Report, over the course of a 
month.   
 
The Progress and Attendance Report should be submitted to the WEX 
Coordinator by the fifth (5th) of each month for the previous month. 
 
The site supervisor may prefer to fax the report directly to the WEX 
Coordinator, or may give the report to the customer to be submitted along 
with the travel claim. 

  
Progress If the progress evaluation shows the customer is not making satisfactory 

progress in a WEX training activity, the WEX Coordinator will work with the 
site supervisor and the customer to attempt to resolve the issue(s).  This 
could involve: 
 
 Calling or meeting with the customer individually, 
 Meeting jointly with the customer and the site supervisor, and/or 
 Initiating the noncompliance process.  

  
Attendance The customer reports absences and tardiness to the WEX training site 

supervisor.   The customer and/or the WEX Site Supervisor should also 
report extended or frequent absences to the WEX Coordinator.  If the 
Attendance and Progress Report shows the customer is not attending the 
WEX training activity as required, the WEX Coordinator should again attempt 
to resolve the problem as suggested above.  Noncompliance is an option 
whenever the customer has excessive unexcused absences. 
 
Note:  An excused absence may be defined as a: 
 
 Medical problem (serious illness or hospitalization of customer, 

customer’s child, spouse, or other close relative); 
 Legal issue (jury duty, court date, incarceration, etc.); 
 Family crisis (death in family, domestic abuse issue, etc.); 
 Supportive service issue (lack of child care, transportation break down); 
 Good cause reason as discussed in the Noncompliance chapter of this 

handbook. 
 
The WEX Coordinator requires the customer supply documentation 
supporting excusal of the absence, Journals the receipt of this 
documentation, and images the documentation. 

Continued on next page 
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Progress and Attendance, Continued 

  
Noncompliance 
follow up 

When noncompliance has been initiated and the ESS determines a customer 
does not have good cause for failing to comply with WEX attendance and/or 
progress requirements, the ESS develops a compliance plan to require 
satisfactory progress and/or attendance at the same or a different WEX site.  
Follow noncompliance procedures outlined in the Noncompliance chapter of 
this Handbook. 

   
Curing a 
sanction 

To cure a sanction, the customer must satisfactorily participate in a WEX 
activity as outlined in the Noncompliance chapter of this Handbook. If a fitting 
WEX site is not immediately available, the customer will participate in the 
next appropriate WTW activity, according to the Action Plan, in order to cure 
the sanction as quickly as possible. 

   
WEX review The WEX Coordinator reviews the WEX training assignment as appropriate 

and necessary to ensure: 
 
 The WEX training activity is continuing to provide the customer with skills 

that lead to unsubsidized employment, and 
 The customer is making progress toward reaching the training goals 

specified in his/her Action Plan and WEX Training Plan (ESP 733.5). 

  
C-IV entries During monthly case reviews when the customer’s attendance/progress is 

reviewed, the ESS will: 
 
 Update the review date of the activity on the Customer Activity Detail 

page. 
 Enter attendance on the Activity Progress Detail page. 
 Journal actions taken. 
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Completion/Termination of Work Experience Activity 

  
Introduction This section provides information regarding the completion or termination of 

a Work Experience (WEX) activity. 

  
Completion of a 
WEX activity 

When a customer successfully completes a WEX training activity, the WEX 
Coordinator takes the following actions. 

 
Step Action 

1 Close the activity as completed satisfactorily. 
 
Note: If a customer ends WEX participation due to employment, 
the activity is closed with status reason as “completed due to 
employment”. 

2 Issue Notices of Action (NOAs) to terminate Supportive Services 
as needed. 

3 Create a Journal entry. 
4 Return the case to the Employment Services Specialist (ESS) 

case manager or other designated ESS, if necessary, per district 
policy. 

  
Assignment to 
subsequent 
activities 

A customer who successfully completes a WEX training activity and is not 
employed for the required number of participation hours is referred to the 
next activity included in his/her Action Plan. 
 
Job Readiness may or may not be the next appropriate activity following 
WEX training, depending on the extent of the individual's participation in Job 
Readiness during the WEX training activity. 

  
Termination of 
a WEX activity 

When a customer is dropped from WEX training prior to completing the 
activity, the WEX Coordinator takes the following actions. 

 
Step Action 

1 Close the activity with the appropriate status reason. 
2 Take the appropriate actions to: 

 
 Evaluate for good cause/exemption, 
 Assign the customer to a different activity,  
 Pursue the noncompliance process, or 
 Deregister the WTW program if the customer is no longer on 

aid. 
3 Issue NOAs to terminate Supportive Services as needed. 
4 Notify Child Care Eligibility Worker (EW), if appropriate. 
5 Create a Journal entry. 
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Staff Responsibilities 

   
Introduction This section provides information regarding various staff responsibilities 

related to Work Experience (WEX). 

  
WEX 
Coordinator 

In addition to WEX-related case management, the WEX Coordinator is 
responsible for the following actions: 
 
1. Identifying potential new WEX providers and forwarding necessary 

information to the designated Program Specialist (PS).  
2. Conducting Site Supervisor Orientations and On-Site Visits (OSV), as 

described in this chapter. 
3. Informing the designated PS of customer injuries that occur at a WEX site 

and following up with the site to ensure injury procedures are followed. 
 

Note:  Site visits and site supervisor orientations are an important part of the 
WEX program. Each district office should recognize this and ensure the WEX 
Coordinator has time to devote to this part of the program. 

   
SESS I 
responsibility 

The Supervising Employment Specialist I (SESS I) is responsible for quality 
control of WEX activities through periodic WEX case reviews. 

  
Program 
Specialist  

The designated PS and/or support staff are responsible for: 
 
1. Following up with State Compensation Insurance Fund when unpaid 

WEX site injuries occur. 
 Subsidized WEX injuries follow current county department policy, 

which is the same as a regular county employee. 
2. Maintaining unpaid WEX injury files containing all injury-related 

information. 
3. Completing input and maintaining Memorandum of Understanding 

information. 
4. Attending quarterly meetings with WEX district office staff. 
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Work Experience Site Supervisor Orientation 
  

Introduction This section provides information regarding Work Experience (WEX) Site 
Supervisor Orientations. 

  
When to 
conduct a site 
supervisor 
orientation 

The WEX Coordinator conducts a Site Supervisor Orientation whenever a 
customer is referred to a WEX training site and: 
 
 The site has not been used previously, and/or 
 The WEX training site supervisor is new to WEX program procedures. 

  
Where to hold 
the orientation 

The WEX Coordinator should conduct the orientation at the training site, in 
person, whenever possible.  This enables the WEX Coordinator to: 
 
 Establish a bond with the Site Supervisor,  
 Explain and demonstrate the various forms, and 
 Thoroughly answer any questions. 
 
If absolutely necessary, the orientation may be conducted by phone. 

  
What to provide At the Supervisor Orientation, the WEX Coordinator gives the site supervisor 

a packet of forms, including: 
 
 His/her business card or contact information 
 Additional Training Site Requests (ESP 733.1) 
 Attendance and Progress Reports (Plan 102 CIV or ESP 733.4) 
 Work Experience and Community Service Supervisor's Handbook     

(ESP 733.6) 
  A copy of the Employee’s Claim for Workers’ Compensation Benefits 

(eSCIF 3301), and the site address 
http://www.statefundca.com/pdf/e3301.pdf  

Continued on next page 
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Work Experience Site Supervisor Orientation, Continued 

  
What to 
discuss 

During the Supervisor Orientation, the WEX Coordinator provides the site 
supervisor with an overview of: 
 
 The Transitional Assistance Department/Employment Services Program 

(TAD/ESP) 
 Confidentiality issues 
 Personably Identifiable Information (PII) 
 The WEX and Community Service Supervisor's Handbook 
 Training goals and desired skills and outcomes 
 Attendance and progress requirements for the customer 
 Site record keeping 
 Appropriate disciplinary actions 
 Instructions concerning training site injuries, procedures they are to follow 

if/when a customer is injured, and completion of the resulting State 
Compensation Insurance forms 
– If an injury occurs to a paid WEX at a county department; the site 

supervisor follows current policies for their department, just like a 
regular employee, and contacts the WEX Coordinator. 

 
What to 
emphasize 

The WEX Coordinator emphasizes to the Site Supervisor the necessity of 
providing work maturity skills training that will enable the customer to obtain 
and retain future employment. Skills training includes, but is not limited to: 
 
 Attendance and punctuality 
 Appropriate dress and grooming 
 Positive interaction with supervisor and staff 
 Appropriate attitude/behavior 
 Problem solving 
 Conflict management 
 Following instructions 
 Assuming responsibility 
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On – Site Visits 

  
Introduction This section provides information regarding Work Experience (WEX) On-Site 

Visits (OSV). 

  
Purpose The purpose of the OSV is to ensure the training site supervisor understands 

the terms and conditions of the Memorandum of Understanding (MOU) as 
they apply to participation requirements and supervision. 

  
Initial OSV The WEX Coordinator conducts an initial OSV with the training site 

supervisor within 45 calendar days of the customer's start date. 
 
The WEX Coordinator schedules the OSV at the time s/he receives 
verification that the customer has been accepted at the training site. 

  
Preparation The WEX Coordinator prepares for the OSV by: 

 
 Verifying the appointment with the training site supervisor prior to the 

meeting. 
 Completing the top portion of the OSV Report (ESP 733.7).  
 Gathering information and forms needed for the OSV. 

  
During the OSV At the OSV, the WEX Coordinator: 

 
 Discusses items on the OSV checklist (ESP 733.7). 
 Confirms the customer is receiving training in the areas listed on the 

Training Site Request (ESP 733.1) and the WEX Training Plan          
(ESP 733.5). 

 Discusses any questions, problems or concerns from the training site 
supervisor. 

 Reminds the site supervisor to submit Attendance and Progress Reports 
(Plan 102 CIV, or ESP 733.4) by the fifth (5th) of each month for the 
previous month. 

 Verifies the site supervisor understands the procedures to follow when a 
customer is injured at the WEX site. 

Continued on next page 
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On - Site Visits, Continued 

  
Follow up 
action 

Based on information obtained from the training site supervisor, the WEX 
Coordinator conducts a follow-up interview with the customer as needed. 
 
The WEX Coordinator meets with the customer during the OSV, if feasible, 
or may contact the customer later by phone or via an appointment in the 
district office. 

  
OSV report After the OSV, the WEX Coordinator completes the OSV Report (ESP 733.7) 

and: 
 
 Images the report according to office protocol. 
 Sends or gives a copy to the customer, if desired. 
 Completes a Journal entry. 
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Section B 
Subsidized Employment 

Overview 

  
Introduction This section provides information regarding subsidized employment 

opportunities that may be available to some customers through the 
Employment Services Program (ESP). 

  
In this section This section contains the following topics: 
 

Topic See Page 
General Subsidized Employment Information 17-26 
Subsidized Employment Process 17-29 
Subsidized Employment Packet 17-30 
Background/Fingerprinting Process 17-33 
Work Experience Worker Begins Subsidized Employment 17-36 
Monitoring Subsidized Employment 17-38 
Subsidized Employment Site Injuries 17-40 
Completion or Termination of Subsidized Employment 17-42 

  
Forms The table below summarizes various forms used in Section B - Subsidized 

Employment. 
 

Form # Title  Location 
Not 
applicable 

Employee Personal Data EMACS 

Not 
applicable 

Employment Status Notification EMACS 

Not 
applicable 

Last Warrant Designation EMACS 

SSA-1945  Statement Concerning Your 
Employment in a Job Not 
Covered by Social Security  

EMACS 

W-4 W-4 EMACS 
I-9 Employment Eligibility 

Verification  
EMACS 

TAD 2 Right to Work TAD Forms Catalog, ESP 
TAD 2 SP Right to Work (Spanish) TAD Forms Catalog, ESP 
TAD 3 E-Verify TAD Forms Catalog, ESP 
TAD 3 SP E-Verify (Spanish) TAD Forms Catalog, ESP 
WEX 6 Time and Attendance Report TAD Forms Catalog, ESP 
WTW 2  Welfare-to-Work Plan Activity 

Assignment  
C-IV 
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General Subsidized Employment Information 

  
Introduction This section provides general information regarding subsidized employment. 

  
WEX worker Welfare-to-Work (WTW) customers participating in unpaid Work Experience 

(WEX) and subsidized WEX are referred to as WEX workers.  

  
Paid WEX is 
subsidized 
employment 

Paid WEX is subsidized employment, and: 
 
 Is considered training, 
 Is not covered by Unemployment Insurance Benefits (UIB), 
 Is paid at State minimum wage, and 
 Hours are determined by the WEX Coordinator. 

  
Characteristics 
of subsidized 
employment 

In subsidized employment, the WEX worker’s employer is partially or wholly 
reimbursed for the WEX worker’s wages and/or training costs.   
 
Though subsidized employment can take place in the private or public (state, 
county, city, etc.) sector, the current subsidized employment program offered 
through the Employment Services Program (ESP) takes place only at San 
Bernardino County work sites where a Memorandum of Understanding 
(MOU) for subsidized WEX exists.    
 
Subsidized WEX workers are paid via CalWORKs funding earmarked for this 
purpose. 

  
WEX 
Coordinator 
role 

The WEX Coordinator in each ESP office is responsible for enrolling WEX 
workers in the subsidized employment activity and monitoring them while 
they participate.  If/when a County WEX site placement is most appropriate 
for the WEX worker; the unpaid WEX placement can be converted into 
subsidized employment as explained in the next section of this chapter.   

  
Purpose of 
subsidized 
employment 

Subsidized employment helps ESP meet federal work participation 
requirements.  The purpose of subsidized employment is to enable the WEX 
worker to earn a wage while: 
 
 Enhancing his/her job skills 
 Improving his/her work maturity skills 
 Preparing for unsubsidized employment. 

Continued on next page 
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General Subsidized Employment Information, Continued 
 

Hours of 
participation 

If the site can accommodate it and the WEX worker’s needs allow it, s/he 
may participate in the subsidized employment activity for up to the full 32/35 
hours per week, 139/152 monthly that is required of him/her.  If the site can 
offer a full-time (40 hours per week) position, the WEX worker may 
participate in subsidized employment the full 40 hours per week. 
 
However, knowing the subsidized assignment is only temporary and the 
ultimate goal is for the WEX worker to obtain unsubsidized employment, the 
WEX Coordinator may choose to allow time to concurrently enroll the WEX 
worker in job search. 

 
Length of 
activity 

The subsidized employment activity is only temporary and the WEX 
Coordinator will stress this fact to the WEX worker.  During the subsidized 
assignment, the WEX worker will be encouraged to apply for any County (or 
other) job openings that s/he qualifies for; the period of subsidized 
employment will assist the WEX worker in meeting experience requirements 
for unsubsidized positions. 
 
The typical subsidized employment assignment is six (6) months in duration.  
The assignment may be extended for an additional three (3) months with 
ESM approval, up to twelve (12) months total, if the site continues to have 
the need, funding for subsidized employment continues to be available, and 
the WEX worker: 
 
 Continues to benefit from the assignment; 
 Will be more likely to obtain unsubsidized employment with the additional 

experience gained through extension of the subsidized assignment; 
 Has sufficient time remaining on aid for the extension to be feasible; 
 Has continually exhibited good attendance and performance; 
 Has not had significant problems or issues at the site. 
 
During the last six weeks of the WEX activity the customer will be required to 
spend time job searching for unsubsidized employment.  

 
Note:  If the WEX worker obtains unsubsidized employment at any time 
during his/her subsidized employment assignment, it is considered a 
successful completion of the subsidized employment activity.  See the 
Completion or Termination of Subsidized Employment section of this chapter 
for further information. 

  
Subsidized 
WEX work 
hours 

Subsidized WEX staff can work more than eight (8) hours per day without 
being paid overtime to make up time, provided the total weekly hours  
do not exceed 40 hours.  This will help the customer meet his/her monthly 
participation requirement, and receive pay for hours worked. 

 
Wages earned WEX workers participating in subsidized employment (paid WEX) earn the 

equivalent of state minimum wage. 

Continued on next page 
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General Subsidized Employment Information, Continued 
 

Direct deposit WEX workers participating in subsidized employment receive their earnings 
via direct deposit.  To initiate direct deposit, the WEX worker may: 
 
 Complete and sign a Direct Deposit Authorization form, and submit the 

form to the HS Personnel Payroll Specialist for processing, or 
 Set up Direct Deposit through the Employee Management and 

Compensation System (EMACS) website: http://countyline.co.san-
bernardino.ca.us/emacs/. 

  
Subsidized 
WEX policy 
regarding 
operating 
motorized 
vehicles 

Subsidized WEX customers may operate motorized equipment necessary to 
perform assigned job duties at the discretion of the subsidized site.  The 
subsidized site will follow all current policies established for regular 
employees.   
 
Subsidized WEX are permitted to operate a county owned vehicle, depending 
on the training site’s Memorandum of Understanding (MOU) with the 
Transitional Assistance Department (TAD).   
 
Click on the following link for a list of current county departments with 
subsidized WEX MOUs who permit customers to operate county owned 
vehicles, (TAD website > ESP Tools > Subsidized WEX MOUs – County 
Vehicles) 
http://hssnet/tad/Tools/docs/pdfs/SubsidizedWEXMOUs_CountyOwnedVehicl
es.pdf. 
 
Per language in the MOUs, these departments “are required to follow the 
same County guidelines for authorizing or permitting a participant to operate 
a county owned vehicle as for a regular employee, including written 
documentation of the authorization or permission by the Department and 
completion of the County safe driver’s course.” 
 
County departments can request to have their MOU revised to include this 
provision by contacting the Human Services (HS) Administrative Contracts 
Unit. 

 

Note:  Unpaid WEX are not permitted to operate any county vehicle.   
  

Unemployment 
Insurance 
Benefits 

The Unemployment Appeals Board has determined that WEX workers are 
not entitled to Unemployment Insurance Benefits (UIB) when their temporary 
subsidized employment assignment ends.   

  
Activity after 
completion of 
subsidized 
employment 

Most WEX workers completing a subsidized employment assignment will be 
enrolled in job readiness (job club) or job search as their next activity, so the 
ESS will need to determine the appropriateness on a case-by-case basis. 
For additional information, see Chapter 9 – Job Services Activities.  
 
WEX workers who have completed subsidized employment now have up to 
one year of recent work experience to assist in their efforts to find 
unsubsidized employment. 
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Subsidized Employment Process 

  
Introduction This section provides information regarding the process of transitioning WEX 

workers from unpaid Work Experience (WEX) to subsidized WEX.  

  
WEX workers 
assigned to 
TAD offices 

The Transitional Assistance Department (TAD) has developed an internal 
policy and procedure for unpaid and subsidized WEX workers and 
volunteers. 
 
For specifics related to TAD WEX placements, see the Operations and 
Reference (O&R) Handbook, Chapter R – Office Management, WEX/ 
Volunteer Duties.  

  
Subsidized 
employment 
begins with a 
WEX 
assignment 

The path to subsidized employment begins with the customer being accepted 
for an unpaid WEX assignment.  
 
To convert the unpaid WEX assignment to a subsidized employment 
assignment, the WEX worker must be participating in unpaid WEX with a 
San Bernardino County department that has a current WEX Memorandum of 
Understanding (MOU) with TAD. 
 
WEX Coordinators will review the WEX Project shared drive under “WEX 
Project/MOU Log County” to view county departments who have a current 
subsidized employment MOU. 

  
Transition time 
frame 

WEX workers are no longer required to complete four (4) weeks of unpaid 
WEX prior to being transitioned to subsidized WEX.  The WEX Coordinator 
will immediately transition the WEX worker once s/he receives clearance/ 
approval from the Human Services (HS) Personnel Payroll Specialist.   

  
Pre-
employment 
requirements 

Prior to approval and placement in a subsidized WEX position, it is County 
policy that all WEX subsidized workers will be fingerprinted and clear a 
background check and physical through HS Personnel.  
 
In addition, some County departments may require:  
 
 Drug test 
 Physical exam 
 DOJ Clearance 
 Tuberculosis (TB) test 
 
WEX Coordinators will keep the WEX worker in unpaid WEX while waiting for 
clearance/approval from the HS Personnel Payroll Specialist for subsidized 
WEX. 
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Subsidized Employment Packet 
  

Introduction This section provides information regarding the subsidized employment 
packet; the Work Experience (WEX) Coordinator and WEX worker must 
complete in order to initiate the hiring process for subsidized employment.  

  
Address 
requirement 

Subsidized WEX workers must have a permanent address to use for the 
application packet.  Employee Management and Compensation System 
(EMACS) payroll requires a permanent address in order to mail the WEX 
worker’s paycheck.   

  
What is 
included in the 
subsidized 
employment / 
new hire packet 

The subsidized employment/new hire packet consists of the following forms: 
 
 Employee Personal Data 
 I-9, Employment Eligibility Verification  
 Employment Status Notification  
 Last Warrant Designation  
 SSA-1945, Statement Concerning Your Employment in a Job Not 

Covered by Social Security  
 W-4 

 
Note: The WEX Coordinator will check to ensure the WEX worker has 
completed the forms accurately and in their entirety.  Incomplete and 
incorrect packets will be returned by the Human Services (HS) Personnel 
Payroll Specialist and will slow down the hiring process.  

  
Location of the 
required forms 

WEX Coordinators can locate all forms on EMACS. 
http://countyline.co.san-bernardino.ca.us/emacs/forms.asp  
 
If there are any questions regarding forms, the WEX Coordinator should 
contact the HS Personnel Payroll Specialist.  

  
Completing the 
Employee 
Personal Data 
form 

The following chart explains the process for completing the Employee 
Personal Data form. 

 
Stage Description 

1 The WEX worker completes all sections of the Employee 
Personal Data form in blue or black ink only. 

2 The Employee ID and Rcd No. fields will not be known at this 
point, and will be left blank. 

3 If the WEX worker does not have a driver’s license, the Driver’s 
License Data area will be left blank. 

4 The HS Personnel Payroll Specialist will be signing in the 
designated area at the bottom of the form. 

Continued on next page 
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Subsidized Employment Packet, Continued 
  

Employment 
Eligibility 
Verification 
form (I-9) 

The first page of the Employment Eligibility Verification (I-9) form is an 
instruction sheet.  This page is given to the WEX worker to read before s/he 
completes the second page.  The chart below explains the process for 
completing the second page. 

 
Stage Description 

1 The WEX worker completes and signs Section 1. 
2 The WEX Coordinator completes and signs Section 2.  This requires a 

review of the documents that verify the WEX worker’s identity and 
employment eligibility.   

3 The WEX worker must provide two (2) forms of identification.  Names 
and spelling on all documentation used must match exactly.  The 
County cannot tell WEX workers which documents to provide, but 
examples of acceptable forms of identification are included on the third 
page of the I-9.  Most WEX workers will provide: 
 
 California driver’s license or California ID card (entered under the 

“List B” area), and    
 Social Security card (entered under the “List C” area). 

4 The WEX Coordinator photocopies the front and back of each document 
used and includes the copies in the packet.   

5 The WEX Coordinator leaves the date field in Section 2 blank. 
6 It is not necessary to complete Section 3. 

 
Note:  Social Security Card receipts and California Driver’s License (CDL) receipts 
are not acceptable forms of documentation.      

  
Required forms 
for I-9 

The TAD 2 – Right to Work and TAD 3 – E-Verify forms in English and 
Spanish must be displayed where I-9s are reviewed and completed. Both 
forms are available in the TAD forms catalog under ESP. 

 
Completing 
Form W-4 

The WEX worker completes numbers 1 through 7 of Form W-4, then signs 
and dates the form.  S/he does not complete numbers 8 through 10.   
 
Page 2 of Form W-4 is a worksheet WEX workers may use to determine their 
deductions and adjustments, if necessary.  Page 2 does not need to be 
submitted in the packet. 

  
Completing the 
Employment 
Status 
Notification 

To complete the Employment Status Notification form the WEX worker will: 
 
 Use blue or black ink 
 Print his/her first and last name in the designated field, and 
 Sign and date the form 

  
Completing the 
SSA-1945 

The WEX worker enters his/her name on the Statement Concerning Your 
Employment in a Job Not Covered by Social Security form (SSA-1945), then 
reads the form, signs and dates it at the bottom. 

Continued on next page 
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Subsidized Employment Packet, Continued 

  
Completing the 
Last Warrant 
Designation 
form 

The WEX worker completes the Last Warrant Designation form in blue or 
black ink.  The second page of the form provides information about 
completing the first page.  If the WEX worker makes a mistake on the form, 
s/he will need to complete a new form.   

 
Note: The Last Warrant Designation form will not be accepted with 
information that has been altered in any way. 

  
Photocopying 
the packet 

It is recommended that the WEX Coordinator photocopy all documents 
included in the packet and retain for future reference. 

   
WEX Project 
share drive 

The WEX Project share drive is located on the HSSServer035\WEXProject.  
The share drive has been developed as a means of communication between 
the WEX Coordinators, Supervising WEX Coordinator, Program 
Development Division (PDD) and HS Personnel.  
 
The WEX Coordinators will access the WEX share drive on a weekly basis 
for up to date information.  

  
HS Personnel 
and the WEX 
Project share 
drive 

HS Personnel will use the WEX Project share drive to update and maintain 
the following information: 
 
 Background and Physical Report – Report consisting of a customer’s 

status in the background/live scan and physical processes.  
 JAR report – Report consisting of new hires, their effective date for 

subsidized employment and department information.  

  
PDD and the 
WEX Project 
share drive 

PDD will use the WEX Project share drive to list the following information:  
 
 Current WEX forms 
 WEX Coordinator Phone List 
 Training Site Requests 
 Participating County departments and WEX opportunities 
 Participating community service and WEX providers  
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Background/Fingerprinting Process 
  

Introduction  It is county policy that all Work Experience (WEX) workers referred for 
subsidized WEX must be fingerprinted for a background check through 
Human Services (HS) Personnel prior to being approved/placed in a 
subsidized WEX position.  If the department allows it, the WEX worker will 
participate in unpaid WEX while waiting for background clearance from HS 
Personnel.   

   
Fingerprinting 
process 

The WEX Coordinator will follow the steps below when initiating the 
fingerprinting process for a potential subsidized WEX through HS Personnel: 

 
Stage Description 

1 WEX Coordinator e-mails a new hire request to HS Personnel Payroll Specialist 
with the following information: 
 
 Customer Name 
 Social Security Number 
 Date of Birth 
 Title/Classification of Position 
 WEX Site Location  
 Indicates if the WEX worker will complete his/her fingerprinting process at 

the Fontana, Morongo, Needles, San Bernardino or Victorville Sheriff’s 
Department.  

 
Note: WEX Coordinator interoffice mails the new hire packet to HS Payroll 
Specialist, mail code #0525, within three (3) days of e-mailing the new hire 
request.  

2 HS Personnel Payroll Specialist prepares the background check paperwork.  
 

  If the customer will 
complete the live 

scan at the… 

Then… 

  Sheriff’s Department 
in San Bernardino,  

WEX Coordinator informs the customer of HS 
Personnel’s schedule: 
 
 Next day – Pick up is available Monday – Friday, 

1:00 pm – 3:00 pm.  
 Any day after – Pick up is available Monday – 

Friday, 8:00 am – 11:00 am or 1:00 pm – 3:00 
pm. 

 
Note: Do not send customers on Monday and 
Tuesday (payroll processing) during the first week of 
the pay period.  Please refer to the EMACS 
calendar. 

  Sheriff’s Department 
in Fontana, Morongo, 
Needles, or 
Victorville,  

 HS Personnel Payroll Specialist will FedEX the 
voucher to the WEX Coordinator. 

 
 WEX Coordinator will schedule the appointment 

for the customer following procedures contained 
in the FedEX packet. 

Continued on next page 
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Background/Fingerprinting Process, Continued 

  
Fingerprinting process (continued) 
 

Stage Description 
3 HS Personnel Payroll Specialist will notify the WEX Coordinator if the 

customer cleared or did not clear his/her background live scan.  Specifics 
regarding the background check will not be given to the WEX Coordinator.  
The HS Personnel Payroll Specialist will only confirm if the WEX worker has 
cleared/not cleared the background. 
 
Note: Customers who do not successfully pass the background may 
participate in unpaid WEX.  

4 HS Personnel Payroll Specialist will: 
 
 Schedule customers who successfully clear the background/live scan for 

a physical at: 
 Arrowhead Regional Medical Center (ARMC) – Colton, or 
 Health and Wellness Center – Victorville. 

 E-mail the WEX Coordinator with the time and date of the appointment 
and any other pertinent information. 

 Notify the WEX Coordinator if the customer does not show for his/her 
appointment. 

 Reschedule the customer for an appointment when requested by the 
WEX Coordinator. 

 E-mail the WEX Coordinator of the customer’s results and will fax the 
Medical Clearance Report stating if the customer has cleared or not 
cleared the physical.  

5 WEX Coordinator will:  
 
 Transitions cleared WEX workers from unpaid WEX to subsidized WEX 

based on the new hire paperwork (JAR Report) received from the HS 
Personnel Payroll Specialist, or 

 Allow the WEX workers who did not clear the physical to continue in 
unpaid WEX, or transitions them to another activity. 

  
Confidentiality 
regarding 
background 
results 

Background results completed by HS Personnel are confidential.  The WEX 
Coordinator will: 
 
 Direct customers with questions concerning his/her background results to 

the Human Resources Officer (HRO) of Human Services.  Human 
Resources contact information is available at: 
Human Resources/Contact Us / Employee Relations Division -  
http://countyline/hr/Directory.asp 

 Not provide the customer with background documentation, including any 
confidential e-mails or related paperwork provided by HS Personnel, 
Human Resources or other reporting agencies.  

Continued on next page 
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Background/Fingerprinting Process, Continued 
  

Physical 
results with 
limitations 
and/or 
modifications 

Customers with medical restrictions, limitations or requested modifications 
may be eligible for hire and placement in subsidized WEX after a formal 
review of accommodation requirements. This review is conducted by the 
Human Resources Department upon receipt of the restrictions from the 
Center for Employee Health and Wellness (CEHW), and must be completed 
prior to placement, as part of the background clearance. 
 
To ensure the customer’s safety and proper placement, the WEX 
Coordinator must contact the TAD Human Resources Officer (HRO) if they 
are made aware of the need for accommodations, or receive a notice of 
restrictions. 
 
Human Resources contact information is available at:  
Human Resources/Contact Us / Employee Relations Division -  
http://countyline/hr/Directory.asp 
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Work Experience Worker Begins Subsidized Employment 

  
Introduction This section provides information regarding what happens when the Work 

Experience (WEX) worker begins a subsidized employment assignment. 

  
Confirming 
date of hire  

When the WEX worker’s background check has been cleared through 
Human Services (HS) Personnel and a date of hire for subsidized 
employment is confirmed through the new hire/Job Action Report (JAR), the 
WEX Coordinator will meet with the WEX worker to complete and sign a new 
WTW 2 - Activity Assignment for the subsidized employment activity; the 
WTW 2 will include any concurrent activities.  The WEX Coordinator will also 
discuss Supportive Service needs with the WEX worker and make 
adjustments as needed for the new activity. 

  
Information for 
the WEX 
worker 

While meeting with the WEX worker, the WEX Coordinator will ensure the 
WEX worker is aware of the following concerning his/her new subsidized 
employment activity: 
 
 Subsidized employment is a temporary assignment. 
 S/he is not eligible to any benefits (sick leave, vacation leave, holiday, 

etc.) and will only be paid for those hours s/he actually works. 
 S/he will not be eligible for unemployment benefits when the assignment 

is over.  
 S/he should continue to search for unsubsidized employment. 
 Though s/he has signed an Activity Assignment for a specified amount of 

time in the subsidized employment activity, this time will be shortened if: 
 Funding for subsidized employment is no longer available 
 The site wishes to terminate the WEX worker’s employment 
 The WEX worker’s eligibility for CalWORKs ends 

 The experience gained will be valuable in obtaining future employment, 
so it is important that s/he act responsibly and do his/her best. 

 S/he should continue to use the WEX Coordinator as a resource should 
any problems occur on the job. 

Continued on next page  
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Work Experience Worker Begins Subsidized Employment, 
Continued 

  
Information for 
the site 
supervisor 

The WEX Coordinator will communicate the change in the WEX worker’s 
status to the site supervisor.  The WEX Coordinator will: 
 
 Explain the differences between unpaid WEX and subsidized 

employment. 
 Encourage the supervisor to call the WEX Coordinator if s/he has any 

questions or problems with the WEX worker. 
 Review the procedure for completing the WEX worker’s Time and 

Attendance Report (WEX 6) explained further in the next section. 
 Explain to the site supervisor that there is no need to complete a Work 

Performance Evaluation (WPE) for the subsidized employment WEX 
worker. 

 Ensure the site supervisor understands that a site injury for the 
subsidized WEX worker is handled the same way as it is for a regular 
County employee.  (See the section on subsidized employment site 
injuries; the site supervisor does not follow the procedures used for 
unpaid WEX site injuries.) 

  
C-IV updates The following steps will be taken in the C-IV system when the WEX worker’s 

subsidized employment hire date has been confirmed: 
 

Step Action 
1 End the unpaid WEX activity with: 

 
 Status as closed with status reason as “completed due to 

employment”. 
 Status reason as transfer to other activity. 
 Status date as the last date of the WEX assignment. 

2 Complete the Employment Detail and Employment Status Detail 
pages for the subsidized employment; indicate the subsidy.  (The 
employer is San Bernardino County.) 

3 Use the “Save and Add Activity” option on the Employment Detail 
page to create the new employment activity. 

4 Ensure the WEX worker is also enrolled in any additional activities 
in order to satisfy participation requirements.  

5 Ensure the WEX worker has any supportive services needed to 
be successful at his/her assignment. 

6 Complete a Journal entry covering all actions and information. 
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Monitoring Subsidized Employment 
  

Introduction  This section provides information regarding monitoring the subsidized WEX 
worker; it includes information about submitting the WEX worker’s Time and 
Attendance Report (WEX 6), and eTime submission. 

  
Actions to be 
taken on the 
WEX worker’s 
start date 

On the WEX worker’s subsidized employment start date, the WEX 
Coordinator will verify the WEX worker has begun the activity as scheduled.  
The WEX Coordinator will take appropriate follow-up action: 
 
 Update the activity status to “active” and the status reason to “attending” 

if the WEX worker attends as scheduled, or 
 Initiate noncompliance if the WEX worker fails to begin the activity 

without good cause. 

  
Ongoing case 
management 

The WEX Coordinator continues to manage the WEX worker’s case while 
s/he participates in the subsidized employment activity.  Ongoing case 
management will occur at least monthly and will include: 
 
 Updating the C-IV system and journaling. 
 Counseling the WEX worker regarding any problems with attendance, 

progress and/or work performance. 
 Discussing the WEX worker’s need for supportive services, counseling, 

additional training, etc. 
 Beginning noncompliance procedures if the WEX worker does not 

maintain satisfactory attendance or progress. 

 
Time and 
Attendance, 
WEX 6 

The WEX worker will complete a Time and Attendance, WEX 6 form at the 
department in which s/he is working.  Pertinent information for the Time and 
Attendance Report (i.e., employee ID, batch ID, position number) may be 
found on the new hire spreadsheet.  The WEX Coordinator oversees the 
Time and Attendance, WEX 6 submission for subsidized employment WEX 
workers.   
 
 The WEX worker is paid only for those hours that s/he actually works. 
 The WEX worker completes the Time and Attendance, WEX 6 for each 

work day rather than summarizing for each week.   
 S/he will list the day worked and code the number of hours worked. 
 Time off for illness, holiday, jury duty, etc., will not be coded on the Time 

and Attendance, WEX 6. 
 The site supervisor must sign the WEX worker’s Time and Attendance, 

WEX 6 to verify the days and hours worked. 
 WEX Coordinator will: 

 Use eTime to input all subsidized WEX Time and Attendance 
information from the WEX 6 form. 

 Image the completed WEX 6 into C-IV every two weeks and index 
under WEX/Community Service forms. 

Continued on next page 
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Monitoring Subsidized Employment, Continued 
  

eTime 
submission 

The WEX Coordinator will enter time and attendance for all of his/her WEX 
workers via eTime.  The table below provides the WEX Coordinator’s 
responsibilities in obtaining and reviewing the WEX 6, entering and submitting 
the subsidized WEX worker’s attendance in eTime.  

 
Step Action 

1 Reviews the faxed WEX 6 for completeness. 
 

  If the WEX 6 is… Then the WEX Coordinator… 
  Complete,  Proceeds to Step 3.  
  Incomplete,  Contacts the WEX worker for 

correction and re-submission.  
  

2 Enters the information into eTime on behalf of the subsidized WEX 
worker.  

3 Approves, denies and/or modifies the WEX worker’s time in eTime 
by Wednesday, 2:00pm, Manager/Approver deadline.  
 
Note:  Timesheets cannot be approved until after the pay period 
end date.  

4 Journals in C-IV approval of the WEX worker’s time.  
5 Images the completed WEX 6 into C-IV every two weeks and index 

under WEX/Community Service forms.  

  
Adding/editing 
subsidized 
WEX workers 
in eTime 

Subsidized WEX workers will be added/edited in eTime by completing the 
eTime Service Request Form located on the HS website.  
 
The table below provides the process WEX Coordinator will follow when 
requesting a WEX worker be added/edited in eTime. 

 
Stage Description 

1 WEX Coordinator reviews the Job Action Report (JAR) / new hire 
list received from the HS Personnel Payroll Specialist 

2 HS Personnel Payroll Specialist e-mails the WEX Coordinator with 
the date the WEX worker is entered into the Employee 
Management and Compensation System (EMACS).  

3 WEX Coordinator: 
 Accesses the eTime Service Request Form on the HS Intranet 

website, 
 Completes the eTime Service Request Form, and 
 Electronically submits the form. 

 
Note:  Do not submit an eTime Service Request Form without 
notification from the HS Personnel Payroll Specialist that the WEX 
worker has been entered into EMACS. 

4 Information Technology and Support Division (ITSD) receives the 
request and enters the WEX worker into eTime within one (1) to two 
(2) days.  
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Subsidized Employment Site Injuries 

  
Introduction This section provides information regarding what must be done if/when a 

subsidized Work Experience (WEX) worker is injured at the work site. 

  
How a 
subsidized 
employment 
injury is 
handled 

If the WEX worker is injured at the work site after his/her subsidized 
employment date of hire, the injury is treated differently than it would be while 
s/he was participating in unpaid WEX.   
 
Once the WEX worker has been hired, s/he is treated as a County employee.  
Site supervisors will follow County guidelines for handling site-related 
injuries.  WEX Coordinators will refer to instructions found in the Human 
Services (HS) Personnel/Payroll Procedures for Supervisors Handbook, Part 
1, Section 5: Occupational Injury and Illness.  This Handbook may be found 
online at: http://hssnet/handbooks/PayrollHSSPersonnel/Default.htm.   

  
Workers’ 
Compensation 

Subsidized WEX workers receive Workers’ Compensation as an employer-
paid benefit.  Since they are paid on a work-only basis, Risk Management 
will prorate for salary based on paperwork they will request from the 
subsidized WEX worker.   

  
How minor 
injuries are 
handled 

The WEX worker reports minor injuries (cuts, scratches, bumps, bruises, 
splinters, paper cuts, etc.) to the site supervisor; and such injuries should be 
recorded on the office First Aid Record.  No further action is required. 

  
WEX worker 
receives a 
more 
substantial 
injury but 
declines 
medical 
attention 

If the subsidized WEX worker receives a more substantial injury (for 
instance, falls and hurts his/her back), the WEX worker should report the 
injury to the site supervisor.  If the WEX worker declines medical attention, 
the injury is recorded on the First Aid Record.  The site supervisor also gives 
the WEX worker an Employee’s Claim form; the WEX worker is not obligated 
to submit the form. 

Continued on next page 
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Subsidized Employment Site Injuries, Continued 

  
When an injury 
requires 
medical 
attention 

If the subsidized WEX worker receives an injury severe enough to require 
medical attention, the site supervisor: 
 
 Gives the WEX worker an Employee’s Claim form 
 Follows department directives to: 

 Arrange for medical attention 
 Notify appropriate County personnel (i.e., HS Personnel) 
 Complete appropriate paperwork 

 Notifies the WEX worker’s ESS as soon as possible 

  
Where to get 
assistance 

If the WEX Coordinator has any questions concerning a WEX worker’s 
subsidized employment site injury, s/he may contact the HS Human 
Resources Department. 
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Completion or Termination of Subsidized Employment 

  
Introduction This section provides information regarding the completion or termination of 

a Work Experience (WEX) worker’s subsidized WEX activity.  It also explains 
when a Separation Report is needed for the subsidized WEX worker, and 
when a Resignation Notice is required. 

  
How a WEX 
worker 
successfully 
completes the 
activity   

A subsidized WEX worker successfully completes a subsidized employment 
activity when s/he: 
 
 Finds unsubsidized employment before the scheduled end date of the 

subsidized activity, or 
 Maintains satisfactory attendance and progress throughout the scheduled 

length of the activity. 

  
Completion 
due to 
unsubsidized 
employment 

The goal of subsidized employment is to assist the WEX worker in finding 
unsubsidized employment.  If the WEX worker achieves that goal before the 
scheduled end of the subsidized employment activity, it is considered a 
successful completion of the subsidized employment activity.  The WEX 
Coordinator will take the following actions: 

 
Step Action 

1 End the subsidized employment activity in the C-IV system 
showing status as “completed” and status reason as “completed 
due to employment”. 

2 Issue Notices of Action (NOA) to terminate supportive services. 
3 Ensure the WEX worker’s final Time and Attendance, WEX 6 is 

submitted for time worked in subsidized employment during the 
last pay period. 

4 Have the WEX worker sign a new WTW 2 Activity Assignment to 
reflect the unsubsidized employment activity and any necessary 
concurrent activities. 

5 Complete the Employment Detail page in C-IV with the new 
employment information. 

6 Click the “Save and Add Activity” button on the Employment Detail 
page in order to create the employment activity.   

7 Assist the WEX worker in arranging any necessary supportive 
services for the new activity. 

8 Complete a Journal entry explaining all actions and add 
information regarding the new employment. 

Continued on next page 
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Completion or Termination of Subsidized Employment, 
Continued 

  
Completion of 
activity 

When the WEX worker completes the subsidized employment activity 
because s/he has reached the scheduled end date (up to one year from 
begin date), the WEX Coordinator will take the following actions: 

 
Step Action 

1 End the subsidized employment activity in the C-IV system 
showing status as “completed” and status reason as “completed 
satisfactory”. 

2 Issue NOAs to terminate supportive services. 
3 Ensure that the customer’s final Time and Attendance, WEX 6 is 

submitted for time worked in subsidized employment during the 
last pay period. 

4 Enroll the customer in his/her next activity; for most WEX workers, 
this will be Job Readiness (Job Club) and/or Job Search. 

5 Have the customer sign a new WTW 2 Activity Assignment to 
reflect the new activity. 

6 Assist the customer in arranging any necessary supportive 
services for the new activity.   

7 Complete a Journal entry explaining all actions.   

  
Termination of 
subsidized 
employment 

Subsidized WEX workers are not regular County employees and can be 
terminated from the assignment at any time.   The subsidized WEX worker’s 
assignment may need to be terminated for any of the following reasons: 
 
 Funding for subsidized employment is no longer available. 
 The WEX worker is no longer eligible for CalWORKs. 
 The site requests termination of the WEX worker due to work-related 

issues (absenteeism, tardiness, not completing assigned work, etc.). 
 The WEX worker qualifies for an exemption. 
 Any other appropriate reason, as determined by the WEX Coordinator. 
 
The WEX Coordinator will take the following actions to terminate the 
subsidized employment activity: 

 
Step Action 

1 End the subsidized employment activity in the C-IV system 
showing status as “closed” and status reason as “interrupted”. 

2 Issue NOAs to terminate supportive services. 
3 Ensure the customer’s final Time and Attendance, WEX 6 is 

submitted for time worked in subsidized employment during the 
last pay period. 

4 Take necessary follow up action, which may include: 
 Enrolling the customer in the next appropriate activity. 
 Initiating noncompliance. 
 Exempting/deregistering the WEX worker’s WTW program. 

5 Complete a Journal entry explaining all actions. 

Continued on next page 
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Completion or Termination of Subsidized Employment, 
Continued 

  
Completing a 
Separation 
Report 

HS Personnel/Payroll requires a Separation Report whenever the subsidized 
employment WEX worker is no longer working for the County.  The 
Separation Report is an EMACS form and can be found online at: 
http://countyline.co.san-bernardino.ca.us/emacs/. 
 
The following table explains how the Separation Report will be completed: 

 
Stage Description 

1 The WEX Coordinator will complete the information in Section A. 
2 If possible, the subsidized WEX worker will complete the 

information in Section B.  If s/he is unable or unwilling to complete 
this section, the WEX Coordinator will enter “SNA” (signature not 
available) on the Employee Signature line.   

3 The WEX Coordinator will complete the appropriate information in 
Section C.   

4 If the WEX Coordinator has any questions about completing the 
Separation Report, s/he will contact the HS Personnel Payroll 
Specialist.  

5 The completed Separation Report will be forwarded via interoffice 
mail to HS Personnel-0525, attention HS Personnel Payroll 
Specialist.   

  
Completing a 
Resignation 
Notice 

If the subsidized WEX worker is transferring to another department within 
San Bernardino County, HS Personnel/Payroll requires s/he complete a 
Resignation Notice.  The Resignation Notice is also an EMACS form and can 
be accessed online at the same location referenced in the previous block of 
information.  The following table explains how the Resignation Notice will be 
completed. 

 
Stage Description 

1 The subsidized WEX worker will complete the Resignation Notice. 
2 Any questions regarding the notice will be directed to the HS 

Personnel Payroll Specialist.   
3 The completed Resignation Notice will be forwarded via interoffice 

mail to HS Personnel-0525, attention HS Personnel Payroll 
Specialist. 
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Section C 

Community Service 

Overview 

  
Purpose This section provides information that assists the Employment Services 

Specialist (ESS) in implementing Community Service training policies. 

 
In this section This section includes the following topics: 
 

Topic See Page 
Community Service Participation Requirements 17-46 
Selecting a Community Service Site 17-48 
Approving the Customer’s Site Selection 17-49 
Community Service Referrals 17-50 
Community Service Referral Results 17-51 
Monitoring Community Service Participation 17-53 
Ending the Activity 17-54 
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Community Service Participation Requirements 
   

Introduction This section provides information regarding the definition of Community 
Service and information about Community Service participation 
requirements. 

  
Definition Community Service is an unpaid CalWORKs Welfare-to-Work (WTW) 

training activity taking place in the public or private non-profit sector.  
Customers train under close supervision, learn work maturity skills, and gain 
or enhance existing job skills, all of which help lead them to employment. 

  
Core activity Community Service is a core activity.  As such, customers can participate in 

Community Service for a certain amount of hours per week (as allowed by 
the Work Experience (WEX)/Community Service Hours Calculation explained 
in this section). 

  
Community 
Service – 20 
mile limit 

Community Service activities are limited to within 20 miles of the customer’s 
home address. The Employment Services Manager (ESM) or Deputy 
Director (DD) can approve exceptions to this policy on a case-by-case basis. 

  
Remote 
customers 

When a customer lives in a remote area where no other WTW activities are 
available, s/he can be required to participate in a Community Service activity 
if the Community Service activity is within 20 miles of the customer’s home 
address.  Remoteness is defined as round trip travel time which exceeds two 
hours (or two miles when walking is the only means of transportation), 
excluding the time/mileage required to take family members to school or 
caregiver. 

  
Court-ordered 
Community 
Service 

When a customer has been court-ordered to participate in Community 
Service, the Employment Services Specialist (ESS) will incorporate the 
activity into the customer’s Action Plan.  The customer must be assessed, 
and additional activities are scheduled as needed to allow the customer to 
meet participation requirements.  If the court specifies how many hours per 
week the customer must participate, the customer will be allowed to comply 
with the court’s directive.   

   
Examples of 
Community 
Service training 

Examples of Community Service include, but are not limited to, unpaid 
training in: 
 
 Preschools, elementary, and secondary schools 
 Hospitals, convalescent homes or hospice programs (if non-profit) 
 Public libraries 
 Park and recreation districts 
 Faith-based programs 
 Community outreach programs 
 County departments and other government agencies 

Continued on next page 
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Community Service Participation Requirements, Continued 

 
Displacement 
provisions 

Community Service training must comply with the displacement provisions. 
Displacement is discussed in the Operations and Reference Handbook 
(ORHB) Chapter C – Rights. 

 
Training goals When a customer is assigned to Community Service training, the ESS works 

with the customer to determine which job skills and/or work maturity skills are 
to be developed or enhanced during the training activity. 
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Selecting a Community Service Site 
 

Introduction This section provides information regarding the different ways a Community 
Service site may be selected. 

 
Customer 
develops own 
site 

According to regulation, a customer has the option of developing his/her own 
Community Service site.  The Employment Services Specialist (ESS) must 
review the information the customer supplies and may deny the customer’s 
choice if it is inconsistent with the customer’s Welfare-to-Work (WTW) Plan, or 
does not conform to regulations governing Community Service activities. 
 
When a customer chooses to develop his/her own site, ESS involvement in site 
development will be minimal; s/he may suggest possible options for the 
customer, but it is up to the customer to make all arrangements and supply all 
necessary information to the ESS.  
 
A customer‘s self-developed Community Service is a voluntary arrangement 
between the provider and the customer.  A Memorandum of Understanding 
(MOU) is not required between the Community Service provider and the 
Transitional Assistance Department (TAD) for self-developed sites. 
 
If the customer’s site is more than 20 miles from his/her home, Employment 
Services Manager (ESM) approval is required.

 
Note:  The ESS will provide the customer a Work Experience (WEX)/ 
Community Services Hours of Participation Notification (Plan 111 CIV) for the 
Community Service site supervisor to complete.  

 
Limit 
development 
time 

If the customer chooses to develop his/her own site, s/he should be given a 
limited period of time to do so before the ESS steps in to assist by making a 
referral to an existing site. Allow the customer five (5) working days to develop 
his/her own site. 

 

Placement 
assistance 

If the customer is unwilling or unable to develop his/her own appropriate and 
approvable Community Service site, the ESS may be able to assist.  The ESS 
may refer a customer needing Community Service to any site where a 
WEX/Community Service MOU already exists and is within 20 miles of the 
customer’s home address, exceptions can be made on a case-by-case basis by 
the ESM or Deputy Director (DD). 
 
 Refer to the Work Experience section of this chapter for further information 

regarding MOUs and Training Site Requests (TSRs). 
 The referral process is explained in further detail in the section called “ESP 

Community Service Referrals”. 
 The office WEX Coordinator should be able to answer questions and/or 

assist with the Community Service referral process.

 

Community 
Service sites 

A list of Community Service sites with current MOUs is located on the TAD 
Website under TAD/Tools/ESP Tools. 
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Approving the Customer’s Site Selection 

 
Introduction This section provides information regarding procedures the Employment 

Services Specialist (ESS) follows when s/he is able to approve the 
customer’s self-developed Community Service site selection. 

 
Verifying a 
community 
service site is a 
non-profit 
organization 

The ESS must verify a Community Service site developed by the customer 
is a non-profit organization prior to approving the activity. The ESS will follow 
the step/action chart  below:  

Step Action 
1 Review the potential Community Service site website, if available, 

to verify it is identified as a non-profit organization. If it shows as a 
non-profit organization, go to step 4. 

2 Go to http://www2.guidestar.org/ and/or 
http://apps.irs.gov/app/eos/ and search for the organization by 
name. If the organization is found listed as non-profit, go to step 4. 

3 Contact the potential Community Service site and request 
verification that it is a non-profit organization. 

4 Image all verification received, including any website information. 
5 Approve and enroll customer in activity. For further instructions, 

see “Procedures to enroll customer in approved community service 
activity” block, in this handbook section. 

6 Create a Journal entry. 
 

Note:  If the Community Service site developed by the customer cannot be 
verified as a non-profit organization, the ESS will assist the customer in 
finding a different site. 

 
Enrolling 
customers in 
an approved 
community 
service activity 

When the ESS is able to approve the customer’s Community Service site 
selection, the ESS will follow the step/action chart below to enroll the 
customer. 

Step Action 
1 Determine the number of hours the customer is required to 

participate in the Community Service activity by utilizing the Unpaid 
Work Experience (WEX)/Community Service Hours Worksheet 
(WTW 15) located in the Transitional Assistance Department 
(TAD) Website, Forms, Employment Services. 

2 Complete and have the customer sign the Applicant’s Authorization 
for Release of Information (ABCDM 228). 

Continued on next page 
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Approving the Customer’s Site Selection, Continued 

 
Enrolling customers in an approved community service activity, continued 
 

Step Action 
3 Request the following information, via Plan 111 available in C-IV, from the 

Community Service provider: 
 Site supervisor’s name and phone number. 
 Address/location where the Community Service activity takes place. 
 Description of the training activities to be performed. 
 Customer’s weekly schedule. 
 Start date of the activity. 

4 Complete and have the customer sign the WTW 2 – WTW Plan Activity 
Assignment; amend the Action Plan, if necessary, to reflect any changes 
to the customer’s goals. 
 The ESS must enter on the WTW 2 under “Comments” that the 

customer has self-developed his/her own non-profit Community 
Service site.  
 This confirms the Community Service site has been self-

developed by the WTW customer.  The Community Service site 
is responsible for completing all appropriate paperwork and 
supervision for the customer to voluntarily participate at their site, 
i.e. personnel paperwork for volunteers, background check, if 
required, and any other requirements of the site.   

5 Enroll the customer into the appropriate Community Service activity.  A 
customer’s self-developed Community Service activity (where no MOU 
exists) will not be maintained in the C-IV Resource Databank (RDB) by 
the Program Development Division (PDD), Contracts Unit.  The ESS will 
have the RDB maintainer in his/her office enter the Community Service 
activity, if needed. 
 
Refer to block “Verifying a community service site is a non-profit 
organization” in this handbook chapter for further information. 

6 Authorize Supportive Services if needed and issue appropriate Notice of 
Action (NOA). 

7 Explain attendance and progress and give the customer a supply of 
Attendance and Progress Reports (Plan 102 CIV, or ESP 733.4) to be 
returned by the fifth (5th) of each month for the previous month. 

8 Provide the site supervisor with the following forms: 
 ESS’ business card or contact information. 
 Attendance and Progress Reports (Plan 102 CIV, or ESP 733.4). 
 Work Experience and Community Service Supervisor's Handbook 

(ESP 733.6). 
 Employee’s Claim for Workers’ Compensation Benefits (eSCIF 3301).

9 Set a reminder for the first day of participation to follow up on the 
customer’s attendance and participation. 

10 Create a Journal entry stating the customer has self-developed his/her 
own Community Service site and the ESS has approved/verified the site 
is a non-profit organization. 
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Community Service Referrals 

 
Introduction This section provides information concerning how Employment Services 

Specialists (ESS) can assist a customer in finding a Community Service 
assignment by making a referral to a site where a Memorandum of 
Understanding (MOU) already exists. 

  
Procedure When a customer needs Assistance in finding a Community Service site, the 

ESS may refer the customer to a site where a Work Experience 
(WEX)/Community Service MOU exists.  The ESS takes the following actions 
(with WEX Coordinator assistance, as necessary and determined by 
individual offices). 

 
Step Action 

1 Explain the objectives of the Community Service activity. 
2 Explain attendance/progress requirements. 
3 Use the Unpaid WEX/Community Service Hours Worksheet (WTW 15), 

located on the Transitional Assistance Department (TAD website under 
forms/Employment Services to determine allowable Community Service 
hours.) 

4 Check the MOU logs in the WEX Project folder 
(\\hssserver035\WEXProject\WEX_Project) to see which 
agencies/departments currently have MOUs. 

5 Review the spreadsheet of Training Site Requests (TSR), also in the WEX 
Project folder for suitable training positions in your area. 

6 Describe the type of training the individual will participate in at the 
Community Service site. 
 Check with the customer about possible medical conditions that may 

affect his/her ability to participate at a particular site. 
 Determine if the customer has the prerequisite skills required for the 

Community Service activity. 
 Ensure that the customer can pass a background investigation if 

required for placement at the site. 
7 Complete the Applicant’s Authorization for Release of Information 

(ABCDM 228) with the customer. 
8 Schedule an interview appointment for the customer to meet with the 

Community Service site supervisor within ten working days. 
9 Give the customer a WEX/Community Service referral form (ESP 733.2) to 

take to the interview, which includes: 
 Customer information in Section 1. 
 Employment Services Program (ESP) information in Section 2. 
 Referral information in Section 3, including an expected start date that 

allows time for the customer to: 
- Return the interview results. 
- Sign the WTW 2 Activity Assignment. 
- Arrange for necessary Supportive Services. 

10 Schedule a return appointment to review the interview results with the 
customer, and sign the WTW 2 if the customer is accepted.  This 
appointment is to take place within one (1) working day of the customer’s 
interview with the site supervisor. 

11 Create a Journal entry. 
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Community Service Referral Results 

 
Introduction This section provides information concerning results that may occur when a 

customer is referred to an unpaid Community Service activity. 

 
Interview 
results 

The Community Service site supervisor notifies the ESS of the customer’s 
acceptance or rejection at the training site via the ESP 733.2 Work Experience 
(WEX)/Community Service Referral form.  It is easier if the site supervisor 
faxes the form back to the Employment Services Specialist (ESS). 

 
Customer 
does not 
attend the 
interview 

When a customer does not attend the interview with the Community Service 
site supervisor, and does not request a reschedule of the interview, the ESS 
follows up and initiates the noncompliance process if appropriate. 
 
Noncompliance could be based on failure to sign the activity agreement; if the 
customer does not attend the Community Service interview, and does not 
contact the ESS to reschedule, it’s likely the customer won’t attend the return 
appointment either, and the return appointment is when the customer would 
sign the agreement. 

 
Customer is 
not accepted 
at the 
Community 
Service site 

When a customer in not accepted at a Community Service training site, the 
ESS discusses with the customer the reasons s/he was not accepted.  Based 
on this discussion, the ESS takes the appropriate action to: 
 
 Encourage the customer to develop his/her own Community Service site, 
 Refer the customer to a different Community Service site, 
 Refer the customer to a different activity, 
 Determine the appropriateness of good cause nonparticipation, 
 Determine if the customer is eligible for an exemption. 

Continued on next page 
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Community Service Referral Results, Continued 

  
Customer is 
accepted at the 
Community 
Service site 

When a customer is accepted at a Community Service training site as the 
result of a referral made by the ESS, the ESS takes the following actions. 

 
Step Action 

1 Complete and have the customer sign the WTW 2. 
2 Open the correct Community Service activity in C-IV. 

(Referrals to Community Service sites should only be made to 
those sites having a WEX/Community Service MOU in place.  
Related activities will be maintained in the C-IV Resource 
Databank by the Program Development Division (PDD) 
Contracts Unit. 

3 Arrange concurrent activities, as necessary, and update the 
computer system accordingly. 

4 Authorize necessary Supportive Services. 
5 Explain attendance and progress and give the customer a supply 

of Attendance and Progress Reports (Plan 102 CIV, or ESP 
733.4) to be returned by the fifth (5th) of each month for the 
previous month. 

6 Provide the site supervisor with the following forms: 

 Copies of the Attendance and Progress Report (Plan 102 CIV, 
or ESP 733.4). 

 Employee’s Claim for Workers’ Compensation Benefits 
(eSCIF 3301) and the following link; 
http://www.statefundca.com/pdf/e3301.pdf 

 Work Experience and Community Service Supervisor’s 
Handbook (ESP 733.6). 

7 Create a Journal entry. 

  
First day 
participation 

On the scheduled start date of the Community Service activity, the ESS 
confirms the customer's attendance with the site supervisor and completes 
the appropriate follow-up actions. 

  
No show on 
start date 

ESSs are to follow office policy for follow up when the customer does not 
attend the assigned activity.  Noncompliance may be a follow up option; 
noncompliance is explained in detail in the Noncompliance chapter of this 
Handbook.   
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Monitoring Community Service Participation 
 

Introduction This section contains information regarding monitoring participation for 
customers in Community Service activities. 

 

Attendance/ 
progress 

The site supervisor monitors a customer's attendance and progress in a 
Community Service training activity via the Attendance and Progress Report, 
Plan 102 CIV, or ESP 733.4 over the course of a month.  The Progress and 
Attendance Report should be submitted to the Employment Services 
Specialist (ESS) by the fifth (5th) of each month for the previous month.  The 
site supervisor may prefer to fax the report directly to the ESS, or may give 
the report to the customer to be submitted along with the travel claim. 
 

Every month, when the Progress and Attendance Report is received in the 
office, the ESS will: 
 

 Update the C-IV system regarding progress and attendance. 
 Initiate noncompliance, if appropriate. 
 Complete a Journal entry to document all actions. 

 

Initial contact 
with site 
supervisor 

The ESS will contact the site supervisor the first month the Attendance and 
Progress Report (ESP 733.4) is received to verify the: 
 

 Customer is currently participating in the activity, and  
 Site supervisor signed the most recent attendance received by the ESS. 
 

After the first month of attendance has been verified with the site supervisor, 
the ESS will set a “WEX/Community Service” task to contact the site 
supervisor on a quarterly basis. 
 

Example: Customer starts a community service activity at Goodwill on 
February 6th. The attendance for February is received by the ESS on March 
2nd. The ESS will contact the site supervisor at Goodwill to verify the customer 
is still participating in the activity and the supervisor signed the ESP 733.4. 
The ESS will set a “WEX/Community Service” task to contact the site 
supervisor during the month of June. 

 

Quarterly 
contact with 
site 
supervisors 

The ESS will set a “WEX/Community Service” task to contact the community 
service site supervisor on a quarterly basis to verify the: 
 

 Customer is currently participating in the activity, and 
 Site supervisor signed the most recent attendance received by the ESS. 

 

Non-
compliance 

If the ESS cannot verify the customer’s participation and attendance with the 
site supervisor, at the initial or quarterly contact, s/he will start the 
noncompliance process. When the ESS determines the customer does not have 
good cause for failing to comply with Community Service progress and/or 
attendance requirements, customary noncompliance procedures are followed. 
Refer to the Noncompliance chapter of this handbook for complete information. 
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Ending the Activity 

  
Introduction This section provides information regarding ending the Community Service 

activity. 

  
Termination When a customer is dropped from Community Service training prior to 

completing the activity, the Employment Services Specialist (ESS) takes the 
following actions. 

 
Step Action 

1 Close the activity, using the appropriate codes. 
2 Take the appropriate action to: 

 
 Initiate noncompliance,  
 Assign the customer to a different activity,  
 Evaluate for exemption/good cause, or 
 Deregister the WTW program if the customer is no longer 

aided. 
3 Issue appropriate Notice of Action (NOA) to terminate Supportive 

Services as needed. 
4 Create a Journal entry. 

 
Activity 
completion 

When a customer successfully completes a Community Service training 
activity, the ESS takes the following actions. 

 
Step Action 

1 Close the activity in the C-IV system as completed satisfactorily. 
 
Note:  If a customer ends Community Service participation due to 
employment, the activity is closed with status reason as 
“completed due to employment”. 

2 Issue NOAs to terminate Supportive Services as needed. 
3 Assign the customer to the next appropriate activity. 
4 Create a Journal entry. 

  
Subsequent 
activity 

A customer who successfully completes a Community Service training 
activity is referred to the next appropriate activity included in his/her Action 
Plan. 
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Section D 

Unpaid Work Experience/Community Service 

Overview 

  
Purpose This section contains information regarding calculating and deeming 

(counting) hours of unpaid Work Experience (WEX)/Community Service. 

 
In this section This section includes the following topics: 
 

Topic See Page 
Calculating and Deeming (Counting) Unpaid Work Experience 
(WEX)/Community Service Hours 

17-56 
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Calculating and Deeming (Counting) Unpaid Work 
Experience /Community Service Hours 

  
Introduction This section contains information regarding calculating and deeming 

(counting) hours of unpaid Work Experience (WEX)/Community Service 
utilizing the Unpaid WEX/Community Service Hours Worksheet (WTW 15) 
on-line in the Transitional Assistance Department (TAD) forms 
catalog/Employment Services. 

 
Note: Do not use the Unpaid WEX/Community Service Worksheet in C-IV 
because the system does not populate the correct information.   

  
FLSA The Fair Labor Standards Act (FLSA) governs minimum wage laws. Federal 

Temporary Assistance for Needy Families (TANF) rules require deeming 
(counting) core hours when a customer participates in an unpaid WEX or 
Community Service activity. 

 
Deeming hours 
of participation 

Deeming (counting) hours of participation: 
 
 CAN ONLY be used for an unpaid WEX or Community Service activity. 
 DOES NOT apply to customers who are not receiving cash aid, i.e.: 

Sanctioned or Safety Net customers. 
– Actual hours must be reported for Sanctioned and Safety Net 

customers.   
– Once the sanctioned customer cures his/her sanction, deeming of 

participation hours will be used by the Employment Services 
Specialist (ESS), if the customer meets deeming requirements. 
 Follow current policy when hours of participation change, i.e.: 

new WTW 2, Unpaid WEX/Community Service Hours Worksheet 
(WTW 15), Plan 111, etc. 

 
Combining 
WEX/ 
Community 
Service  

Any Welfare-to-Work (WTW) activity can be combined with an unpaid WEX/ 
Community Service activity to meet Federal and State Work Participation 
Rates (WPR). 
 
Example: Combine unpaid WEX or Community Service with Vocational 
Education (VOC ED), Self-Initiated Program (SIP), Employment, Self-
Employment, Job Skills Training Directly Related to Employment, etc. 

  
Calculating 
maximum 
hours  

To calculate maximum hours permitted under the FLSA, the CalWORKs and 
CalFresh benefits are combined and then divided by the State minimum 
wage. 
 
This calculation is completed outside of C-IV via the Unpaid WEX/ 
Community Service Hours Worksheet (WTW 15) excel form located in the 
TAD forms catalog, under Employment Services.  

Continued on next page 
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Calculating and Deeming (Counting) Unpaid Work 
Experience /Community Service Hours, Continued 

 
Participation 
hours 

The customer MUST participate the required number of calculated monthly 
hours in order to deem (count) core hours of participation. 
 
Hours cannot be deemed for sanctioned, safety net, or drug/fleeing felons. 

 
Rounding 
principle 

The rounding principle for calculating monthly hours of participation is to 
round to the nearest whole number.  
 
Example: 55.5 hours per month = 56 hours, 55.1 hours per month = 55 
hours. 

 
Unpaid WEX/ 
Community 
Service 
determination 

The Unpaid WEX/Community Service Hours Worksheet (WTW 15) 
determines how many hours a customer can participate in a WEX or 
Community Service activity. The ESS will enter the appropriate weekly hours 
required for the customer, and complete all required sections of the form.  
See Forms and Procedures (F&P) guide located in the TAD forms catalog 
under Employment Services. 

 
Additional 
hours 

Customers that need additional hours beyond the WEX/Community Service 
calculation must satisfy those hours in another core or non-core activity to 
meet Work Participation Rates (WPR). 

 
Unpaid WEX/ 
Community 
Service Hours 
Worksheet 
(WTW 15) 

The Unpaid WEX/Community Service Hours Worksheet (WTW 15) is located 
in the TAD forms catalog under Employment Services. Refer to the Forms 
and Procedures (F&P) guide for instructions on completing the WTW 15. 
 
This FLSA required calculation must be completed: 
 
 Before a customer is entered into an unpaid WEX or Community Service 

activity. 
 Whenever the customer’s CalWORKs or benefits change. 
 
A change in the WEX/Community Service calculation could increase/ 
decrease the FLSA required hours of participation; therefore the ESS must 
complete a new calculation, create a new WTW 2, PLAN 111, and update 
the activity as appropriate. 

 
Note:  The CalFresh and CalWORKs benefits on line 5 of the WTW 15 will 
include: Maximum Family Grant (MFG) children, penalized, safety net, 
drug/fleeing felon, and sanctioned customers. 

Continued on next page 
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Calculating and Deeming (Counting) Unpaid Work 
Experience /Community Service Hours, Continued 

  
Supplemental 
benefits 

To determine if any supplemental benefits have been issued, the ESS must: 
 
 Check the Eligibility/Issuance History page to ensure there were no 

supplemental benefits issued in the month for CalWORKs or CalFresh 
when s/he is completing the Unpaid WEX/Community Service Hours 
Worksheet (WTW 15). 

 Revise the Unpaid WEX/Community Service Hours Worksheet (WTW 15) 
to include supplemental benefit information, if the information is available 
in C-IV when the ESS is completing the calculation. 
 Include supplemental benefits for the month of issuance, in the month 

of issuance, for deeming purposes. 
 
To review a case for supplemental benefits, the ESS will follow the step/ 
action chart below. 

 
Step Action 

1 Review the Eligibility/Issuance History page to determine if any 
supplemental benefits have been issued for the month in which 
you are completing the WEX/Community Service calculation. 
 

If a supplemental 
 benefit was ….. 

Then the ESS will …. 

Issued, 
 
 

Add the amount of the 
CalWORKs and/or CalFresh 
supplements to the total amount 
stated on the WEX/Community 
Service calculation page (line 4 
or 5 as determined). 

Not issued, Continue with the calculation 
process in C-IV on the 
WEX/Community Service 
calculation page. 

  
2 Include supplemental issuances for the calculation month on the 

WTW 15. 
 

Note:  If a supplemental benefit was issued after the ESS completes the 
Unpaid WEX/Community Service Hours Worksheet (WTW 15), s/he will 
receive a Task to review the case.  When an Eligibility Determination Benefit 
Calculation (EDBC) has been run on a case with an open WEX/Community 
Service activity the system generates a Task. Follow policy to complete a 
new WTW 15, if appropriate. 

Continued on next page 
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Calculating and Deeming (Counting) Unpaid Work 
Experience /Community Service Hours, Continued 

 
PLAN 111 CIV The ESS will need to generate the PLAN 111 CIV for his/her WEX/ 

Community Service customer.  Required weekly and monthly hours will be 
included on this form. The ESS will follow the step/action chart below. 

 
Step Action 

1 Generate the PLAN 111 CIV while in the customer’s case. 
2 Enter “Effective Month”. 
3 Enter “Required Weekly Hours” from the WTW 15. 

 
Example: If the WTW 15 states 35, the ESS will enter “35 
weekly/152 monthly” (35 x 4.33 = 151.55, rounded to the nearest 
whole number = 152). 

4 Enter the “Required weekly number of hours of participation 
in unpaid WEX or Community Service”. 
 
Example: 15 hours is stated on the WTW 15, the ESS will enter 
“15 weekly/65 monthly” (15 x 4.33 = 64.95, rounded to the 
nearest whole number = 65).  

5 Enter the “Required weekly hours in Other Activities” hours.   
 
Example:  The WTW 15 states 20 hours, the ESS will add “20 
weekly/87monthly” (20 x 4.33 = 86.6, rounded to the nearest 
whole number = 87). 

6 Save and Print Locally. 
7 Give form to customer for site supervisor to complete.  

 
If the… Then the ESS will… 

ESS is referring the customer 
to a WEX/Community Service 
site, 

Enter the Name, Location, 
Contact Person, and Phone 
Number information 

Customer is searching for 
his/her own WEX/Community 
Service site, 

Leave this information blank 
for the site supervisor to 
complete. 

 

8 Journal all actions taken. 
 

Note:  See C-IV User Guide – PLAN 111 for additional information. 

Continued on next page 
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Calculating and Deeming (Counting) Unpaid Work 
Experience /Community Service Hours, Continued 

 
Deeming for 
single custodial 
parent 
households or 
all families  

The ESS will deem 20 hours/87 monthly for a single custodial parent 
household or an all families case, if the customer meets the required monthly 
hours of participation and is not a Sanctioned or Safety Net customer. 
 
Example: The ESS determines (by completing the WTW 15) the customer 
must participate 14 hours weekly, (14 x 4.33 = 60.62, rounded to the nearest 
whole number = 61) 61 hours monthly. If this customer participates 61 hours 
in the month, the ESS can deem 20 hours of participation per week/87 
monthly hours on the Activity Progress Detail page in C-IV. 
 
Single custodial parents with all children over age six and customers in an all 
families case are required to participate in another activity to meet WPR. 

 
Deeming for 
two-parent 
household 

The ESS will deem 30 hours for a two-parent household (only deem hours 
for one parent in the household), if the customer meets the required monthly 
hours of participation and is not a Sanctioned or Safety Net customer. 
 
If both parents want to participate in a WEX/Community Service activity; the 
ESS will complete the WEX/Community Service Hours Worksheet (WTW 15) 
for each customer and they would split the hours to meet monthly 
participation requirements. 
 
Example:  The ESS determines (by completing the WTW 15) the customer 
must participate 22 hours weekly, (22 x 4.33 = 95.26, rounded to the nearest 
whole number = 95) 95 hours monthly.  If this customer participates 95 hours 
in the month, the ESS can deem 30 hours of participation per week/130 
monthly hours on the Activity Progress Detail page in C-IV. 
 
Two-parent households are required to participate 35 weekly/152 monthly 
hours to meet WPR. 

Continued on next page 
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Calculating and Deeming (Counting) Unpaid Work 
Experience /Community Service Hours, Continued 

  
Attendance for 
deeming 

The ESS will enter attendance for a WEX/Community Service activity by 
entering the total monthly deemed hours of participation divided by the 
number of work days in the month on the Activity Progress Detail page.  
 
Actual hours of attendance must be entered if the customer did not 
meet deeming requirements. 
 
Example:  In April, a customer was required to participate 14 hours per 
week/61 per month in order to deem 87 hours per month.  When the ESS 
receives the customer’s attendance for the month of April, the hours of 
participation add up to 61 hours. The ESS can deem hours and will enter 
attendance as follows (87  22 work days in April = 3.95 hours each work 
day, to add up to 87 hours for the month of April). 

  
Example of 
single custodial 
parent with a 
child under six 

This example contains a single custodial parent with a child under six years 
old, which requires 20 weekly/87 monthly hours of participation to meet 
Federal WPR. 
 
The ESS determines (by completing the WTW 15) the customer is required 
to participate 14 hours per week/61 hours per month for the month of March. 
 
14 x 4.33 = 60.62 rounded to the nearest whole number = 61 hours per 
month.   
 
In this example, the ESS will follow the stage/description chart below. 

 
Stage Description 

1 The ESS reviews the Eligibility/Issuance page and determines there 
were no supplemental benefits issued for the month in which the 
calculation is being determined. 

2 The customer begins participating on March 2nd.  She needs to 
participate in this activity 61 hours a month for the month of March.  
Her schedule is: 
 
Mon – Fri at a WEX site from 8am – 2pm, with ½ lunch. 5.5 x 11 
days = 60.5 (rounded to the nearest whole number = 61).     

3 The customer turns in verification of attendance on April 5th for 
March. 
 
She attended a total of 55 hours of the 61 hours required for the 
month of March for her WEX/Community Service activity, and she 
had no excused absences. 

Continued on next page 
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Calculating and Deeming (Counting) Unpaid Work 
Experience /Community Service Hours, Continued 

 
Example of single custodial parent with a child under six, continued 
 

Stage Description 
4 The ESS calculates 55 hours  4.33 = 12.70 per week; rounded to 

the nearest whole number = 13 hours per week. 
5 The ESS cannot deem WEX/Community Service hours for the 

month of March and will enter the actual hours attended in C-IV. 
This customer did not meet the required 61 hours for the month of 
March, and did not meet WPR. 

6 The ESS follows the non-compliance process. 
7 The ESS Journals all action taken. 

 
Note:  If this customer participated the required monthly hours, a total of 61 
hours for March, the ESS could have deemed hours, and the customer 
would have met WPR requirements. 

Continued on next page 
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Calculating and Deeming (Counting) Unpaid Work 
Experience /Community Service Hours, Continued 

 
Example of 
single custodial 
parent with all 
children over 
six years old  

This example contains a single custodial parent with all children over six 
years, which requires 30 weekly/130 monthly hours of participation to meet 
Federal WPR. 
 
The ESS determines (by completing the WTW 15) the customer is required 
to participate 22 hours per week/95 hours per month for April. 
 
22 x 4.33 = 95.26 rounded to the nearest whole number = 95 hours per 
month.  
 
The customer in this example would need to be enrolled in an additional 
activity to meet his/her total monthly hours of required participation, which is 
30 weekly/130 monthly hours. 
 
In this example, the ESS would follow the stage/description chart below. 

 
Stage Description 

1 The ESS reviews the Eligibility/Issuance page and determines 
supplemental benefits have been issued for the month of April (the 
month in which the customer will begin participation in a 
WEX/Community Service activity). 

2 The ESS adds the CalWORKs and CalFresh supplemental benefits 
to the Unpaid WEX/Community Service Hours Worksheet (WTW 
15), and to the PLAN 111 CIV page. 

3 The ESS realizes that this customer’s hours cannot be deemed 
because the customer is required to participate 22 hours per 
week/95 hours per month, and the ESS can only deem if the hours 
are below 20 hours per week. 

4 The ESS enrolls the customer into a WEX/Community Service 
activity for 22 hours per week/95 hours per month, and a Voc Ed 
activity for 8 hours per week/35 hours per month to meet WPR. 

5 The customer begins participating in both required activities on April 
7th.  This customer needs to participate a total of 130 hours for the 
month of April. 

7 The ESS verifies the customer’s hours for both activities equal 131 
hours.  This customer meets WPR for the month of April. 

8 The ESS Journals all actions taken. 

Continued on next page 
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Calculating and Deeming (Counting) Unpaid Work 
Experience /Community Service Hours, Continued 

 
Example of 
two-parent 
household   

This example contains a two-parent household, which requires 35 
weekly/152 monthly core hours of participation to meet Federal WPR. 
 
The ESS determines (by completing the WTW 15) the customer is required 
to participate 25 hours per week/109 hours per month to meet Federal WPR. 
 
25 x 4.33 = 108.25 rounded to the nearest whole number = 108 hours per 
month.   
 
In this example, the ESS would follow the stage/description chart below. 

 
Stage Description 

1 The ESS reviews the Eligibility/Issuance page and determines there 
are no supplemental benefits for the month in which the calculation 
is being determined. 

2 This customer needs to participate in another activity to meet WPR, 
or the second parent will need to participate. 

3 The second parent is enrolled in another activity for 7.5 hours per 
week/32 hours per month to meet the total monthly required hours 
of 152 for a two-parent household. 

4 Both customers are scheduled to participate in their activities on 
June 8th.  On July 3rd one of the customers turns in his verification.  
The verification states the customer participated in his WEX/ 
Community Service activity for a total of 109 hours for the month of 
June. 
 
The second parent did not participate for the month of June; 
however the ESS does not discover this until July 12th. 

5 The ESS can deem 30 hours per week for a total of 130 hours for 
the month of June because the first parent participated in his 
WEX/Community Service activity for a total of 109 hours for the 
month of June, as required. 
 
Note:  If both parents want to participate in a WEX/Community 
Service activity, the hours must be split between both parents. 
Hours are combined to meet the 152 hour monthly requirement. 
The ESS will complete an Unpaid WEX/Community Service Hours 
Worksheet (WTW 15) for each parent.  The ESS can only deem 
hours for one parent. 

6 This case did not meet WPR because the second parent did not 
participate.  This household did not have the required 152 monthly 
hours for the month of June. 

7 The ESS follows the noncompliance process for a two-parent 
household. 

8 The ESS Journals all actions taken. 

Continued on next page 
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Calculating and Deeming (Counting) Unpaid Work 
Experience /Community Service Hours, Continued 

  
Job search for 
unsubsidized 
WEX/ 
community 
service  

Hours of Job Search will vary for unsubsidized WEX/Community Service due 
to the deeming of activity hours. 
 
The ESS will not reduce the required number of WEX/Community Service 
hours.  The customer must participate the required number of hours in his/ 
her WEX/Community Service activity in order to deem hours. 

 
Scheduling Job 
Search and the 
next 
appropriate 
activity 

The ESS will schedule the customer for an appointment 30 days prior to the 
end of the customer’s WEX/Community Service activity to schedule him/her 
for the next appropriate activity.  At this time the ESS may complete two (2) 
new WTW 2s to: 
 
 Add the appropriate number of hours in a Job Search activity for the last 

30 days of the customer’s current WEX/Community Service activity, and 
 Schedule him/her for the next appropriate activity. 

Continued on next page 
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Calculating and Deeming (Counting) Unpaid Work 
Experience /Community Service Hours, Continued 

  
Job Search and 
unsubsidized 
WEX/ 
Community 
Service 
activities 

Follow the examples in the chart below to determine Job Search hours for a 
customer in an unsubsidized WEX/Community Service activity. 
 
 

 
If the customer … And the WTW 15 

states … 
Then the ESS will … 

Is a single custodial 
parent with a child 
under six years old 
(which requires 20 
weekly/87 monthly 
core hours of 
participation to meet 
Federal WPR),  

14 weekly hours/61 
monthly hours are 
required and the 
customer participates 61  
hours for the month, 

 Deem 20 hours per week/87 monthly, and 
 Create a new WTW 2 requiring the customer to 

participate an additional 10 hours per week (for 
4 weeks) in a Job Search activity, 30 days prior 
to the end of his/her WEX/Community Service 
activity.  

 
Note: Noncompliance will not apply. 

Is a single custodial 
parent with all 
children over six 
years old, (which 
requires 30 
weekly/130 monthly 
core hours or 
participation to meet 
Federal WPR), 

16 weekly hours/70 
monthly hours are 
required and the 
customer participates 70 
hours for the month, 

 Deem 20 hours per week/87 monthly, and 
 Create a new WTW 2 requiring the customer to 

participate an additional 10 hours per week (for 
4 weeks) in a Job Search activity, 30 days prior 
to the end of his/her WEX/Community Service 
activity. 

 
Note: Noncompliance may apply. 

A two-parent 
household, (which 
requires 35 
weekly/152 monthly 
core hours of 
participation to meet 
Federal WPR),  

25 weekly hours/109 
monthly hours are 
required and the 
customer participates 
109  hours for the 
month, 

 Deem 30 hours per week/130 monthly, and 
 Create a new WTW 2 requiring the customer to 

participate an additional 5 hours per week (for 4 
weeks) in a Job Search activity, 30 days prior 
to the end of his/her WEX/Community Service 
activity. 

 
Note: Noncompliance may apply. 

A two-parent 
household, even if 
one parent is exempt 
(which requires 35 
weekly/152 monthly 
core hours of 
participation to meet 
Federal WPR), 

35 weekly/152 monthly 
hours are required and 
the  customer 
participates 152 hours 
for the month, 

 Count the 35 weekly/152 monthly hours (cannot 
deem because they are already participating the 
required hours). 

 Encourage the customer to Job Search 2-5 
hours per week before their WEX/Community 
Service activity ends. 

 
Note: The ESS cannot require the customer to Job 
Search because s/he is already meeting Federal and 
State WPR. Noncompliance will not apply. 

 
Note: If a customer does not participate the required number of monthly hours, the ESS cannot deem 
hours.  The ESS will enter the actual number of participation hours on the Activity Progress Detail page. 

Continued on next page 
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Calculating and Deeming (Counting) Unpaid Work 
Experience /Community Service Hours, Continued 

  
Job Search 
time clock 

The Job Search time clock 12 weeks a year and/or 4 consecutive weeks of 
job search only counts IF this time is used to determine core hours of 
participation, also known as the federal Work Participation Rate (WPR). 
 
Example:  A customer who is a single custodial parent with a child under 6 is 
participating 20 core hours/87 monthly hours in unsubsidized employment,  
Voc Ed or WEX, and also participating in 6 hours a month in Job Search,  
C-IV will not tick the Job Search time clock because this customer is meeting 
his/her monthly core requirement, federal WPR with her employment activity. 

 
Noncompliance The ESS will not initiate noncompliance if the customer is meeting monthly 

Federal WPR. 

 
No change in 
calculation 

If there is no change in the CalWORKs or CalFresh benefits during the WTW 
monthly review the ESS will: 
 
 NOT complete another WEX/Community Service calculation, and 
 Journal all monthly review results. 

  
WTW 2 – 
Welfare-to-
Work Plan – 
Activity 
Assignment 

The WTW 2, Welfare-to-Work Plan – Activity Agreement will show: 
 
 The full number of core hours (20/30 weekly – 87/130 monthly) required, 

and 
 Comments will be used to explain the FLSA calculated number. 
 
The ESS will note in the Comments section of the WTW 2, “Customer is only 
required to participate # (enter WEX/Community Service calculation hours 
here) hours per week but 20/30 weekly – 87/130 monthly (enter 20/87 for 
single custodial parent or all families, or 30/130 for two-parent families) hours 
are being deemed (counted) due to FLSA.” 

 
Note:  Child Care will ONLY pay the actual number of hours of participation, 
NOT the deemed (counted) hours, based on the Comments on the WTW 2. 

Continued on next page 



 

ESPHB #0248  (12/11) WORK EXPERIENCE AND 17-68
 COMMUNITY SERVICE TRAINING 

Calculating and Deeming (Counting) Unpaid Work 
Experience /Community Service Hours, Continued 

 
Monthly case 
reviews 

The case must be reviewed every month to determine if any changes to the 
customer’s benefits have occurred which may cause the Unpaid 
WEX/Community Service Hours Worksheet (WTW 15) to change.  
 
A change in the WTW 15 could increase/decrease the FLSA required hours 
of participation; therefore the ESS must complete a new WTW 15, create a 
new WTW 2, and update the Activity as appropriate. 

   
Additional 
information 
regarding WEX/ 
Community 
Service 
calculation 

For additional information and assistance in completing the Unpaid 
WEX/Community Service Hours Worksheet (WTW 15) or the 
WEX/Community Service process refer to: 
 
 C-IV User Guide – Plan 111 
 F&P – WTW 15 
 Job Aid - WEX/Community Service 
 PowerPoint on Unpaid WEX/Community Service on-line under 

TAD/Resources/Training/TAD Training Material/PowerPoints/WEX and 
Community Service Activities 

 Supervising Employment Services Specialist (SESS I) 
 Knowledge Database (KD) 
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Section E 

Interactive Process for Unpaid Work Experience (WEX)/ 
Community Service 

Overview 

  
Purpose This section contains information regarding the Interactive Process for 

unpaid Work Experience (WEX)/Community Service customers referred to a 
County Department. 

 
In this section This section includes the following topics: 
 

Topic See Page 
Overview 17-69 
Interactive Process for unpaid Work Experience (WEX)/ 
Community Service Training Activity 

17-70 

  
 

 
  

  



 

ESPHB #0253  (04/12) WORK EXPERIENCE AND 17-70
 COMMUNITY SERVICE TRAINING 

Interactive Process for Unpaid (WEX)/ Community Service 
Training Activity 

   

Introduction This section contains information regarding the Interactive Process required 
for all customers referred to a County Department for an unpaid Work 
Experience (WEX)/Community Service training activity.   

 
County 
department 
MOU list 

A list of County departments who have a current Memorandum of 
Understanding (MOU) with the Transitional Assistance Department (TAD) 
can be accessed through the TAD website/Tools/ESP Tools/County 
WEX/Community Services MOUs. 
 
Employment Services Specialists (ESSs) will not refer any unpaid WEX to a 
County department unless the department has a current MOU with TAD. 

 
Interactive 
Process  

The Interactive Process is used to determine if customers have any work 
restrictions or need accommodations in order to place him/her at a County 
department. As part of this process, before placing a customer at a County 
department in an unpaid WEX/Community Service activity, the ESS will ask the 
following questions: 
 

 “Do you understand the requirements of the job?” 
 “Can you perform all the job duties required for this job?” 
 “Can you perform each task as described with or without  

        accommodation?” 
 

DO NOT ask any disability-related questions. Required accommodations 
and/or job restrictions do not disqualify a customer from participating in a 
training activity.  The ESS will follow the if/then chart below. 

Continued on next page 
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If … Then the ESS … 

The customer has a CW 61 or other 
medical documentation on file, 
limiting the number of hours s/he 
can participate, the individual must 
be exempt from participation, 
 
Reminder:  A disabled individual is 
exempt from participation if the 
disability is: 
 Expected to last at least 30 

calendar days, and 
 “The disability significantly 

impairs the individual’s ability to 
be regularly employed or 
participate in WTW activities”.   

 Exempts the customer, or 
 Creates a WTW 2 to make the 

customer a volunteer, if the 
customer wishes to volunteer  

 for up to the minimum weekly hours 
stated on the CW 61 or other 
medical documentation on file, and  

 Creates a Journal entry, see Journal 
entry block for specific instructions. 

The customer discloses any work 
restrictions or accommodation 
needs, but does not have a current 
CW 61, or other medical 
documentation on file,  

 Reviews with the customer what 
work restrictions or accommodation 
needs s/he requires, and provide 
the customer a CW 61, and 

 Discusses the work restriction or 
accommodation needed with the 
Supervising Employment Services 
Specialist I (SESS I) to see if the 
accommodation for the customer’s 
request can be met.  
 Follow the regular chain-of-

command process.  
 Determine the most appropriate 

activity while awaiting the CW 61 
and/or response from the 
Supervising WEX Coordinator. 

 Creates a Journal entry, see Journal 
entry block for specific instructions. 

 
 

Note:  The Interactive Process is conducted each time there is a change in 
the customer’s: 
 

 Training site (if the training site is another County department), or 
 Job duties, and/or 
 Job title. 

Continued on next page 
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Interactive Process for Unpaid (WEX)/ Community Service 
Training Activity, Continued 

 
Interactive 
process 
example 

This block contains an example of the Interactive Process: 
 
During the Interactive Process to refer a customer to an unpaid 
WEX/Community Service training activity in a County department, the ESS 
determines (and the customer agrees) a clerical position would be a good 
placement.  The ESS asks the following questions: 
 
 “Do you understand the requirements of the job?” 
 “Can you perform all the job duties required for this job?” 
 ”Can you perform each task as described with or without 

 accommodation?” 
 

The customer states she can perform all clerical tasks as described without 
accommodations and she has no work restrictions.  The ESS: 
 
 Checks Journal entries for a CW 61 within the last 12 months, and/or any 

other information regarding a prior Interactive Process, accommodation 
request or work restriction. 
 Finds nothing in Journal entries for the last 12 months. 

 Places the customer in an unpaid WEX activity at a County department. 
 Completes a Journal entry stating the Interactive Process was 

completed, see Journal entry block. 

 
Work 
restrictions or 
accommoda-
tions 

The ESS will review the case file for the past 12 months (from the date of the 
review) for any work restrictions or accommodations by reviewing: 
 
 Journal entries that state any of the following; “Interactive Process/Work 

Restrictions/ Accommodations”, and 
 Imaged documents to see if the customer has a current CW 61 – 

Authorization to Release Medical Information on file. 
 
If the customer has either of the above, review the work restrictions and/or 
accommodations with the customer to obtain all pertinent information, and 
 Discuss the work restriction or accommodation needs with your SESS I to 

determine if the accommodation for the customer’s request can be met, 
and what activity to place the customer in until the CW 61 and/or response 
from the Supervisor WEX Coordinator is received.  
 If the customer will be placed at a County department; the SESS I will 

notify the Supervising WEX Coordinator using PII via e-mail regarding 
the work restriction or accommodation. 

 The Supervising WEX Coordinator will e-mail the ESS to complete 
another ABDCM 228 Release of information to release/discuss 
information to the HS Return to Work Analyst. 

 Journal actions taken; see Journal blocks in this section of the handbook. 

Continued on next page 
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Interactive Process for Unpaid (WEX)/ Community Service 
Training Activity, Continued 

 
CW 61 – 
Authorization 
to Release 
Medical 
Information, or 
other medical 
documentation 

If there is a current CW 61 – Authorization to Release Medical Information, or 
other medical documentation on file that states the customer has a medically 
verifiable condition that will limit or prevent him/her from participating.  The 
ESS will exempt this customer if appropriate (refer to Chapter 3 – 
Exemptions in this handbook). 
 
CW 61 or any other medical documentation information will only be shared 
with ESP staff when it is necessary to discuss placement for the customer’s 
Welfare-to-Work (WTW) activity.  CW 61 information, medical 
documentation or any other case information will not be disclosed to 
any other entities without signed consent from the customer for each 
disclosure. 
 
If the customer wishes to volunteer in a training activity; s/he can only 
volunteer up to the minimum number of hours stated on the CW 61, and 
would be considered an exempt volunteer. 
 
Example:  Customer has a current CW 61 on file which states she can only 
participate 4-6 hours per day.  The ESS would exempt this customer and 
only allow the customer to volunteer four (4) hours per day; the minimum 
allowed on the CW 61, if the customer wanted to volunteer. 
 
Journal entry example:  Customer has a current CW 61 on file, limited to 4 
hours per day.  Exempted customer. Customer chose not to volunteer. 

 
Journal entry 
for customers 
with no 
restrictions or 
accommoda-
tions 

The ESS will complete a Journal entry for customers referred to a County 
department for an unpaid WEX/Community Service training site.  If the 
customer has no restrictions or accommodations, the ESS will use the 
following Journal entry example. 
 
 Short description:  Interactive Process 
 Long description:  Conducted an Interactive Process with this customer 

who will be referred to a County department for an unpaid WEX/CS 
activity. Customer states s/he has no work restrictions, or 
accommodation needs.  Reviewed case for a current CW 61 (within the 
last year), no current CW 61, medical documentation, or accommodation 
request on file. 
 

The ESS will complete a separate Journal entry for the referral process to a 
training site. 

Continued on next page 
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Interactive Process for Unpaid (WEX)/ Community Service 
Training Activity, Continued 

 
Journal entry 
for customers 
with 
restrictions or 
accommoda-
tions 

The ESS will complete a Journal entry for customers referred to a County 
Department with restrictions or accommodations referred to a 
WEX/Community Service training site using the following example: 
 
 Short description:  Interactive Process/Work Restrictions/ 

Accommodations 
 Long description:  Conducted an Interactive Process with the customer 

because I was going to place this customer at an unpaid WEX/CS activity 
at a County department.  Later in the process before the actual 
placement at a County department, the customer provided a 
CW 61 stating she can only participate 12 hours per week.  Customer 
requested to volunteer 12 hours per week.  Customer placed in exempt 
volunteer status.  ADBCM 228 signed and imaged. Customer developed 
her own community service site.  No further Interactive Process required. 
 

The ESS will complete a separate Journal for the referral process to a 
training site. 

 
Supervising 
WEX 
Coordinator 
responsibilities 

The Supervising WEX Coordinator responsibilities in the Interactive 
Process are as follows: 
 
 Review any work restrictions or accommodations needed for customers 

to be placed in a County department with the ESS, WEX Coordinator or 
SESS I. 

 Ensure there is an ADCDM 228 - Release of Information requested and 
imaged from the customer to discuss the customer’s case with the HS 
Return to Work Analyst for each disclosure. 
 If the customer is, or will be located in a County department, and has 

reported any work restrictions or accommodations (either as a result 
of a workers’ compensation injury or personal reasons) report this 
information to the HS Return to Work Analyst so he can track, assist, 
and resolve any issues/concerns. 

 Inform the County department involved that it is their responsibility to 
keep employee/personnel files for WEX/Community Service customers, 
and that they are to maintain these files just as they would a regular 
county employee. 
 The Supervising WEX Coordinator only maintains PII files for HS 

departments, per PII policy. 
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Section F 

Workers’ Compensation 

Overview 

  
Purpose This section contains information about Workers’ Compensation coverage for 

customers participating in either WEX or Community Service activities. 

  
Introduction All individuals who participate in either unpaid WEX or unpaid Community 

Service training are covered for Workers’ Compensation benefits through the 
California Department of Social Services (CDSS) under a contract with the 
State Compensation Insurance Fund (SCIF). 
 
 All benefits are administered and authorized through SCIF. 
 Workers’ Compensation claims for CalWORKs customers participating in 

unpaid WEX/Community Service activities are always handled by the 
SCIF state contracts office, located in Sacramento. 

  
In this section This section contains the following topics: 
 

Topic See Page 
Overview 17-75 
Responsibilities 17-76 
Medical Facility Referral List 17-79 
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Responsibilities 

  
Introduction  This section provides information regarding various staff responsibilities 

when an unsubsidized Work Experience (WEX) or Community Service site 
injury occurs. 

  
Site supervisor 
responsibilities 

When a customer is injured while participating in an unsubsidized WEX or 
Community Service training activity, the site supervisor refers to the WEX 
and Community Service Supervisor’s Handbook (ESP 733.6) for complete 
information about how to proceed.  The following chart lists the actions the 
site supervisor needs to take. 

 
Step WEX/Community Service Site Supervisor Action 

1 Provide immediate first aid if trained staff is available.   
2 Refer the customer to one of the medical facilities listed in the 

WEX/Community Service Supervisor Handbook, unless the 
customer has previously designated a personal physician.   
In addition: 
 The Claims Reporting Center (CRC), see #4 below, can direct 

the site supervisor to an appropriate medical facility.   
 The list of medical facilities is included at the end of this 

chapter. 
3 Advise the medical provider that the customer is covered for 

Workers’ Compensation through the California Department of 
Social Services and to direct requests for medical authorization to 
the State Compensation Insurance Fund (SCIF), State Contracts 
Office. 

4 Investigate the circumstances of the injury and call 1-888-222-
3211 (toll free) to report the injury to the CRC.   
 
Note:  The CRC completes an injury report based upon the 
information provided by the site supervisor, and then forwards the 
report to SCIF. 

5 Access the “Workers’ Compensation Claim Form (DWC 1)”, 
e3301 at http://www.statefundca.com/pdf/e3301.pdf within 24 
hours of the reported injury. 

6 Have the customer complete/sign the top portion of the “Workers’ 
Compensation Claim Form (DWC 1)”, e3301 within 24 hours of 
the reported injury. 

7 Site supervisor completes/signs the bottom portion, and 
distributes as follows: 
 Gives a copy of the e3301 to the customer. 
 Keeps a copy for the trainee’s file. 

Continued on next page 
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Responsibilities, Continued 

 
Site supervisor responsibilities, Continued 
 

Step WEX/Community Service Site Supervisor Action 
8 Within one (1) working day of receipt of the forms from the 

customer: 
 Forward originals of the completed e3301 and medical “Off-

Work/Return to Work” forms to the designated Program 
Specialist at the Program Development Division (PDD). 

 Address information is referenced in the Supervisor’s 
Handbook. 

9 Notify the Employment Services Specialist (ESS) of the 
customer's injury. 
 
In case of death or serious injury, the site supervisor immediately 
notifies: 
 SCIF by phoning 1-800-254-0761; and 
 Designated Employment Services Program (ESP) Program 

Specialist. 

 
Physician’s 
responsibility 

The treating physician sends the medical reports and bills directly to the State 
Compensation Insurance Fund State Contracts Office.  Address information is 
referenced in the WEX/Community Service Supervisor’s Handbook (ESP 
733.6). 

 
ESS 
responsibilities 

When a customer is injured while participating in a WEX or Community 
Service training activity, the ESS takes the following actions. 

 
Step Action 

1 Gather all pertinent facts about the injury from the site supervisor. 
2 Remind the WEX/Community Service training site supervisor of 

his/her responsibilities; this may include walking him/her through 
the process outlined in the Supervisor’s Handbook. 

3 Have the site supervisor forward original documents (e3301 and 
medical “Off Work/Return to Work” forms) to the designated PS at 
PDD. 

4 Notify the designated Program Specialist (PS) at HS Program 
Development Division (PDD) immediately of the customer’s injury 
by calling (909) 383-9727. 

5 Set a calendar control for three working days to follow up with the 
site and/or the designated PS. 

Continued on next page 
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Responsibilities, Continued 

 
ESS responsibilities, Continued 
 

Step Action 
6 Complete a Journal entry documenting all known facts about the 

injury including: 
 Date/time of injury, 
 How the injury occurred, 
 Details about the injury, and 
 Any medical information: 

 Where the customer went for treatment,  
 Diagnosis,  
 Off-work and/or return-to-work information, 
 Whether modified duty is called for, and  
 Whether modified duty can be accommodated at the site, if 

needed. 

 
Program 
Specialist 
responsibilities 

The PS and/or support staff check the e3301 for accuracy and forward it to 
the SCIF, along with supporting documentation.  At times, the PS may add a 
Journal entry to document correspondence with SCIF. 

  
Modified duty When a treating physician releases the customer to “modified” duty, the ESS 

immediately: 
 
 Arranges for modified duty at the current WEX/Community Service site, 

or 
 Arranges for transfer of the customer to a different site, or 
 Evaluates for temporary good cause if the modified duty situation cannot 

be accommodated. 
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Medical Facility Referral List 

 
Introduction This section provides information about the medical facilities an injured 

customer may be referred or taken to if s/he is injured while participating in 
unpaid Work Experience (WEX) or Community Service training. 

  
Area not listed If a particular area is not listed, refer the customer to the facility nearest 

his/her location, or consult with the Claims Reporting Center at 1-888-222-
3211 for assistance. 

  
Facility 
information 

The following table lists participating medical facilities for various areas 
throughout the County of San Bernardino.  These facilities specialize in 
treating injuries suffered on the job, so are better prepared to deal with 
Workers’ Compensation issues. 

 
AREA MEDICAL FACILITY ADDRESS PHONE 

Adelanto 
 

Desert Valley Medical Group 11499 Bartlett Avenue (760) 246-8000 

Apple Valley Desert Valley Medical Group 18077 Highway 18, Suite 100 (760) 241-8000 
Barstow 
 

Desert Valley Medical Group 1301 E. Main Street (760) 256-3864 

Chino Chino Medical Group 
 
Chino Hills Primary Care 
Center 
 
U.S. Health Works 
 
U.S. Health Works  

5475 Walnut Avenue 
 
4200 Chino Hills Pkwy, Suite 
900 
 
12111 Central Avenue 
 
14726 Ramona Avenue, Suite 
107 

(909) 591-6446 
 
(909) 597-9047 
 
 
(909) 628-6011 
 
(909) 393-7322 

Colton 
 

U.S. Health Works  850 E. Washington Street (909) 370-0572 

Joshua Tree 
 

Hi-Desert Medical Center 6601 White Feather Road (760) 366-3711 

Loma Linda Loma Linda Occupational 
Health Center 

25455 Barton Road, Suite 
106-A 

(909) 558-6222 

Montclair Central Avenue Urgent Care 
Center 

8891 Central Avenue (909) 865-9977 

Mountains Richard Baumgartner, M.D. 42002 Fox Farm Road, Suite 
200, Big Bear Lake 

(909) 866-5808 

Needles Colorado River Medical Center 1401 Bailey Avenue (760) 326-4531 

Continued on next page   
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Medical Facility Referral List, Continued 

  
Facility information, Continued  
 

AREA MEDICAL FACILITY ADDRESS PHONE 
Ontario Concentra Medical Center 

 
 
First Care Industrial Group 
 
Inland Industrial Medical Group 
of Ontario 
 
U.S. Health Works  
 
 
U.S. Health Works  
 

1101 S. Milliken Avenue, Suite 
C 
 
754 N. Mountain Avenue 
 
1910 S. Archibald Avenue, Suite 
E-2 
 
3200 Inland Empire Blvd., Suite 
100 
 
2171 So. Grove Avenue, Suite 
A 

(909) 390-2799 
 
 
(909) 460-4155 
 
(909) 930-5270 
 
 
(909) 945-5011 
 
 
(909) 923-4080 

Rancho 
Cucamonga 

Concentra Medical Center 
 
 
Rancho Occupational Health 
Services 

9190 Haven Avenue, Suite 100 
 
7777 Milliken Ave., Suite A 
 

(909) 481-7345 
 
 
(909) 948-8000 

San 
Bernardino 

Empire Occupational Center 
 
 
Fox Occupational Medical 
Center 
 
U.S. Health Works 

2195 S. Club Center Drive, 
Suite A 
 
1375 Camino Real, Suite 130 
 
 
599 Inland Center Drive, Suite 
108 

(909) 433-0842 
 
 
(909) 884-1500 
 
 
(909) 889-2665 

Victorville Desert Valley Medical Group 
 
Roger A. Moushabek, M.D. 

12401 Hesperia Road, Suite 9 
 
12402 Industrial Blvd., Suite B-6 

(760) 245-2474 
 
(760) 952-1222 
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Section G 

Privacy and Security of Personally Identifiable Information 

Overview 

 
Purpose This section contains information regarding the privacy and security of 

Personally Identifiable Information (PII) and privacy and security training for 
Work Experience (WEX)/Community Service customers. 

 
In this section This section includes the following topic: 
 

Topic See Page 
Overview 17-81 
Privacy and Security Training 17-82 
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Privacy and Security Training 

 
Purpose of PII Human Services (HS) is committed to the privacy and security of PII 

mandated by federal and state regulations; therefore, a privacy and security 
training has been established to comply with this requirement.  All staff, 
volunteers, contractors and others granted access are required to complete 
privacy and security training as a prerequisite for authorizing/maintaining 
access to county facilities, computer system(s) and PII. 
 
The purpose of privacy and security training packet is to provide instructions 
regarding Privacy and Security Training for WEX customers located at a 
HS site. 

 
Privacy and 
Security 
Training 
handbook  

The Privacy and Security Training handbook and training packet, including 
the Spanish version is posted in the Human Services Policy and Standard 
Practice (HSPSP) Manual: 
 
 Section 15-1.3 SP (English), and 
 Section 15-1.4 SP (Spanish). 

 
Online privacy 
and security 
training 

The mandatory online privacy and security training available to subsidized 
WEX customers is provided through the web-based Performance, Education 
and Resource Centers (PERC) e-Learning Network. The online training is 
called HS Privacy and Security Training and is required once every two (2) 
years.  
 
Any staff unable to access/complete the HS Privacy and Security Training 
online training (i.e.: unpaid/unsubsidized WEX) must utilize the Privacy 
and Security Training packet prior to any access being granted and once 
every two (2) years thereafter.   

Continued on next page 
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Privacy and Security Training, Continued 

 
ESS 
responsibilities 

When a customer is assigned to an unpaid/unsubsidized WEX activity and 
prior to sending the customer to a HS department site for an interview,  the 
Employment Services Specialist (ESS) must ensure WEX customers: 
 
 Read, and understand the requirements as outlined in the Privacy and 

Security Training. 
 Review the: 

– HSPSP Manual Section 15, 
– Computer and Network Use Policy, and 
– E-mail Policy (if applicable). 

 Sign the: 
– Certificate of Completion, 
– HSPSP Section 15.1 SP - Signature Page, 
– Computer/Network/Software User Agreement, and 
– Electronic Mail User Agreement (if applicable). 

 
The ESS will: 
 
 Provide unpaid WEX with a copy of all signed documents. 
 Image the documents into C-IV under Employment & Training, 

Confidential Policy. 
 Forward a copy of all signed documents to the Employment Services 

Program (ESP) Supervising WEX Coordinator. 
 
Anyone who refuses to review this training, follow related policies/standard 
practices, and sign the required documents must not be allowed access to 
PII or be assigned to work in a County facility that contains PII.   

 
Unpaid/ 
unsubsidized 
WEX report 

The Legislation and Research Unit (LRU) creates an unpaid/unsubsidized 
WEX report quarterly.  This report lists all staff currently in an 
unpaid/unsubsidized WEX activity assigned to a HS Department. 
 
The Program Development Division (PDD) ESP Program Specialist will 
ensure this report is run quarterly and forwarded to the Supervising WEX 
Coordinator.   
 
The Supervising WEX Coordinator will: 
 
 Ensure all assigned unpaid/unsubsidized WEX staff located in a HS 

department/division have completed the privacy and security training and 
signed documentation has been imaged into the customer’s case file. 

  Maintain hard copies of all completed privacy and security documents in 
a central, secure location. 
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Noncompliance 

Overview 

  
Introduction This Chapter provides information about the noncompliance process in the 

Employment Services Program (ESP). 

  
References The following references apply to material in this chapter: 

 
 42-711.8 
 42-712 
 42-713 
 42-721 
 ACIN 1-40-01  
 ACL 06-027 

  
Contents This Chapter contains the following topics: 
 

Topic See Page 
General Information 18-6 
Definitions and Reasons for Sanction 18-7 
Good Cause 18-8 
Good Cause Determination 18-10 
ESS Learns of Failure or Refusal to Comply 18-13 
Compliance 18-15 
Sanctions 18-20 
Stopping (Curing) Sanctions/Aid Restoration 18-25 
Two-Parent Assistance Units (AUs) 18-30 
Quarterly Reporting/Prospective Budgeting (QR/PB) and 
Welfare-to-Work (WTW) 

18-32 

CalWORKs Sanctions and Program Penalties 18-34 
Post-Sanction Home Calls 18-37 

 Continued on next page 
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Overview, Continued 

 
Forms Forms referenced in this chapter may be found in the C-IV system or in TAD 

forms at: http://hssnet/handbooks/. 

 
Forms 
summary - 
general 

The following table summarizes all general noncompliance forms and 
Notices of Action (NOAs). It also provides specifics about the use of each 
form and that phase of the noncompliance process. 

 
Form # Form Name Specifics 

NA 840 Sanction of 
Mandatory 
Participant 

 Required NOA shows sanction to be effective no earlier than 
30 calendar days from the date of issuance. 

 NA 840 will be sent within three (3) business days from the 
date of noncompliance.  
Note:  The ESS must send the NA 840 even if s/he misses the 
three (3) business day timeframe. 

 The ESS will schedule the customer’s appointment within 10 
calendar days from the date the NA 840 is sent. This will allow 
the customer time to reschedule if necessary. 

 The ESS will use the Customer Schedule in C-IV by adding 
an appointment. 
 Check the “Outbound IVR Call” box only; if the “Print 

Appointment Letter” box is checked it will overwrite the  
NA 840. 

 Customer must attend appointment or contact the county by 
phone within 20 calendar days of notice to establish good 
cause or agree upon Compliance Plan. 

 Customer has the right to reschedule good cause meeting one 
time (additional times can be scheduled if good cause). 

 If no contact from customer during 20-day period, county must 
attempt phone contact. 

 EWs are no longer required to send a 10 day negative action 
Notice of Action (NOA) because the customer received notice 
of their cash aid reduction on the NA 1242 which is attached to 
the NA 840. 

NA 840A Determination 
of Good 
Cause/No 
Good Cause 

 Required NOA used to inform customers who have claimed 
good cause during the 20-day period or when the WTW 27 is 
received, of the county’s determination. 

 Must be issued as soon as possible after county’s 
determination. 

WTW 26 Good Cause 
Determination 
Guidelines 

 Recommended form that provides guidelines for the ESS to 
use in determining good cause. 

 Not issued to customers. 
WTW 27 Request for 

Good Cause 
Determination 

 Required form that is part of the NA 840 form available in 
C-IV. 

 Customer does not have to complete/return the WTW 27. 
 ESS can make good cause determination based on 

information from this form if the customer returns it, but fails to 
attend appointment or talk with ESS by phone. 

Continued on next page 
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Overview, Continued 

  
Forms summary  - general (continued) 
 

Form # Form Name Specifics 
NA 817 Lowering Cash 

Aid 
 Required NOA (available in C-IV) issued when the 

customer agrees to a Compliance Plan, but fails to 
complete it and will be sanctioned.   

 EWs are no longer required to send a 10 day negative 
action Notice of Action (NOA) because the customer 
received notice of their cash aid reduction on the NA 
1242 which is attached to the NA 817. 

WTW 29 Plan to Stop a 
Welfare-to-Work 
Sanction 
(Curing Plan) 

 Customer may contact the county at any time to cure 
his/her sanction. 

 If the activity that the sanctioned customer originally 
failed to perform is no longer available or appropriate, 
the county must specify in the Curing Plan another 
appropriate activity for the customer to perform. 

 Customer may sign this form at a meeting with the ESS 
or by mail. 

 Customer must satisfactorily perform the specified 
activity until completed, or up to a maximum of 30 
calendar days, whichever is shorter, from the date the 
Curing Plan was signed or agreed upon by phone. 

 The WTW 29 does not replace the WTW 2; it is 
completed in conjunction with the WTW 2. 

WTW 31 Request to Stop 
a Welfare-to-
Work Sanction 

This form is an optional form. The customer can also 
contact his/her ESS to stop a sanction. 

WTW 32 Welfare-to-Work 
Compliance 
Plan 

 Required form used when No Good Cause is found 
within the 20-day period and the customer agrees to a 
Compliance Plan. 

 Plan may be developed over the phone and mailed to 
the customer (two (2) copies with self-addressed and 
stamped envelope). 

 If mailed, return date must be at least ten (10) calendar 
days from the date mailed.  

 If customer fails to return the signed Plan timely 
(postmarked by date specified), the compliance 
process has failed. 

 Compliance Plan requires participation in prior activity 
or another appropriate activity until completed, or up to 
a maximum of 60 calendar days from the date the 
customer begins the activity, whichever is less. 

 Successful completion of the Compliance Plan means 
the customer avoids a sanction. 

 The WTW 32 does not replace the WTW 2; it is 
completed in conjunction with the WTW 2. 

 Continued on next page 
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Overview, Continued 

  
Forms 
summary – 
two-parent 

The following table summarizes the noncompliance forms required for two-
parent households. 

 
Form # Form Name Specifics 
NA 845 Removal of the 

Second 
Parent’s 
Needs/ 
Compliance 
Plan 

 Required NOA issued to the 2nd parent 
(instead of the NA 840) when 
noncompliance occurs.  (Provides 
information about how the sanctioned 1st 
parent can restore his/her aid.) 

 The ESS will schedule an appointment for 
the 2nd parent within 10 calendar days from 
the date the NA 845 is sent. This will allow 
the 2nd parent to participate and meet WPR. 

 EWs are no longer required to send a 10 day 
negative action Notice of Action (NOA) 
because the customer received notice of 
their cash aid reduction on the NA 1242 
which is attached to the NA 845. 

NA 816 Lower Cash 
Aid – Second 
Parent 

 Required NOA (available in C-IV) issued to 
the 2nd parent when s/he has agreed to a 
Compliance Plan, but fails to complete it and 
will be sanctioned.   

 EWs are no longer required to send a 10 day 
negative action Notice of Action (NOA) 
because the customer received notice of 
their cash aid reduction on the NA 1242 
which is attached to the NA 816. 

WTW 4 Notice to Other 
Parent 

Required NOA issued to 2nd parent when the 
NA 840 is issued to the noncompliant parent. 

  
Forms 
summary – 
volunteers 

The following table summarizes the forms required for the noncompliance 
process on Welfare-to-Work (WTW) volunteers. 

 
Form # Form Name Specifics 
NA 818 Suspension of 

WTW - 
Volunteer 

Required NOA issued to a WTW volunteer 
customer when s/he has agreed to a 
Compliance Plan, but fails to complete it and will 
be taken out of the WTW program. 

NA 841 Suspension of 
Volunteer/Good 
Cause/ 
Compliance 
Notice 

Required NOA issued to a WTW volunteer 
customer when noncompliance occurs.  (Similar 
to the NA 840, but without the budget 
information, as a volunteer would not receive a 
financial sanction.) 

Continued on next page 
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Overview, Continued 

  
Additional 
forms 

The following table lists additional forms referenced in this chapter. 

 
Form # Form Name Specifics 

C-IV ADM 
102  

Appointment 
Letter 

Appointment letter used to schedule 
appointments.  

CCP 7 CalWORKs Stage 
One Child Care 
Request Form 

Required form to be completed by 
customers if there is no active/pending 
Child Care (CC) case. 

CW 61 Medical Report Used to verify good cause and exemption 
status due to incapacity.  

ESP CW 
168 

Welfare-to-Work 
Guidebook 

Guidebook given at Orientation. 
Available through the Forms Distribution 
Unit (FDU). 

ESP 
411EE 

Think of the 
Possibilities 
Brochure 

ESP brochure given to educate customers 
on ESP opportunities. 
Available through the FDU. 

WTW 1 WTW Plan Rights 
and 
Responsibilities 

Required form completed at Orientation/ 
Appraisal. 

WTW 2 Activity 
Assignment  

Required form listing current WTW 
activities. 
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General Information 

 
Introduction This section explains the purpose of noncompliance and discusses both the 

state and county policies concerning noncompliance. 

  
Purpose of 
noncompliance 

The purpose of the noncompliance process is to ensure customers comply 
with Welfare-to-Work (WTW) requirements.  The County is required to 
resolve any problem(s) that precludes participation so the customer can 
successfully meet CalWORKs requirements. 

  
State policy In California, adult cash aid customers, unless exempt, must participate in 

WTW activities and meet program requirements as a condition for receiving 
aid.  A WTW sanction occurs when a nonexempt customer is removed from 
the Assistance Unit (AU) for failing or refusing, without good cause, to 
comply with WTW participation requirements. 

 
County Policy San Bernardino County will take a firm stance in determining noncompliance.  

This requires prompt and consistent action, written verification of all 
instances of noncompliance, and an expedient application of the regulations.  
The Employment Services Specialist (ESS) should attempt to work with the 
customer to resolve problems before a sanction is put into effect. 

  
No-shows The ESS will take action on no-show appointments by the end of the 

business day or first thing the following morning:  
 
 Phone call to discuss rescheduling the appointment,  
 Determine good cause, or  
 Start the noncompliance process. 
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Definitions and Reasons for Sanction 
 

Introduction This section provides definitions for terms associated with the noncompliance 
process and referenced throughout this chapter.  It also provides a list of the 
reasons why a customer may be sanctioned. 

 
Noncompliance Noncompliance is the process that Welfare-to-Work (WTW) customers go 

through when they fail or refuse, without good cause, to comply with 
participation requirements. 
 
 For mandatory customers, the end result of the noncompliance process 

could be a financial sanction. 
 For voluntary customers, the end result of the noncompliance process 

could be that they are removed from program participation. 
 

Note:  The ESS will select only one appropriate reason to initiate the 
noncompliance process on the NA 840, using the first identified reason for 
the noncompliance.  

 
Good cause Good cause is a determination of a condition or other circumstance that 

temporarily prevents, or significantly impairs, the customer’s ability to be 
regularly employed or to participate in WTW activities.   

 
Compliance Compliance is the step of the sanction process in which a customer, whom 

the County determined did not have good cause, is given the opportunity to 
correct the participation problem and avoid a sanction. 

 
Sanction A sanction is a reduction in a family’s CalWORKs grant caused by removing 

the non-complying customer(s) from the Assistance Unit (AU) until the 
customer cures the sanction or good cause is established.   

 
Reasons for 
sanction 

The ESS checks the appropriate box and enters appropriate information on 
the NA 840, NA 841, or the NA 845 which lists reasons a customer may be 
sanctioned.  A customer may be sanctioned for failing or refusing, without 
good cause, to: 
 
 Sign a WTW Plan 
 Participate in any assigned WTW program activity, including a  

Self-Initiated Program (SIP) 
 Make good progress in your activity; which includes providing monthly 

verification of attendance and satisfactory progress in any assigned 
activity, including a SIP 

 Accept employment 
 Continue employment 
 Continue employment at the same level of earnings 
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Good Cause 

  
Introduction This section provides information about good cause and how the good cause 

process applies to noncompliance in the Welfare-to-Work (WTW) program.   

 
Determining 
good cause 

A County must excuse a customer from participation in WTW activities for 
good cause when there is a condition or other circumstance that temporarily 
prevents, or significantly impairs, the customer’s ability to be regularly 
employed or to participate in WTW activities. 

  
County 
responsibilities 

Once the County determines good cause exists for a customer’s failure to 
comply, and those circumstances continue to prevent him/her from 
participating in a required activity, the County must take steps to remove any 
barriers preventing full WTW participation.  All good cause determinations 
must be made on a case-by-case basis.  The Employment Services 
Specialist (ESS) will also review good cause conditions that are anticipated 
to last more than 30 days to determine if a WTW exemption applies. 

  
Reviewing 
good cause 

When good cause is established, the County must review the continuing 
validity of the good cause determination, as necessary, but at least every 30 
days.  In addition, the customer must cooperate with the County and provide 
information, including written documentation when required, to complete the 
good cause review. 

  
Consideration 
of mental 
health or 
substance 
abuse problem 

In determining whether good cause exists for a refusal or failure to comply 
with program requirements, the County will take into consideration whether 
the customer has a mental disability or substance abuse problem that 
caused or substantially contributed to the refusal or failure to comply with 
program requirements.  This determination will be made, where appropriate, 
in consultation with the County Department of Behavioral Health. 

  
Consideration 
of a learning 
disability 

During noncompliance, the ESS must consider whether a learning disability 
may have contributed to the customer’s lack of progress or participation.  If a 
learning disability is suspected, the ESS will offer the customer a learning 
disability screening or evaluation, as appropriate, and then use the 
screening/evaluation results to aid in noncompliance determinations.   

Continued on next page 
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Good Cause, Continued 

  
Good cause 
examples 

The following are examples of good cause for not participating in WTW 
activities.  These circumstances include, but are not limited to, the following: 
 
 Lack of necessary supportive services. 
 Victim of domestic abuse. 
 Licensed or license-exempt child care is not reasonably available during 

the customer’s hours of training or employment, including commuting 
times, or arrangements have broken down. 

 Suitable special needs child care is not available for children with 
identified special needs including, but not limited to, disability or chronic 
illness. 

  
Good cause 
examples 
involving 
employment  

Additionally, regulations specify the County may not sanction customers for 
failing or refusing to comply with program requirements when their 
employment, offer of employment, activity, or other training for employment: 
 
 Discriminates on the basis of age, sex, race, religion, national origin, or 

physical or mental capacity. 
 Exceeds the daily or weekly hours of work customary to the occupation. 
 Requires travel to and from the employment/activity that exceeds a total 

of two hours, exclusive of the time necessary to transport family 
members to a school or place providing care, or walking is the only 
available means of transportation and the round-trip is more than two 
miles, exclusive of the mileage necessary to accompany family members 
to a school or a place providing care. 

 Violates applicable health and safety standards. 
 Does not provide workers’ compensation insurance. 
 Interrupts an approved education or job training program in progress 

(except work experience or community service), which would otherwise 
lead to employment with sufficient income to be self-supporting 

 Violates the terms of the customer’s union membership. 
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Good Cause Determination 

  
Introduction This section provides information regarding good cause determination, 

subsequent action after the cause determination has been made, and 
discusses forms used during this phase of the noncompliance process. 

  
How good 
cause may be 
determined 

Good cause may be determined: 
 
 In a face-to-face interview 
 By telephone, and/or  
 By using any available information 

  
WTW 26, Good 
cause 
determination 
guidelines  

The WTW 26, Good Cause Determination Guidelines, may be used to assist 
the Employment Services Specialist (ESS) in discussing good cause reasons 
with customers.  ESSs should be aware there could be other valid good 
cause reasons not listed on the WTW 26. 

 
Determining 
cause and 
subsequent 
action 

Use the following table to determine cause and subsequent action: 

 
If the ESS is… And determines … Then… 

Good cause exists, No sanction will be 
imposed.  The customer 
will be referred back to the 
activity assigned prior to 
the time that the customer 
did not participate. 

Able to contact the 
customer by phone or 
use information 
provided on the WTW 
27, 

No good cause 
exists, 

The ESS will develop a 
Compliance Plan and follow 
compliance procedures. 

Unable to make 
contact with the 
customer by 
telephone and s/he 
fails to contact the 
ESS within the 20-
calendar day 
compliance period, 

No good cause 
exists,  

Able to make timely 
contact with the 
customer, 

No good cause 
exists and the 
customer refuses to 
enter into a 
Compliance Plan, 

The ESS sets a Task and 
sends an e-mail to the EW 
to impose the sanction. 
 
 

Continued on next page 
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Good Cause Determination, Continued 

  
NA 840A, 
Determination 
of Good 
Cause/No Good 
Cause 

The NA 840A, Determination of Good Cause/No Good Cause, is a required 
Notice of Action, which was developed to inform customers who have 
claimed good cause during the 20-day period of the County’s determination.   
 
The ESS will send the NA 840A when the customer has claimed good cause 
and the ESS has determined: 
 
 Good cause exists, or 
 No good cause exists, and 
 Whether or not the customer enters into a Compliance Plan. 

  
Documentation 
of good cause 

Whenever possible, written documentation of good cause is required. The 
chart below explains what actions to take when documentation has or has 
not been provided.

 
If the customer… Then… 

Can provide 
documentation of 
his/her good cause,  

 Image the document(s) into the case file. 
 Journal all actions taken. 

Has no documentation 
of good cause, 

Complete a thorough Journal entry stating the 
good cause reason and why no documentation 
was available. 

 
Good cause 
second parent 
status 

A customer’s statement is not sufficient verification to grant Good Cause to 
the second parent.  Verification of the first parent’s participation (i.e., pay 
stubs, or Employment Income Verification (TAD 104), school attendance, 
etc.) documenting the required 152 hours per month must be received 
before the second parent is granted Good Cause.  Follow the chart below to 
determine if the second parent meets good cause status. 

 
If the first parent… Then… 

Provides verification of 
attendance with the 
required 152 hours per 
month, 

 Continue to monitor the case, and 
 Place the second parent in Good Cause 

status.  

Fails to meet 
participation 
requirements of 152 
hours per month, 

 Immediately change the status for the second 
parent to an Active status. 

 Attempt to call the second parent to schedule 
an appointment within 10 calendar days, and  

 Send the following to the second parent the 
same date the NA 840 is sent to the first 
parent: 
 Appointment Letter (ADM 102 CIV), and  
 Notice to Other Parent (WTW 4).  

 
Note:  Good Cause, second parent status does not need SESS I approval 
to continue beyond 30 days when verification is provided showing that the 
first parent is meeting the 152 hour monthly requirements.  

Continued on next page 
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Good Cause Determination, Continued 

  
Good cause 
determination 
review 

During monthly case reviews, the ESS will review the continuing validity of 
the good cause determination to see if: 
 
 The customer is able to participate, or 
 Good cause non-participation will continue, or 
 The customer needs to be evaluated for possible exemption. 

 
Note:  A customer should not be in good cause status over 30 days. SESS I 
approval is needed to continue good cause beyond 30 days, except for good 
cause 2nd parent status. Good cause, 2nd parent status does not need SESS 
I approval.  

 
ESS actions 
during good 
cause non-
participation 
status 

Since good cause non-participation status does not stop time limits for most 
customers, the ESS makes every effort to help the customer participate as 
soon as possible. 
 
Information about employment opportunities is given to customers in good 
cause non-participation status, but the customer is not required to look for 
work until his/her status is active. 

 
Note:  Good cause non-participation status does not help the County meet 
the Federal Work Participation Rate (WPR). 
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ESS Learns of Failure or Refusal to Comply 

  
Introduction This section provides information about what the Employment Services 

Specialist (ESS) must do when s/he learns about a customer’s failure or 
refusal to comply with participation requirements. 

  
Intervention The months a customer is sanctioned do not count against the 48-month 

time limit.  However, the ESS should make an effort to gain the customer’s 
cooperation before resorting to sanction.  Intervention efforts may include, 
but are not limited to, the following: 
 
 Checking the C-IV system and/or attempting to reach the Eligibility 

Worker (EW) by telephone to see if the EW is aware of another reason 
why the customer is not participating. 

 Attempting to reach the customer by telephone before the appointment. 
 Attempting to reach the customer by telephone before mailing the initial 

Notice of Action (NOA) NA 840, NA 841, or NA 845. 
 The ESS will inform the customer of their appointment date during the 

telephone conversation. 
 Mailing the customer flyers or other informational materials about 

services available through the Employment Services Program (ESP) 

  
Initial NOA If attempts at intervention are not successful, the ESS sends the appropriate 

NOA when s/he learns of the customer’s failure or refusal to comply.  This 
NOA cannot be effective less than 30 calendar days from the date of 
issuance. 

 
If the noncomplying customer is a… Then the ESS sends an… 

Mandatory single or first parent NA 840 
Volunteer NA 841 
Mandatory second parent NA 845 

  
What is 
included in the 
notice 

The purpose of the NA 840, NA 841, or NA 845 is to: 
 
 Inform the customer a sanction will be imposed if s/he fails to either 

attend an appointment scheduled by the County or contact the County by 
telephone within 20 calendar days of the notice, and: 
 Provide information to the County that leads to a finding of good 

cause for refusing or failing to comply with program requirements, or 
 Agree to a Compliance Plan to correct the failure or refusal to comply. 

 Provide the name, telephone number, and address of state and local 
legal aid and welfare rights organizations that can assist customers with 
the good cause and compliance process. 

 
Note:  The ESS will schedule the customer’s appointment within ten (10) 
calendar days from the date the NA 840, NA 841, or NA 845 is sent. 

Continued on next page 
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ESS Learns of Failure or Refusal to Comply, Continued 

 

WTW 27 – 
Request for 
Good Cause 
Determination 

The WTW 27 Request for Good Cause Determination is sent with the  
NA 840, NA 841, or NA 845.  These required forms help customers 
understand situations that are considered good cause reasons for 
nonparticipation.  It is not mandatory for customers to complete or return the 
WTW 27 in order to determine good cause.  The WTW 27 is not intended to, 
but may take the place of a face-to-face meeting or telephone interview to 
discuss the nonparticipation problem if the customer provides sufficient 
information and/or verification to support the good cause reason indicated on 
the WTW 27.   
 
If the customer returns the WTW 27, but fails to attend the scheduled 
appointment or speak with the ESS by phone, the worker must make a good 
cause determination based on available information; s/he can use 
information provided on the WTW 27. 

 

Rescheduling 
the 
appointment 

Customers have the right to reschedule the good cause meeting one time for 
their convenience; additional rescheduling will be permitted if the customer 
cannot, or did not, attend with good cause. ESS will make every effort to 
reschedule the customer’s appointment within the 20-day noncompliance 
timeframe. 

 

Customer fails 
to attend 
appointment or 
contact county 

The ESS must attempt to contact the customer by telephone at the time of, 
or after, the appointment to establish a finding of good cause or no good 
cause for failure to comply with WTW requirements if the customer fails to: 

 Attend the appointment, or 
 Contact the ESS to establish good cause over the telephone. 
 
The ESS follows the Step/Action table below. 

 

Step Action 
1 Attempt to contact the customer by phone. 

 
If the ESS is able to reach the customer, the ESS discusses the 
noncompliance issue with the customer and attempts to determine the 
cause. 

2 Journal contact or attempted contact. 
3 Notify the EW to apply the sanction when the 20-day noncompliance 

period ends, if the customer does not comply. Refer to Notifying the 
EW that a sanction needs to be applied section in this chapter. 

4 Update the Program Review date to the first of the month the sanction 
takes affect. 

5 Change the WTW Status page to Sanction on the first day of the 
month the sanction takes effect. For additional instructions, refer to 
Effective date of sanction/discontinuance block in this chapter.  

6 Forward the completed TAD 19 REAC to the designated Office 
Assistant (OA) for reassignment. 

 
Note:  EWs are no longer required to send a 10 day negative action Notice of Action 
(NOA) because the customer received notice of their cash aid reduction on the 
NA 840, NA 845, NA 816, or NA 817.  The EW will review the NOA to ensure all 
budget information is correct.  If the budget information is incorrect, the EW will send 
a ten (10) day NOA with the correct budget information. 
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Compliance 

  
Introduction This section discusses the compliance process, introduces forms used 

during this phase, and provides various examples to illustrate the process. 

  
What is 
compliance 

Compliance is the step of the noncompliance process in which a customer, 
whom the Employment Services Specialist (ESS) determined did not have 
good cause, is given the opportunity to correct the noncompliance problem 
before a sanction is imposed. In a face-to-face meeting or telephone 
discussion with the ESS, the customer must: 
 
 Agree to a Compliance Plan (WTW 32) within the 20-day compliance 

period, and 
 Complete the activities in the Compliance Plan (WTW 32). 

  
How a 
customer 
complies with 
program 
requirements 

A customer is considered to have complied with program requirements by 
satisfactorily performing the activity s/he previously refused to perform, or 
another appropriate activity agreed upon by the ESS and customer, until 
completed or up to a maximum of 60 calendar days (per WTW 32 – 
Compliance Plan) from the date the customer begins the activity, whichever 
is less. 
 
The customer may not be required to participate for a period of time that 
exceeds the length of the original activity that brought about the 
noncompliance. 

  
WTW 32, 
Welfare-to-
Work 
Compliance 
Plan 

The WTW 32 Compliance Plan is a required form that was developed to help 
customers understand what they must do to avoid a sanction, and to help 
ESSs understand what they must do to properly inform customers about the 
compliance process.  The Compliance Plan explains: 
 
 Activity participation requirements. 
 Dates on which participation begins and ends. 
 Rights and responsibilities pertaining to compliance. 
 
The customer must sign the WTW 32 indicating that s/he agrees to complete 
the activity(ies) outlined in the Compliance Plan or a sanction will be 
imposed.  The WTW 32 is only used during the compliance process and 
does not replace the WTW 2. The WTW 32 is completed in conjunction with 
the WTW 2 Activity Assignment; it does not replace the WTW 2.   

  
Customer 
suggests 
alternative 
activities 

Under the compliance process, customers have the opportunity to suggest 
alternative activities if they do not agree with the County-initiated Compliance 
Plan.  An ESS may incorporate some or all of the customer’s suggestions 
into the Compliance Plan, as appropriate. 

Continued on next page 
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Compliance, Continued 

  
Exceeding the 
20-day 
compliance 
period 

If the customer attends the meeting or calls his/her worker as requested, and 
additional information or time is needed to review good cause information, or 
the ESS is unable to propose a specific Compliance Plan during the 20-day 
period, the ESS will not impose a sanction until s/he determines that no good 
cause exists and the customer fails to agree to a Compliance Plan.  
 
If the customer contacts the ESS and it is determined the customer needs 
additional time to provide good cause verification, the ESS will: 
 
 Extend the deadline. 
 Request the verification be provided within ten (10) calendar days. 
 Inform the customer of the deadline and set an appointment using the 

C-IV ADM 102, Appointment Letter.  
 The ESS will reference the customer’s noncompliance status in the 

appointment letter. 
 Journal all contacts and actions taken. 

 
Developing a 
Compliance 
Plan over the 
telephone 

In lieu of a face-to-face meeting, the ESS may develop the Compliance Plan 
with the customer over the telephone and transmit the Compliance Plan via 
mail.  In this situation, the ESS must: 
 
 Inform the customer of his/her compliance requirements (assigned 

activity, provider location, starting and ending date of participation, etc.), 
and 

 Mail two copies of the Compliance Plan to the customer (one to sign and 
return and one to keep for his/her records), along with a self-addressed 
stamped envelope. 
 Return date must be at least ten (10) calendar days from the date 

mailed. 
 Set calendar control for receipt of Compliance Plan. 
 Journal all contacts with the customer and actions taken. 

  
Customer fails 
to sign and 
return the 
Compliance 
Plan or it is not 
returned timely 

If the customer fails to sign and return the Compliance Plan, or the returned 
Plan is postmarked later than the return date indicated on the Plan, the 
compliance process has failed and the customer is sanctioned. No later than 
three business days following the missed deadline the ESS will: 
 
 Task/E-mail the EW to impose the sanction within seven (7) calendar 

days, 
 Set a Task to check that the sanction has been initiated, and 
 Journal all actions taken, including contacts and/or failed contacts with 

the customer. 
 
The customer must now meet the requirements to cure the sanction, even if 
the participation problem can be corrected prior to the effective date of the 
sanction. 

Continued on next page 
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Compliance, Continued 

  
Customer fails 
to participate  

If the customer agrees to the Compliance Plan but fails to participate, without 
good cause, the compliance process has failed and the customer is 
sanctioned.  No later than three (3) business days after becoming aware of 
non-participation, the ESS will: 
 
 Send appropriate NOA based on the number of parents in the home: 

 NA 816 – Lowering Cash Aid – Second Parent, or 
 NA 817 – Lowering Cash Aid  

 Verify the sanction effective date on the NA 816 or NA 817 matches the 
effective date on the original NA 840. 
 If the date does not match, change the sanction effective date on the 

NA 816 or NA 817 to match the original NA 840. 
 Set a Task for the EW to impose the sanction within seven (7) calendar 

days and provide the sanction effective date,  
 Set a Task to check that the sanction has been initiated, and 
 Journal all actions taken, including contacts and/or failed contacts with 

the customer. 
 
Note: The ESS will follow the above process even if s/he misses the three 
(3) day timeframe. 

 
 Example: A customer is placed in noncompliance status on 2/21 and the NA 

840 states the sanction will take effect on 4/1. On 3/12, the customer signs a 
compliance plan to participate for 30 days in community service. On 4/5, the 
ESS finds out the customer stopped attending the assigned and has failed the 
compliance plan. The ESS: 
 

 Mails the NA 816 or NA 817, as appropriate, and 
 Requests sanction to be applied effective 4/1 and an overpayment will 

be applied in the case for the month of April.  

Continued on next page 
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Compliance, Continued 

 
Customer does 
not agree to 
sign a 
Compliance 
Plan  

When no good cause is found and the customer does not agree to sign a 
Compliance Plan within the compliance period, a sanction is applied.  The 
customer must now meet the requirements to cure the sanction, even if the 
participation problem can be corrected prior to the effective date of the 
sanction. 
 
The customer has the right to file for a State Hearing if s/he disagrees with 
the Compliance Plan.  
 
If the customer requests a State Hearing and meets the criteria for Aid Paid 
Pending, the ESS and EW will be notified via e-mail that the sanction cannot 
be applied until the issuance of the hearing decision. See ORHB Chapter C 
for additional information. 

 
If… Then… 

A sanction has been 
applied, 

An Appeals Specialist will notify the ESS and 
EW to reverse the sanction until the hearing 
process is complete. 

The hearing decision 
upholds the County’s 
proposed Compliance 
Plan,  

The ESS must provide an opportunity for the 
customer to agree to the Plan, and only 
impose the sanction if the customer refuses. 

The hearing decision is 
against the County, 

The ESS will be instructed on how to proceed 
by the Appeals Specialist. 

 
After customer 
completes the 
Compliance 
Plan 

After the customer completes his/her Compliance Plan, whether pre- or post-
assessment, any new or continuing assignment must be provided in writing 
with a new WTW 2 Activity Agreement.  This includes assignments that are 
the same as those in which the customer participated to fulfill compliance 
requirements.  The purpose of the new WTW 2 is to communicate: 
 

 New beginning and/or ending dates of the activity. 
 Days and hours of participation. 
 Necessary supportive services to be provided. 
 Any additional information or services that will assist the customer in 

successfully completing his/her assignment(s). 
 

Any participation problems occurring after compliance requirements have 
been met and a new WTW 2 completed require a new compliance process, 
even when the customer remains assigned to the same activity as in the 
previous Compliance Plan. 
 
Counties cannot sanction customers for assignments not provided in writing.  

Continued on next page 
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Compliance, Continued 

 

Example 1 Customer in noncompliance, 20th day extended. 
 
A customer contacts her ESS within the 20-day period indicated in the NA 840 
sanction notice and presents information regarding good cause that requires 
additional verification.  The ESS cannot impose a sanction pending the 
verification.   

 
Stage Description 

1 ESS gives the customer an extended deadline in writing (using C-IV 
ADM 102) to provide required verification. 

2 Customer turns in the verification within the extended time period given 
by the ESS, but it is beyond the 20-day period.   

3 ESS receives and reviews verification, but finds no good cause. 
4 ESS advises the customer that she must enter into a Compliance Plan 

to avoid a sanction. 
5 Customer agrees to enter into a Compliance Plan (WTW 32) and signs 

the WTW 2 – Activity Assignment. 
6 ESS issues NA 840A stating no good cause was found, but because 

the customer provided verification within the extended timeframe and 
agreed to a Compliance Plan, the CalWORKs grant will not be 
reduced. 

 
Example 2 A customer is assigned to a six-month Community Service program scheduled 

for December through May.   
 

Stage Description 
1 Customer did not attend seven days during December, the first month.   
2 ESS determines in January that the customer violated the program’s 

attendance requirements. 
3 ESS sends an NA 840 on January 13th to: 

 Notify customer of 20-day compliance period (ends February 4th), 
 Schedule an appointment for January 23rd, and 
 Inform customer of sanction effective March 1st. 

4 Customer contacts the ESS within the 20-day compliance period: 
 Does not provide verification of good cause, 
 Agrees to sign a Compliance Plan (WTW 32), and  
 Is issued the NA 840A. 

5 Customer signs the Compliance Plan (WTW 32) and the WTW 2 
Activity Assignment on January 23rd.  

6 ESS reassigns him to the Community Service activity to participate for 
60 calendar days beginning January 25th. 

7 Customer successfully completes his assignment, and meets 
compliance requirements.   

8 ESS and customer complete a new WTW 2 to continue the Community 
Service activity.   

9 Customer continues to attend his assigned activity after successfully 
resolving the instance of noncompliance, and no sanction is imposed. 
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Sanctions 

  
Introduction This section provides information concerning the types of sanctions that may 

be imposed and what happens if/when the customer appeals the sanction. 

  
Overview The County must impose a sanction when a Welfare-to-Work (WTW) 

customer fails or refuses to comply with program requirements without good 
cause and efforts to resolve the participation problem through the compliance 
process have failed. 

  
Homeless (no 
address) 
customers 

The sanction process is applicable to homeless (no address) customers. If a 
customer is WTW eligible they must comply with WTW requirements. 

 
Note: The NAR 1 – No Address Customer Responsibilities form is required 
to be given to customers by the Eligibility Worker (EW). This form is not 
imaged. There should be a Journal entry by the EW stating the customer 
was given this form. If there is no record of the NAR 1 being given to the 
customer, the ESS will give the form to the customer and Journal. 

 
Types of 
sanctions 

There are two different types of sanctions applied when a WTW customer 
has failed or refused to comply with program requirements without good 
cause and compliance efforts have failed.  These types of sanctions are: 
 
Financial:  Applied when the customer being sanctioned is required to 
participate in Welfare-to-Work activities.  This results in a loss of cash aid for 
the customer. 
 
Non-Financial:  Applied when the customer being sanctioned is not required 
to participate or is not aided, which includes Work Eligible Individuals (WEIs) 
such as Safety Net and drug/fleeing felon parents, and voluntary customers. 

  
Non-financial 
sanctions 

Work Eligible Individuals (WEIs) and volunteers who have not signed a WTW 
plan are not subject to the noncompliance process.  WEIs and volunteers 
who have signed a plan are subject to the process and may be sanctioned by 
loss of priority for WTW services as long as other customers are actively 
seeking to participate. 

 
Note: If a volunteer stops participating and an exemption still applies, the 
ESS will change the customer’s WTW status and Work Registration Code 
to exempt. 

Continued on next page 
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Sanctions, Continued 

 
Financial 
sanctions 

During the sanction period, aid is discontinued for the customer(s) as 
specified below: 

 

If the sanctioned customer is the… Then only the… 
Parent, Non-complying parent is discontinued. 
Caretaker relative other than a 
parent, 

Caretaker relative is discontinued. 

Child, Child is discontinued. 

 
When 
noncompliance 
does not apply 

Noncompliance applies unless one of the following occurs: 

 The County determines the customer had good cause; or 
 The customer did not have good cause, but s/he agrees to a Compliance 

Plan and subsequently fulfills the terms of that plan. 
 The County determines the customer was exempt at the time s/he failed 

to comply with WTW program requirements. 

 

Correcting the 
participation 
problem after 
the 20-day 
period 

When a customer does not provide verification of good cause or agree to 
sign a Compliance Plan within the 20-day compliance period, s/he must meet 
the requirements to cure a sanction, even if the participation problem can be 
corrected prior to the imposition of the sanction. 

  

Effective date 
of sanction/ 
discontinuance 

Aid for the sanctioned customer is discontinued the first of the first payment 
month following timely and adequate notification. The ESS will update the 
WTW Status page to Sanction within three (3) business days of the 
sanction’s effective date.  Below is an example of the process. 

 
Stage Date Description 

1 2/25  ESS sends the NA 840 to the customer with an 
appointment for 3/8.  

 NA 840 Sanction date would be 4/1. 
2 3/17 

(the 20th day) 
 Customer did not respond.  
 ESS follows all procedures to attempt to contact the 

customer. 
3 3/18 ESS sends an e-mail to the EW requesting to apply a sanction 

effective 4/1.  
4 3/23 The EW: 

 Takes action to apply the sanction effective 5/01. 
 Sends an e-mail and Task to the ESS informing them of 

the new discontinuance date. 
5 3/23  ESS updates Program Review date to 5/1 (since sanction 

was applied after cut-off). 
6 5/1 The ESS: 

 Verifies sanction is in effect in the Case Summary Page. 
 Updates WTW Status Page from non-compliance to 

Sanction.  
 Completes TAD 19 REAC, with the correct district office 

sanction identification (ID) number under Specialized 
Worker for WTW, and  

 Forwards completed TAD 19 REAC to the designated 
Office Assistant (OA) for reassignment. 

Continued on next page 
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Sanctions, Continued 

 

Notifying the 
EW that a 
sanction needs 
to be applied 

Sanctions must be requested no later than three (3) business days after the 20th 
day or extended deadline granted to provide good cause verification. 
  
The ESS will follow the steps below to add a Task to notify the EW that the 
sanction needs to be applied: 

 

Step ESS Action 
1 Add a Task for the EW in C-IV by selecting the CalWORKs program 

from the Task Detail page.   
2 Enter the Task Due Date for seven (7) calendar days in the future.  
3 Select Sanction/Penalty from the Task Types drop down. 
4 Enter the following long description including: 

 
 WTW, 
 Customer name,  
 Apply WTW Sanction, 
 Reason, and 
 Sanction effective date (based on the date from the NA 840, 

NA 845, or NA 816, NA 817), even if the case is scheduled to 
be discontinued. 

5 Add a task for the WTW Program with due date of seven (7) 
calendar days in the future to verify sanction has been applied for 
customer. 

6 Journal all actions taken. 
 

Note: If the sanction has not been applied after seven (7) calendar days, 
the ESS will e-mail the SESS I with the appropriate information following the 
Policy for Privacy and Security of Personally Identifiable Information (PII). 
The SESSI will contact the EWSI following the chain of command. 

  

Requesting 
sanction on a 
CalWORKs 
case scheduled 
to be 
discontinued 

If the ESS determines a sanction needs to be requested for a case that is 
scheduled to be discontinued on the same date the sanction should be effective, 
the ESS will: 
 
 Continue the non-compliance process, and  
 Request the sanction be applied to the customer following instructions in 

the Notifying the EW that sanction needs to be applied section in this 
chapter. 

Continued on next page 
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Sanctions, Continued 
 

NA 840 process 
if generated 
with no budget 

If the NA 840 is generated with no budget as case is scheduled to be 
discontinued, the ESS will follow the chart below: 

 

Step Action 
1 Do not mail the NA 840 as it is not valid. 
2  Set a Task to review the case on the third day of the following month 

to determine if the case will be deregistered or a new appointment 
letter needs to be mailed.   

  WTW Status will remain in non-compliance. 
3 Review the case and if the EW has not taken action in the case, set a Task 

for the 10th day of the same month to determine necessary action.  
4 Change the WTW Status to Active once determined a new appointment 

letter is necessary if the case is not discontinued as scheduled.   
5 Journal all actions taken. 

 
NA 840 process 
if generated 
with budget 

If the NA 840 is generated with a budget and the case is scheduled to be 
discontinued, the ESS will: 
 Continue the non-compliance process. 
 Add the customer’s appointment date on the Customer Schedule in 

C-IV so the Interactive Voice Response (IVR) system will call the 
customer to remind him/her of the appointment.  Check the “Outbound 
IVR Call” box only; if the “Print Appointment Letter” box is checked it will 
overwrite the NA 840. See C-IV User Guide – Appointment or click C-IV 
Help and search Customer Calendar.   

 Set a Task to review the case on the third day of the following month to 
determine if the case will be deregistered or a sanction needs to be 
requested. 

 Journal all actions taken. 

 
Overpayment If the sanction was not applied timely by the EW, any aid paid to the 

sanctioned customer(s) after the sanction effective date will be considered an 
overpayment.  

 
Customer files 
a sanction 
hearing 

The chart below explains what happens when a customer files a hearing on 
the sanction action through the State Hearing Process. 

 

If a customer files a hearing… Then the… 
Prior to the effective date of the sanction,  Sanction will not be imposed until a hearing 

decision is issued. 
 County continues to pay cash aid, 

supportive services, and necessary child 
care as long as the customer is otherwise 
eligible, pending the hearing decision. 

After the effective date of the sanction,  Customer will not receive cash aid for 
him/herself or supportive services, pending 
the hearing decision.  

 Stage Two Child Care may be provided by 
KidsNCare if eligibility conditions for that 
program are met. 

Continued on next page 
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Sanctions, Continued 

 
County’s action 
is sustained 

If the County’s action is sustained (upheld), aid is discontinued effective the 
end of the payment month in which the hearing decision is received.  Cash 
aid that was paid is not considered an overpayment; the sanction is deferred 
and not imposed until after the hearing decision.   

 

 
Work Eligible 
Individuals 

Customers who are discontinued from aid due to being sanctioned are 
considered Work Eligible Individuals (WEI) and count in the Work 
Participation Rate (WPR). Under child care policies, WEIs who are eligible 
for, and need, child care to work or participate in other activities may receive 
subsidized child care for up to 24 months after they leave cash aid 

 
County’s action 
is not 
sustained 

If the decision is in favor of the customer, the County must reimburse the 
customer for any necessary transportation and/or work- or training-related 
expenses that s/he paid out of pocket, or was obliged to pay, during the time 
the hearing decision was pending. 

 
Terminating 
supportive 
services 

The Employment Services Specialist (ESS) must send a separate Notice of 
Action (NOA) regarding any termination of supportive services. The NA 821 
must be sent to discontinue supportive services ten days prior to 
discontinuing supportive services. 
 
Under child care policies, sanctioned customers who are eligible for, and 
need, child care to work or participate in other activities may receive Stage 
Two subsidized child care from KidsNCare for up to 24 months after they 
leave cash aid.   
 
Customers in the process of curing a sanction may receive Stage One child 
care from TAD. 

 
WPR and 
sanctioned 
case reviews 

Customers who are discontinued from aid due to being sanctioned are 
considered Work Eligible Individuals (WEI) and count in the Work 
Participation Rate (WPR) after being sanctioned for three (3) months in the 
preceding 12-month period - whether or not the months were consecutive.  
 
ESSs will complete monthly case reviews for the first three months of a 
sanction in an attempt to engage the sanctioned customer before his/her 
nonparticipation counts against the county WPR.   
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Stopping (Curing) Sanctions/Aid Restoration 

  
Introduction This section provides information regarding how a customer may stop (cure) 

a sanction, introduces forms used during this phase, and provides examples.  
This section also provides information about aid restoration once a sanction 
has been successfully cured. 

  
Overview To stop (cure) a sanction, the customer must: 
 

Step Customer Action 
1 Contact the Employment Services Specialist (ESS) and inform 

him/her of a desire to cure the sanction. 
2 Comply with County requirements to sign a Plan To Stop a WTW 

Sanction, WTW 29, referred to as the “Curing Plan” and a WTW 2 
Activity Assignment either at a scheduled meeting with the ESS, 
or by telephone and mail. 

3 Perform the activity specified in the Curing Plan until completed, 
or up to a maximum of 30 calendar days, whichever is shorter, 
from the date the Curing Plan was signed or agreed upon by 
telephone. 

  
Customer 
contacts ESS 
to cure a 
sanction 

If a customer contacts an ESS and requests to cure a sanction, the ESS will 
schedule an appointment to meet with the customer to discuss and sign the 
Curing Plan, WTW 29, and a new WTW 2, Activity Assignment, within 10 
calendar days of the date the customer notifies the ESS s/he wishes to cure 
the sanction. 
 
In some instances, a customer may not qualify for cash aid until s/he is 
added back to the case. If the customer were to cure the sanction prior to 
approval, the family may be eligible because they may no longer be over 
income. 
 
Customers may volunteer to cure his/her sanction before cash aid is 
approved. The customer would be assigned to a duty worker and follow 
current policy and procedures. 

Continued on next page 
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Stopping (Curing) Sanctions/Aid Restoration, Continued 

 
Developing the 
Curing Plan via 
telephone 

In lieu of a face-to-face meeting, the ESS and the customer may develop the 
Curing Plan via the telephone and transmit the plan via mail.  In such cases 
the ESS must: 

 Develop the Curing Plan, 
 Inform the customer of his/her curing requirements (assigned activity, 

provider location, starting and ending date of participation, etc.), and 
 Mail two copies of the Curing Plan, WTW 29, and a new Activity 

Assignment, WTW 2,  (one to sign and return, and one for the customer 
to keep for his/her records), along with a self-addressed stamped 
envelope, to the customer within the 10-calendar day timeframe. 

 
The other steps pertaining to the curing process, such as compliance with 
participation requirements and the steps and timeframes to restore cash aid 
are the same as if the Curing Plan was developed and signed in a  
face-to-face meeting. 

 
Informing date The date on which the ESS informed the customer about the specifics of 

his/her Curing Plan (WTW 29) by telephone (the “informing date”) will be 
considered the date that the customer signs the Curing Plan for purposes of 
beginning the maximum 30-calendar day curing period.  The customer must 
sign and return the Curing Plan to the ESS, postmarked no later than the 
date indicated on the Curing Plan (10 calendar days from the informing date) 
and participate as instructed by the County over the telephone and/or as 
noted in the Curing Plan, or the sanction continues until s/he re-contacts the 
ESS to start and complete the process. 

  
Example of 
informing date 

The following example illustrates how the informing date can affect the 
customer’s participation when curing a sanction: 
 
A customer contacts the ESS on July 15 and wishes to cure her sanction.  
The customer does not live close to the county office and wants to discuss 
the curing requirements over the telephone and have the Curing Plan mailed 
to her.  The ESS locates an appropriate activity for the customer on July 20 
and contacts her on July 21, within the 10-calendar day timeframe, to discuss 
the details of the activity as well as mail the Curing Plan. 
 
The customer receives the WTW 29, Curing Plan, and the WTW 2 Activity 
Assignment, on July 23, and signs, dates and returns the WTW 29 and the 
WTW 2 to the county on July 25, within the return period noted in the 
signature section of the Curing Plan.  Her activity also begins on July 25 and 
she would normally be required to participate in the activity 30 calendar days 
in order to cure her sanction.  However, because she cannot be required to 
participate longer than 30 calendar days from the sign date of the Curing 
Plan (in this case, the informing date of July 21), she can only be required to 
participate in the activity until August 19, a total of 26 days, before her 
sanction is considered cured.  (Attendance in the activity may continue after 
the sanction has been cured.) 

Continued on next page 
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Stopping (Curing) Sanctions/Aid Restoration, Continued 

 
Curing a 
sanction with 
an exemption 

A sanction can be cured with an exemption based on the customer’s valid 
reason for exemption and desire to cure. The cure date would be the first of 
the month following the receipt of the exemption verification. 

 
Curing a 
sanction with 
employment 

If a customer who is sanctioned reports s/he is employed, the ESS will cure 
the customer’s sanction upon receipt of current documentation of required 
hours of employment. 
 
If employment hours do not meet work participation requirements, a 
concurrent activity is required. 

 
Curing a 
sanction with 
Orientation 

If a customer who has been sanctioned for more than 12 months requests to 
cure his/her sanction, the ESS will cure the customer’s sanction by 
conducting an Orientation/Appraisal and signing a WTW Plan - Activity 
Agreement (WTW 2) as the next appropriate activity regardless of the reason 
for the sanction. 

 
Failure to meet 
the curing 
requirements 

If a customer contacts the ESS to initiate curing and subsequently fails at any 
point to meet the curing requirements, without good cause, the sanction must 
continue until s/he contacts the ESS again to restart and complete the 
process.  In these cases, the date of re-contact is the date on which the 
customer is considered starting the curing process. 

 
Journal entries Due to the required timeframes, the ESS will use Journal entries to document 

all contacts with the customer during the curing process. To identify curing 
Journal entries use the following Short Description: 

 WTW, 
 Customer’s name, 
 Sanction cure request, and  
 Date the customer requested to cure his/her sanction. 

 
Supportive 
services during 
the curing 
process 

Counties are required to provide necessary supportive services, including 
advance payment of supportive services, to customers who are participating 
in activities to cure the sanction.  Stage One child care may be paid while 
curing a sanction, if the customer is otherwise eligible. 
 
If the County cannot provide these supportive services, the customer has 
good cause for not participating in the activities to cure the sanction and will 
be considered as having cured the sanction at the time the County 
determines it cannot provide the supportive services. 

Continued on next page 
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Stopping (Curing) Sanctions/Aid Restoration, Continued 

 
Notifying the 
EW that the 
sanction has 
been cured 

When the customer successfully cures the sanction, the ESS will notify the 
Eligibility Worker (EW) the same day, or the very next business day, to 
restore the customer’s aid, allowing three (3) business days for the EW to 
take action. 
 
The ESS will follow the steps below to add a Task for the EW to notify 
him/her the sanction is cured:   

 
Step ESS Action 

1 Add a Task for the EW in C-IV by selecting the CalWORKs 
program from the Task Detail page.   

2 Select Sanction/Penalty from the Task Types drop down. 
3 Add the following details in the long description text box, 

including: 
 
 “WTW”, 
 Customer name (first initial, last name), and  
 “Sanction cured”. 
 “Customer contacted county on __/__/__ to cure his/her 

sanction.”   
4 Save the Task. 
5 Journal all actions taken. 

 
Quarterly 
Reporting and 
aid restoration 

Quarterly Reporting eliminates all partial month pro-ration of benefits for 
customers.  Aid is restored the first day of the month following the date the 
customer contacted the county to indicate his/her desire to cure the 
sanction, after the customer successfully completes the curing process. (See 
examples 1 and 2 in the next block.) 

Continued on next page  
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Stopping (Curing) Sanctions/Aid Restoration, Continued 

   
Examples of 
aid restoration 

The following examples illustrate the situations outlined in the previous block: 
 
1. A customer, who was sanctioned for failing to make satisfactory progress 

in a SIP activity contacts the county on May 4 and indicates he wishes to 
cure his sanction.  The customer is no longer considered a SIP; the ESS 
enrolls him in a Vocational Education and Training activity. The customer 
signs his Curing Plan on May 7, attends his Voc Ed Training activity for 
30 days, and cures his sanction.  The ESS notifies the EW on June 8 that 
the sanction is cured, and the date (May 4) the customer contacted the 
county to request to end the sanction.  The EW restores cash aid 
effective June 1. 

 
2. A customer contacts the county on July 14 and indicates he wishes to 

cure his sanction.  He signs a Curing Plan on July 17 which specifies that 
he must participate in two weeks of job search beginning on July 23.  He 
successfully completes job search on August 5 and cures his sanction.  
The ESS notifies the EW on August 8 that the sanction is cured, and the 
date (July 14) the customer contacted the county to request to end the 
sanction.  The EW restores cash aid effective August 1. 
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Two-Parent Assistance Units (AUs) 

  
Introduction This section provides information concerning two-parent Assistance Units 

(AUs), and how the noncompliance process differs for them.   A CalWORKs 
two-parent Assistance Unit (AU), for which the basis for deprivation is 
unemployment, referred to as a two-parent AU, consists of Mom, Dad, and 
their children in common.  The WTW participation for the AU is 35 hours per 
week. 

  
Overview The process for sanctioning a two-parent Assistance Unit (AU) is more 

complex than sanctioning one-parent AUs.  When the first parent is not 
meeting program requirements, the ESS must take additional steps to 
properly inform, notify, and schedule the second parent of the AU for 
participation in the WTW program.  Additionally, in some two-parent AU 
cases, the sanction process will significantly impact the number of hours 
adults must participate in order to cure their respective sanctions and have 
their aid restored. 

  
Timeframes Except for some differences in notification requirements described in this 

section, good cause determination, compliance, sanctioning, and curing 
procedures and timeframes are the same for an adult in a two-parent AU as 
for the adult in a one-parent AU. 

  
Notice to first 
parent 

At the time the first parent is found not to be participating, the ESS sends an 
NA 840, Sanction of Mandatory Participant.  If the first parent does not 
demonstrate good cause or does not agree to sign a Compliance Plan, s/he 
is sanctioned.   
 
In cases where the first parent agrees to a Compliance Plan, subsequently 
fails to participate as required by the plan, without good cause, and will be 
sanctioned, the ESS sends him/her an NA 817, Sanction of Participant After 
Failed Compliance Plan. 

  
Notice to 
second parent 

When the ESS sends the NA 840 to the first parent, s/he must also send the 
WTW 4, Notice To Other Parent, to the second parent.  The WTW 4 notifies 
the second parent that the ESS will contact him/her if s/he is required to 
begin participation in the WTW program, or to increase hours of participation 
if already participating.  The WTW 4 also informs the second parent that if 
the first parent is sanctioned, and the second parent does not meet WTW 
requirements, s/he will also be sanctioned. 

 
Note: If the 2nd parent is in Good Cause status because the 1st parent was 
meeting work participation requirements (35 hours), the ESS must: 
 

 Update the 2nd parent’s status from Good Cause to Active, 
 Attempt a phone call to the 2nd parent for an appointment, and 
 Send an appointment letter to schedule the 2nd parent to participate. 

Continued on next page 
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Two-Parent Assistance Units (AUs), Continued 

  
Noncompliance 
initiated on first 
parent 

Once noncompliance is initiated on the first parent, the second parent, unless 
s/he is exempt or meets other good cause criteria, must begin (or increase 
hours) of participation in the WTW program to avoid her/his own sanction. 

  
Second parent 
complies with 
participation 
requirements 

When the second parent complies with participation requirements after the 
first parent has been sanctioned, the first parent remains sanctioned.  
Participation by the second parent does not cure the sanction imposed upon 
the first parent.  For either parent to have aid restored, each parent must 
cure his or her own sanction by doing what he or she refused to perform. 

  
Second parent 
refuses to 
participate or 
starts to 
participate, but 
stops without 
good cause 

If the second parent refuses to participate, or starts participating, but 
subsequently stops without good cause, noncompliance is initiated.   When 
noncompliance occurs, the ESS will send an NA 845 to the second parent, 
instead of the NA 840.  The NA 845 provides the same information as the NA 
840, except that the NA 845 also informs the second parent about how the 
first parent can restore her or his aid.   

  
Two-parent 
household and 
both parents 
refuse to 
participate at 
the same time 

In a two-parent household where both parents refuse to participate or have 
stopped participating with the program at the same time without good cause, 
noncompliance will be initiated for both parents.  
 
The ESS will send a NA 840 and WTW 4 to each parent. 

 
Second parent 
agrees to 
Compliance 
Plan, but fails 
to complete 

When the second parent agrees to a Compliance Plan, subsequently fails to 
participate as required by the Compliance Plan, and will be sanctioned; the 
ESS will send her/him a NA 816, Sanction of Second Parent After Failed 
Compliance Plan. 

  
Two-parent 
households 
who fail to 
participate 

If two Work-Eligible Individuals (WEIs) in a two-parent household fail to 
participate without good cause and were sanctioned, then each parent must 
cure his or her own sanction. 

  
First parent 
cures sanction 

If the second parent is complying with WTW program requirements after the 
first parent is sanctioned, and the first parent cures his or her sanction, then 
the second parent may stop (or reduce hours of) participation without being 
subject to sanction. 
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Quarterly Reporting/Prospective Budgeting (QR/PB) and 
Welfare-to-Work (WTW) 

 
Introduction This section answers some questions about how Quarterly Reporting/ 

Prospective Budgeting may affect participation requirements for two-parent 
Assistance Units (AUs), and how it may affect the noncompliance process in 
the Welfare-to-Work (WTW) Program. 

  
Overview of 
Quarterly 
Reporting 

The premise of Quarterly Reporting is that once benefits are calculated for 
the payment quarter they remain the same unless the customer reports a 
change that increases the grant or there is a change that must be reported 
(e.g., change of address or income that exceeds the Income Reporting 
Threshold (IRT)).  In most situations where a member of the Assistance Unit 
(AU) leaves the home, s/he remains aided until the end of the payment 
quarter. 

  
Typical 
2-parent AU 
scenario 

A typical scenario is a CalWORKs two-parent AU, consisting of Dad, Mom 
and their two mutual children, and deprivation is based on the parent’s 
unemployment.  The WTW participation requirement for the AU is 35 hours 
per week.  Dad may be meeting the entire 35 hour requirement, or the 
parents may split the hours, with Dad doing at least 30 hours per week and 
Mom 5 hours.  The scenario below is based on a QR/PB cycle that includes 
January-March as one quarter.  See the chart below for WTW impacts when 
one parent leaves the home.      

 
Situation QR/PB WTW Impact 

Dad was meeting WTW 
participation requirement 
through full-time 
employment, and leaves 
the home on January 12: 
 
 EW discovers on 

March 5, with receipt 
of February QR 7. 

 ESS discovers on  
April 5, while reviewing 
the QR7 in the month 
following the Submit 
Month and no 
paystubs are attached. 

 
Note: ESS may be notified 
in March by a Task from 
the EW when Dad is 
removed from the AU.  
Same impacts apply. 

EW removes Dad from 
the CalWORKs AU 
effective March 31. 

Since Dad’s earnings were projected 
for the January-March quarter based 
on a prior QR 7 and paystubs: 
 
 No additional earnings verification 

is required.   
 Dad is eligible to Supportive 

Services for February and March, 
as an AU member, if claimed and 
verified. 

 
The ESS must in March or April: 
 
 End Dad’s activity in C-IV and stop 

the projection of hours of 
employment effective March 31. 

 Enroll Mom in activities for April to 
meet the single parent AU 
participation requirement of 20/30 
hours per week, depending on if 
she has a child under six years. 

 Obtain a CCP7 and refer Mom to 
Stage One child care, if needed. 

Continued on next page 
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Quarterly Reporting/Prospective Budgeting (QR/PB) and 
Welfare-to-Work (WTW), Continued 

  
2-parent AU scenario (continued) 

 
Situation QR/PB WTW 

Dad was meeting WTW 
participation requirement 
through activities other 
than employment, and 
leaves the home January 
12: 
 ESS discovers on 

February 10, when no 
verification of Dad’s 
January participation 
is received. 

 EW discovers on 
March 5, with receipt 
of February QR 7 

EW removes Dad from 
the CalWORKs AU 
effective March 31. 

Since Dad is an AU member through 
March 31 he: 
 
 Is required to meet work 

participation requirements in 
February and March. 

 Is eligible to Supportive Services 
for February and March, if 
claimed and attendance verified. 

 
The ESS must in February: 
 
 Try to obtain verification from 

Dad, or Mom, if Dad does not 
provide. 

 Begin good cause determination 
and sanction process for Dad, if 
verification is not provided. 

 Send NA 845 to Mom informing 
her that she must meet the AU’s 
35 hour per week participation 
requirement if Dad fails to do so. 

Same as above and the 
ESS knows that Dad is not 
participating or cannot 
locate Dad to verify. 

No impact, EW 
“reasonably anticipates” 
family income for the next 
quarter. 

The ESS must: 
 
 Send required notices to Dad’s 

last known address. 
 Attempt contact with Dad using 

all available telephone numbers 
and email addresses. 

 Enroll Mom in activities to meet 
the AU’s 35 hour participation 
requirement for February and 
March, until Dad is removed from 
the AU.   

 Obtain a CCP7 and refer Mom to 
Stage One child care, if needed. 

Dad is removed from the 
AU, family is a single 
parent AU effective April. 

No impact, QR/PB 
reporting cycle for family 
remains the same. 

Mom’s participation requirement for 
April and on-going is reduced to 
20/30 hours per week depending on 
if she has a child under six years.  
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CalWORKs Sanctions and Program Penalties 
 

Introduction This section provides clarification about the application of CalWORKs 
sanctions and penalties in conjunction with Welfare-to-Work (WTW) 
sanctions. 

 

Sanctions/ 
Penalties and 
WPR 

Customers sanctioned or penalized by the CalWORKs program are 
considered to be work-eligible and therefore count in the Work Participation 
Rate (WPR) calculation. The Employment Services Specialist (ESS) will work 
to engage and/or re-engage these customers in full WTW participation. 

 

Types of 
CalWORKs 
sanctions and 
penalties 

There are eight types of CalWORKs sanctions and penalties: 
 

 Department of Child Support Services (DCSS) penalty 
 DCSS sanction 
 Immunization penalty 
 Intentional Program Violation (IPV) penalty  
 School attendance penalty 
 WTW sanction 
 Drug felon 
 Fleeing felon, probation/parole violators 

 

Difference 
between 
sanctions and 
penalties 

A customer with a sanction:  
 

 Is removed from the Assistance Unit (AU), which reduces the family’s 
CalWORKs grant. 

 Stops his/her 48-month time clock. 
 Counts toward WPR after being sanctioned for more than three months 

in the preceding 12-month period - whether or not the months were 
consecutive.  

 Does not receive supportive services unless in the process of curing 
his/her sanction. 

 

A customer with a penalty: 
 

 Is not removed from the AU. 
 Receives a reduced grant because his/her needs are removed.  
 Continues 48-month time clock. 
 Counts toward the WPR and continues to have a WTW participation 

requirement. 
 Receives supportive services. 

 

Sanction and 
penalty priority 

A WTW financial sanction must be applied first, when more than one type of 
sanction or penalty needs to be imposed on a customer.   Sanctions and 
penalties cannot run simultaneously.  Since a sanctioned customer is not 
considered part of the AU or a recipient of aid, a second sanction or penalty 
cannot be applied until the customer is added back to the AU. 
 

A WTW sanction supersedes a third instance Intentional Program Violation 
(IPV) penalty. 

Continued on next page 
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CalWORKs Sanctions and Program Penalties, Continued 

 
Customer 
already serving 
a penalty and 
WTW sanction 
is to be applied 

If the customer is already serving a penalty period and is subsequently 
subject to a WTW sanction, the penalty stops while the customer is WTW 
sanctioned and removed from the AU.   
 
When the WTW sanction ends and the customer is added back to the AU, 
the penalty resumes with the same conditions and amount of time remaining 
in the penalty as when the WTW sanction began. 

 
Participation 
requirements 
during a 
penalty period 

The customer must be informed of the requirement to participate in WTW 
activities while serving a CalWORKs penalty period.  If the customer does 
not participate, another WTW sanction may be imposed for failure to 
cooperate. 

 
Ending the 
CalWORKs 
penalty 

Once the verification of cooperation with the CalWORKs program 
requirement has been received, the grant is increased to include the needs 
of the parent(s)/caretaker relative effective the first of the month following the 
month in which verification is received. 

 
DCSS (child 
support) 
sanction and 
penalty 

A customer who refuses to provide Department of Child Support Services 
(DCSS) information or assign support rights, or who fails to cooperate with 
child support requirements, is subject to financial sanction (removed from the 
AU) or a penalty (reduced grant), depending on the type of non-cooperation.  

 
Immunization 
penalty 

A customer who fails to provide verification of age-appropriate immunizations 
for children in the AU under age six (6) results in a grant reduction equal to 
the needs of the parent(s)/caretaker relative.   

  
Intentional 
Program 
Violation (IPV) 
penalty 

A customer who commits an intentional fraudulent act with the goal of 
establishing or maintaining eligibility for CalWORKs cash aid, or for 
increasing or preventing a reduction in their aid payment may have an IPV 
penalty imposed (reduced grant).  The length of the penalty can range 
anywhere from six months to permanent disqualification. 

 
School 
attendance 
penalty 

The failure of a child in the AU to regularly attend school, for whom school 
attendance is compulsory, results in a grant reduction equal to the needs of 
the parent(s)/caretaker relative if the child is age 6-15, or the needs of the 
child if s/he is age 16 or older.   

 
Welfare-to-
Work (WTW) 

A customer who fails or refuses to comply with WTW program requirements 
without good cause, and does not complete the compliance process, is 
subject to financial sanction and removed from the AU. 

Continued on next page 
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CalWORKs Sanctions and Program Penalties, Continued 

 
Impacts of 
CalWORKs 
sanctions and 
penalties 

The chart below identifies sanction or penalty and impacts on eligibility and 
WTW programs. 
 

CW 
Sanction/Penalty 

Eligibility Impact WTW participation 

DCSS (Child 
Support) Penalty 

 25% financial penalty 
 Ineligible to Medi-Cal 
 Time counts toward 

48-month clock 

 Must participate in 
the WTW program 

 Must apply WTW 
sanction first 

DCSS (Child 
Support) Sanction 

 Ineligible to CW 
(parent or needy 
caretaker relative) 

 Ineligible to Medi-Cal 
 Time does not count 

toward 48-month 
clock 

 Work eligible, 
counted in WPR 

 ESS will continue to 
engage/re-engage in 
WTW program 

 Must apply WTW 
sanction first 

Immunization   Remove needs of 
adult from budget 
calculation 

 Time counts toward 
48-month clock 

 Must participate in 
the WTW program 

 Must apply WTW 
sanction first 

Intentional Program 
Violation (IPV) 

 Remove needs of 
adult from budget 
calculation 

 Time counts toward 
48-month clock 

 Must participate in 
the WTW program 

 Must apply WTW 
sanction first 

School Attendance  Remove needs of 
adult or child (age 16 
or older) from budget 
calculation 

 Time counts toward 
48-month clock 

 Must participate in 
the WTW program 

 Must apply WTW 
sanction first 

WTW  Ineligible to CW 
(parent or needy 
caretaker relative) 

 Time does not count 
toward 48-month 
clock 

 Work eligible, 
counted in WPR 

 ESS will continue to 
engage/re-engage in 
WTW program 
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Post Sanction Home Calls 

 
Overview The Quality Review Unit (QRU) is making home call visits to CalWORKs 

customers in designated district offices, who are in sanction between three 
(3) and six (6) months. The goal is to move customers out of sanction that 
negatively affect our Work Participation Rate (WPR). The Employment 
Services Program (ESP) is providing support to QRU during the project. 
 
This section provides an explanation of: 
 
 Project timeframe,  
 QRU functions during and after the home visit,  
 How ESP will assist QRU during the project, and  
 QRU time study instructions. 

 
Project 
timeframe 

The QRU Home Call project is expected to continue until further notice. 

Continued on next page 
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Post Sanction Home Calls, Continued 

 
QRU home call 
visit 

The QRU home call worker will contact customers who have been 
sanctioned three to six months in an attempt to re-engage the customer in 
the Welfare-to-Work (WTW) program. 
 
 QRU will notify designated ESP staff of visits to be made that day via e-

mail.   
 QRU workers will have cell phones in order to contact designated ESP 

staff during the home call visit. 
 
During the home call visit the QRU home call worker will: 
 
 Give the customer the ESP 411EE, WTW Informational brochure, and 

market the benefits of program participation and supportive services to 
the customer. 

 Attempt to establish why the customer is not participating. 
 Determine if the customer is working and collect all information: 

 If not fully employed, contact designated ESP staff to establish 
concurrent activity, and additional forms needed.  

 If customer is not working, contact ESP staff to arrange the next 
WTW activity needed to cure the sanction, referrals and other issues 
raised by the customer.  

 Contact ESP to arrange supportive services. 
 Complete the required forms:  

 WTW 2 - Activity Assignment form,  
 WTW 29 - Plan to Stop a Welfare-To-Work Sanction,  
 ESP 168 - Welfare-To-Work Guidebook,  
 CCP7 – CalWORKs Stage One child care Request Form and 

Payment Rules, and  
 Any additional forms appropriate for that customer. 

  
Unsuccessful 
home calls 

The QRU worker will make more than one attempt to visit the sanctioned 
customer.  When the customer is not at home: 
 
 An ESP 411EE - WTW Informational brochure will be left at the 

residence, along with the PID ML 840 letter scheduling an appointment 
for another home visit.   

 After three (3) unsuccessful attempts the QRU worker will: 
 Close the home call record, and  
 Initiate a Fraud Investigation Unit referral. 

Continued on next page 
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Post Sanction Home Calls, Continued 

 
Close the home 
call record 

After the home call visit, the QRU home call worker will: 

Send all signed forms to the designated ESP staff for follow-up and 
imaging purposes. 

Add a Task for the ESS to follow-up on customer cooperation with the 
WTW plan as follows: 

Type:  Select Contact Client from the Task Types drop down.  
Long description:  QRU WTW Home Call - Result of WTW sanction 

home call is customer agreed to cooperate and cure ESP sanction.  Please 
follow up and verify compliance.  

Due Date:  If customer was given a specific activity date (on WTW 2), 
enter that date; if no specific date was given, enter 5 days from the date of 
the home call.  

Complete C-IV home call screens to close the record, including entering 
the customer’s stated reason for non-cooperation in the Quality Review 
Findings field. 

Journal all information regarding the home call visit or attempted visit. 

  
ESP staff Employment Services Specialists (ESSs) are designated to provide support 

to the QRU home call workers who will use cell phones to call into the offices 
for assistance. The designated ESS will: 

Be available by telephone to assist the home call worker at the time of 
the home call visit. 

Assist the home call worker in establishing the next appropriate activity 
that a customer may participate in to cure their sanction. 

Answer any questions regarding customer history or case information. 
Input all necessary screens in C-IV, arrange supportive services, and 

complete additional forms/NOAs, as needed. 
Image all appropriate forms, upon receipt from QRU home call worker.  
Follow-up on Tasks set by QRU home call worker to ensure cooperation: 

Call customers who fail to show for the activity and reschedule. 
Call customers who are scheduled for an activity at a future time to 

remind them of the date and time of the scheduled activity.    
Re-assign case, if needed, for case management services.  
Journal all information. 

  
Communication TAD Managers and the PID Quality Review Supervisor will communicate 

regarding changes in assigned staff, and to resolve operational issues.   

  
Time Study Designated QRU staff will time study all hours relating to the Post-Sanction 

Home Call policy as follows: 

Code 6221 
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ICT/IDT 

Overview 

  
Introduction This section contains information regarding Inter-County Transfers (ICT) and 

Inter-District Transfers (IDT). When a customer moves in or out of San 
Bernardino County or from one district to another within San Bernardino 
County, the ESP/CalWORKs case is transferred promptly.  This enables the 
customer to continue his/her participation with as little disruption as possible. 

  
Form location This section contains information on the following forms: 
 

Form # Title Location 
CW 215 Notification of Inter-County Transfer C-IV 
WTW 2  Welfare to Work Plan - Activity 

Assignment 
C-IV 

ESP 019 Memo to Service Provider HSS Website under 
On-Line Handbooks, 
ESPHB, Forms 

WTW 37 Permission to Release Domestic 
Abuse Information When Moving to 
Another County 

HSS Website under 
On-Line Handbooks, 
ESPHB, Forms 

  
In this chapter This chapter contains the following topics: 
 

Topic See Page 
Inter-District Transfer (IDT) “Out” 21-2 
Inter-District Transfer (IDT) “In” 21-3 
San Bernardino County District Offices 21-4 
Inter-County Transfer (ICT) “Out” 21-6 
Inter-County Transfer (ICT) “In” 21-9 
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Inter-District Transfer (IDT) “Out” 

 
Introduction This section contains information regarding IDTs out.  When the Employment 

Services Specialist (ESS) receives information that a customer has moved to 
another ESP district within San Bernardino County, the case is processed for 
transfer to that district. 

 
References ACL 01-71, EAS Section 40-187 

  
Affect of IDT on 
the WPR 

An IDT can adversely affect Work Participation Rates (WPR) when the 
customer is not participating in WTW activities during the move.  IDTs are a 
priority item and will be processed within 3-5 calendar days.  The ESS will 
make every effort to ensure seamless service for customers who have 
moved from one district to another. 

 
Reasons for a 
customer to 
remain in the 
current activity  

If a customer is currently in an activity, s/he may continue in the activity with 
the current provider when the customer: 
 
 Is moving to a district served by the current provider.  
 Is moving to a district not served by the current provider and s/he 

chooses to complete the activity with the current provider.  The activity 
must be completed within a reasonable time frame and supportive 
services costs must not be excessive. 

 Is employed and will continue this employment after the move. 
 
In these situations the activity remains open and the provider is not changed.  
The case remains in active status. 
 
If the customer cannot complete the current activity, the owning ESS will 
close that activity and determine the next appropriate activity and put the 
customer in another activity prior to transferring the case.  The ESS will 
document all actions taken in the Journal. If the customer cannot be placed 
in an activity, the WTW program status is left active, and the ESS must 
document why no activity can be assigned and explain actions taken in the 
Journal prior to transferring the case. The SESS I will: 
 
 Review the case 
 Assign the case to the IDT worker number in the receiving office, and 
 Create a Journal entry 
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Inter-District Transfer (IDT) “In” 

  
Introduction This section contains information regarding the process when a case is 

transferred “In.”  The Employment Services Specialist (ESS) will make every 
effort to ensure the customer has a smooth and expeditious transition into 
the WTW program. 

  
References ACL 01-71, EAS Section 40-187 

  
ESS 
responsibilities 

The ESS reviews the case upon receipt for both accuracy and further case 
management.  The ESS also arranges for supportive services as needed.  
Use the chart below to review the customer’s case. 

 
If the customer … Then the ESS will … 

Is exempt and the case file 
contains verification of 
exemption, 

Set a task to review the exemption. 

Is enrolled in an activity, Review the case for accuracy and set a 
task for further case review. 

Has a situation not covered 
above, 

Schedule an appointment to meet with 
the customer within ten calendar days 
and send the customer an appointment 
letter. 
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San Bernardino County District Offices 
 

Introduction This section contains information regarding Employment Services Program 
(ESP) districts, zip codes and addresses/phone numbers. 

 
District offices The ESP district offices for San Bernardino County are listed below with the 

zip codes that are served by each office. Orientation units operating in the 
Transitional Assistance Department (TAD) district offices may serve zip code 
allocations that are different from the ESP office allocations listed here. 
However, this does not affect where the Inter District Transfers (IDTs) are 
sent. 

 
ESP District Name/Number Zip Codes 

Adelanto/48 
10875 Rancho Rd. 
Adelanto, CA  92301 
(760) 530-2905 

92301, 92342, 92368 

Barstow/06 
1300 E. Mountain View Ave. 
Barstow, CA  92311 
(760) 256-4374 

92304, 92309-92312, 92327, 92338, 92351, 
92364, 92365, 92366, 92367, 92398, 93516, 
93554, 93562 

Big Bear (for IDT cases only) 04 
881 West Redlands Blvd. 
Redlands, CA  92374 
(909) 335-0666 

92305, 92314, 92315, 92333, 92341, 92386 

Colton 
2040 Woodpine Ave 
Colton, CA 92324 
(909) 421-3108 

92313, 92316, 92324 

Del Rosa/07 
1585 East Highland Ave. 
San Bernardino, CA  92415 
(909) 475-7100 

92404, 92405, 92346 

Fontana/09 
7977 Sierra Ave 
Fontana, CA 92336 
(909) 356-3221 

92335, 92336, 92358 

Hesperia/08 
9655 9th Ave. 
Hesperia, CA  92345 
(760) 956-4697 

92306, 92308, 92329, 92340, 92344, 92345, 
92356, 92371, 92372, 92397 

Needles/10 
1300 Bailey Ave. 
Needles, CA  92363 
(760) 326-9260 

92242, 92267, 92280, 92323, 92332, 92363 

Ontario/15 
1637 E. Holt Blvd. 
Ontario, CA  91761 
(909) 458-9700 

91708 – 91710, 91743, 91761, 91762, 91763, 
and unincorporated sections of 91766 – 91768 

Rancho/25 
10825 Arrow Rte. 
Rancho Cucamonga, CA  91730 
(909) 945-0901 

91701, 91730, 91737, 91739, 91759, 91764, 
91784, 91785, 91786, and all Vietnamese 
speaking customers in the County 

Continued on next page 
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San Bernardino County District Offices, Continued 

  
District offices (continued) 

ESP District Zip Codes 
Redlands/04 
881 West Redlands Blvd. 
Redlands, CA  92374 
(909) 335-0666 

92318, 92320, 92339, 92354, 92359, 92373, 92374 

Rialto/39 
1175 W. Foothill Blvd. 
Rialto, CA 92376 
FAX (909) 347-1298 

92376, 92377, 92337 

San Bernardino/01 
265 East 4th St. 
San Bernardino, CA  92415 
(909) 252-4601 

92401, 92402, 92403, 92406, 92408-92411, 92415 

San Bernardino/Twin 
Peaks/02 
2050 Massachusetts, 
San Bernardino, CA  92405 
(909) 475-2074 

92317, 92321, 92322, 92325, 92352, 92378, 92382, 
92384, 92385, 92391, , 92407 

Twentynine Palms/79 
73629 Sun Valley Dr. 
Twentynine Palms, CA  
92277 
(760) 361-4636 

92277, 92278 

Victorville/18 
15010 Palmdale Rd. 
Victorville, CA  92392 
(760) 552-6105 

92307, 92392, 92393, 92394, 92395 

Yucca Valley/03 
56311 Pima Trail 
Yucca Valley, CA  92284 
(760) 228-5372 

92252, 92256, 92268, 92284, 92285, 92286 
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Inter-County Transfer (ICT) “Out” 

 
Introduction This section contains information regarding the required steps that must be 

taken when a customer moves from San Bernardino County to another 
county within California.  This section explains the actions. 

 
References The references used in this section are: 

 ACL 01-71 
 ACIN 1-38-04 
 ACIN I-60-09 
 EAS 40-187 

  
How the 
information is 
obtained 

The Employment Services Specialist (ESS) may receive information that a 
customer has moved to another county from any of the following sources: 

 The Eligibility Worker (EW) sets a task/e-mail for the ESS reporting that 
the customer has moved. 

 The ESS notices the change of address on the C-IV system. 
 The customer reports the information directly to the ESS.  The ESS sets 

a task/e-mail for the EW. 
 Another county contacts the ESS and requests a transfer of the case. 

 
Action to take 
when a 
customer 
reports a move  

The ESS completes the following steps after the customer reports that 
he/she has moved to another county. 

 
Step Action 

1 Set a task/e-mail for the EW to update the address in the C-IV 
system. 

 
2 Determine if the customer can continue participating in his/her 

activity and take the following action: 
 

If the customer… Then… 
Cannot participate in 
his/her activity because 
of the Inter-County 
Transfer (ICT), no 
transportation. 

 Hold the case in Good Cause – 
NoTransportation until the 
discontinuance is confirmed in 
C-IV. 

 Deregister the case using the 
CalWORKs discontinuance date. 

Can continue in his/her 
activity, 

 Leave the customer in his/her 
activity, and  

 Leave the case in active status 
until the discontinuance is 
confirmed in C-IV.  

Continued on next page 
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Inter-County Transfer (ICT) “Out”, Continued 

  
Action to take when a customer reports a move (continued) 

 
Step Action 

3 Send appropriate Notices of Action (NOA) to inform the customer 
of any supportive services terminated due to the move. 

4 Send the customer the Permission to Release Domestic Abuse 
Information to Another County (WTW 37) form, if the customer is 
a Domestic Abuse victim. 

5 Complete and send the Memo to Service Providers - ESP 019 to 
inform the service provider the customer is no longer eligible to 
receive their services. 

6 Set a task to the Child Care EW, if applicable. 
7 Complete the CW 215 (From the C-IV system) and send the ICT 

packet to the new county. 
8 Set a task for the ICT discontinuance action. 

 
Domestic 
abuse services 

Sending and receiving counties are encouraged to work together to ensure 
any information regarding domestic abuse services, and security issues are 
transferred as seamlessly as possible to avoid endangering the family and to 
reduce duplication of verification for the family transferring to another county. 

Continued on next page 
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Inter-County Transfer (ICT) “Out”, Continued 

  
Documents to 
send to the new 
county 

When a customer moves from San Bernardino County to another county 
within California, the ESP/CalWORKs office sends the CW215 and copies of 
pertinent documents from the customer’s case to the receiving county 
(including C-IV counties).  The following is a list of documents that should be 
printed from imaged documents and are required to be sent to the new 
county: 
 
 WTW Plan or Action Plan 
 Most recent activity contract 
 List of completed activities (or copies of past contracts) 
 Assessment results analysis 
 C-IV Test Score Page 
 Learning disabilities evaluation results, if WTW 20 has been appropriately 

completed, signed, and dated. 
 Permission to Release Domestic Abuse Information When Moving to 

Another County (WTW 37) if the form has been completed, signed, and 
dated.  This form is completed and sent to the new county if the 
customer is a Domestic Abuse victim. 

 
Note:  Any transmitted case documentation emailed or faxed to the receiving 
county must adhere to county policy regarding the transmission of Personally 
Identifiable Information (PII) to ensure case information is protected at all 
times. 

 
County 
addresses for 
ICTs 

ICT addresses for each county in California for the ESS to use when mailing 
or requesting an ICT packet are listed on the TAD website, http://hssnet/tad/, 
under “Contacts” click ICT Coordinator’s List from the drop down menu. 
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Inter-County Transfer (ICT) “In” 

  
Introduction This section contains information regarding procedures for an ICT “In.” 

  
References ACL 01-71, EAS 40-187 

  
ICT “in”  The ESP office receives information a customer has transferred in to San 

Bernardino County from another county by receiving a(n): 
 
 A task/e-mail from the Eligibility Worker (EW) in the C-IV system 

identifying the customer as an ICT. 
 Unassigned program list or Ad hoc report. 

  
Actions for 
ICTs with 
documentation 

When the Employment Services Specialist (ESS) receives information on an 
ICT, which includes the ICT documents from the sending county, the ESS 
will follow the steps below.   

 
Step Action 

1 Review the ICT case information. 
2  Schedule the customer (who remains in active status) to 

attend an Orientation/Appraisal within ten calendar days. 
 

Note:  If the customer is still active in another county they can participate in 
WTW even if they will not be active in our county for a month or two. 
Schedule the customer for Orientation. 

Continued on next page 
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Inter-County Transfer (ICT) “In,” Continued 

 
Actions for 
ICTs without 
documentation 

When the ESS receives case information for an ICT, which does not include 
any documentation from the sending county, the ESS will take the following 
steps to obtain information from that county: 

  
Step Action 

1 Mail the Notification of Intercounty Transfer (CW 215) to the 
sending county and set a reminder for its return within 15 calendar 
days. 
 
 If the documents are not received by the reminder date, call 

the sending county office and obtain the information over the 
phone. 

 Record the information in C-IV. 
2 Schedule the customer for Orientation within ten calendar days. 
3 Review all ICT documentation along with other information 

obtained at Appraisal in order to determine the customer’s status 
and Welfare-to-Work activity. 
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Chapter 23 

Teen Participation Requirements 

Overview 

 
Introduction This chapter explains the Employment Services Program (ESP) participation 

requirements for 16 and 17-year-old teens, and 19-year-old teen parents who 
are required to participate in Welfare-to-Work (WTW) activities.  

 
References References for this chapter are: 

 
ACL 08-08 
ACL 08-07 
ACL 07-03 
EAS 42-711 
EAS 42-712 
EAS 42-719 

  
In this chapter This chapter contains the following topics. 
 

Topic See Page 
Definitions 23-2 
Teen – Parental Notification and Consent 23-3 
Teen – Participation Requirements 23-4 
Teen Without a High School Diploma or Its Equivalent 23-5 
Teen – Attendance and Progress 23-7 
Teen – Good Cause and Exemption 23-9 
Teen – Noncompliance Procedures 23-10 
Teen – Close or Completion of Activity  23-12 
Teen Parent – Participation Requirements 23-13 
Teen Parent – Attendance and Progress 23-15 
Teen Parent – Good Cause and Exemption 23-17 
Teen Parent – Noncompliance Procedures 23-18 
Teen Parent – Close or Completion of Activity 23-19 

  
Forms  The table below summarizes various forms used in conjunction with teen and 

teen parent cases.   
 

Form Title Location  
ABCDM 228 Applicant’s Authorization for Release 

of Information 
TAD Forms Catalog, 
Employment Services 

ESP 735 Education/Training Progress Report TAD Forms Catalog, 
Employment Services 

ESP 735.2 Attendance Report TAD Forms Catalog, 
Employment Services 
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Definitions 

  
Introduction  This section provides definitions regarding teens and teen parents who are 

required to participate in the Employment Services Program (ESP),  
Welfare-to-Work (WTW) activities.  

  
Teen   A teen for WTW purposes consists of a 16 or 17-year-old teen in an 

Assistance Unit (AU) for whom the parent/caretaker is receiving CalWORKs 
benefits.  A teen on his/her parent’s/caretaker’s CalWORKs case will be 
referred to ESP when s/he: 
 
 Has earned a High School Diploma (HSD) or a General Educational 

Development (GED) certificate and is now required to participate in WTW 
activities, or  

 Has not earned a HSD or GED and is not attending school.  
 

Note: Teens under 16-years-old are exempt from participating in ESP. 

  
Teen parent A teen parent for WTW purposes is a 19-year-old custodial parent who has 

not earned his/her HSD or GED certificate and is receiving CalWORKs 
benefits.  

 
Note: In some instances, 19-year-old teen parents may qualify to participate 
in the Cal-Learn program if they were previously a Cal-Learn student.  For 
additional information, see Chapter 24 – Cal-Learn Teen Parents.   
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Teen - Parental Notification and Consent 

 
Introduction  This section provides information regarding teens under 18-years-old and 

required parental notification.  

   
Written 
correspondence 

Written correspondence mailed to a 16 or 17-year-old teen must also be 
addressed to the parent/caretaker.  

  
Parental 
consent 

The Employment Services Specialist (ESS) should make every attempt to 
obtain the teen’s and parent’s/ caretaker’s signatures on all forms.  
 
 If the parent/caretaker does not accompany a teen to an appointment, 

the ESS should attempt to obtain the parent’s/caretaker's signature via 
mail. 

 With the exception noted below, 16 and 17-year-old teens are required to 
participate according to the terms agreed to in their WTW 2 - Welfare-to-
Work Plan Activity Assignment, regardless of whether the ESS has been 
able to obtain the parent’s/caretaker’s signature on the required forms. 

  
ABCDM 228  The ESS will attempt to obtain the parent’s/caretaker’s signature on the 

ABCDM 228 – Applicant’s Authorization for Release of Information, stating 
his/her 16 or 17-year-old teen can/cannot be: 
 
 Videotaped,  
 Photographed, and  
 If information about the teen can/cannot be released to promote ESP.   

 
Note: Without the parent’s/caretaker’s signature, the 16 or 17-year-old teen 
will not be videotaped, photographed and information about the teen to 
promote ESP will not be released. 
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Teen – Participation Requirements 

  
Introduction This section provides information regarding Employment Services Program 

(ESP) guidelines for 16 and 17-year-old teens. 

  
Teens with a 
HSD or GED 

The Transitional Assistance Department (TAD) Eligibility Worker (EW) will 
refer 16 and 17-year-old teens that have earned a High School Diploma 
(HSD) or General Educational Development (GED) certificate to the 
Employment Services Program (ESP).  These teens are required to 
participate in Welfare-to-Work (WTW) activities and are subject to all WTW 
program requirements. They are required to meet the 32/35-hour weekly 
participation requirement.  
 
The ESS will follow normal WTW procedures found throughout the 
Employment Services Policy Handbook (ESPHB) with the following inclusion: 
  
Written correspondence must be addressed to the teen and the 
parent/caretaker.  See Teen – Parental Notification and Consent in this 
chapter. 

  
Teens without a 
HSD or GED 

The Eligibility Worker (EW) will refer 16 and 17-year-old teens that have not 
earned a HSD or GED certificate to the Employment Services Program when 
s/he is not regularly attending school. These teens are: 
 
 Required to participate in ESP solely to earn a HSD or GED, and 
 Not subject to the 32/35-hour weekly participation requirement. 
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Teen Without a High School Diploma or Its Equivalent 

  
Introduction  This section provides information regarding 16 and 17-year-old teens that 

have not earned a High School Diploma (HSD) or a General Educational 
Development (GED) certificate.  

  
EW 
responsibility 

The Transitional Assistance Department (TAD) Eligibility Worker (EW) 
schedules a 16 or 17-year-old teen for an Employment Services Program 
(ESP) Orientation/Appraisal (O/A) appointment when: 
 
 S/he does not have a HSD or GED, and 
 Is not regularly attending school. 

  
Orientation and 
Appraisal 

At the O/A appointment, the Employment Services Specialist (ESS) 
discusses school attendance requirements with the teen and, if available, 
with the parent/caretaker.   

 
Note: All correspondence must be addressed to the teen and to the 
parent/caretaker.  See Teen – Parental Notification in this chapter. 

    
Referring a 
teen for 
HSD/GED 

The ESS will follow the steps below when referring a teen to the Education 
Directly Related to Employment activity to earn a HSD or GED:  

 
Step Action 

1 Ask the teen if s/he is enrolled in a HSD or GED program?  

  If the teen is… Then the ESS…  
  Enrolled in a HSD or GED 

program,  
Proceeds to Step 2.  

  Not enrolled in a HSD or 
GED program,  

Informs the teen of HSD and 
GED programs in the local 
area.  

 

  
2 Schedule the teen for a return appointment within six (6) working 

days for the teen or parent caretaker to provide: 
 
 Class schedule – Days/Hours 
 Start date of classes 
 Estimated completion date 
 Name and location of the school 
 Verification of enrollment 

 
Note:  Supportive Services are available to assist the teen in his/her 
Education Directly Related to Employment activity.  For more information, 
see Chapter 8 - Supportive Services.  

Continued on next page 
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Teen Without a High School Diploma or Its Equivalent, 
Continued 

  
Teen and 
assessment 

A teen is not required to complete an assessment in order to participate in 
the Education Directly Related to Employment activity in order to earn his/her 
HSD or GED.  

   
Verification of 
enrollment  

At the time the teen shows for his/her scheduled appointment and provides 
verification of enrollment in a High School Diploma (HSD) or General 
Educational Development (GED) program, the ESS completes the steps 
below:  

 
Step Action 

1 Develop and have the teen sign a WTW 2 - Welfare-to-Work Plan 
Activity Assignment and an Action Plan (Plan 107 CIV).  
 
Note:  An ESP Assessment activity is not required to develop a 
Welfare-to-Work (WTW) Plan for a teen that does not have a HSD 
or GED. 

2 Open the Education Directly Related to Employment activity.  
3 Complete and have the teen and parent/caretaker (if available) 

sign the ABCDM 228 – Applicant’s Authorization for Release of 
Information.  
 
Note:  Information cannot be released to any agency unless the 
ABCDM 228 has been signed and is on file.  

4 Authorize and issue Supportive Services as needed.  
5 Complete a C-IV Journal entry to document all completed actions.  
6 Image all necessary paperwork.  

  
Eligible 
program 

Eligible HSD or GED programs include programs offered through a (n): 
 
 Regional Occupational Program (ROP) 
 Court school 
 Adult school 
 Community college 
 Continuation school 
 Alternative education program 
 Traditional public or private high school 
 Home School with proof of "Charter School" status 
 Independent study program overseen by a public or private high school 

  



 

ESPHB #0240 (10/11) TEEN PARTICIPATION REQUIREMENTS 23-7 

Teen – Attendance and Progress 
  

Introduction  This section provides information regarding attendance and progress 
requirements for 16 and 17-year-old teens participating in the Education 
Directly Related to Employment activity to earn a High School Diploma 
(HSD) or General Educational Development (GED) certificate. 

  
Attendance 
requirements 

16 and 17-year-old teens enrolled in a HSD or GED program must attend the 
program full-time, as determined by the school/service provider.  Attendance 
must be monitored and entered into C-IV monthly.   
 
The teen or school/service provider will submit proof of attendance via the 
ESP 735.2, Attendance Report, the ESP 733.4, Progress and Attendance 
Report, or the Plan 102 C-IV, Progress and Attendance report, due between 
the first (1st) and fifth (5th) calendar day of each month.   
 
The teen may use other verification in place of any of the attendance forms, 
but the attendance verification must include: 
 
 Customer Name 
 CalWORKs Case Number  
 Customer Phone Number 
 Customer’s Date of Birth 
 Employment Services Specialist’s Name 
 Name of School 
 Address and Phone Number of School 
 Classes Attended 
 Days and Hours of Attendance 
 Professor/Provider Signature and Date 
 Customer’s Signature and Date 

 
Note: Some schools provide this information electronically.  For additional 
information, see Chapter 14, Welfare-to-Work Activities - Attendance 
Verification. 

  
Progress 
requirements 

16 and 17-year-old teens enrolled in a HSD or GED program must comply 
with the progress requirements of the school. 
 
 Progress for teens enrolled in a non-contracted HSD or GED must 

provide verification at least every three (3) months during scheduled 
instruction via the ESP 735, Education/Training Progress Report or the 
school’s quarterly report cards or progress reports.   

Continued on next page 
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Teen – Attendance and Progress, Continued 

  
Granting two 
months of 
satisfactory 
progress 

The ESS will count up to two (2) months of participation for 16 and 17-year-
old teens who regularly attend and participate in their HSD or GED program, 
but who do not make satisfactory progress, as determined by the school’s 
standards.  A school’s/service provider’s rating of: 
 
 Excellent, good, fair, or satisfactory progress is considered satisfactory 

progress. 
 Poor or unsatisfactory progress is considered unsatisfactory progress. 
 
During these two months, the ESS must work with the customer to improve 
his/her progress. 

  
Concurrent 
activities 

16 and 17-year-old teens may, on a voluntary basis, participate in concurrent 
WTW activities, to the extent these activities do not interfere with their school 
attendance. 
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Teen – Good Cause and Exemption  

  
Introduction  This section provides information regarding good cause reasons and 

exemptions for teens. 

  
Good cause Examples of good cause reasons for a teen’s failure to comply with 

participation requirements include, but are not limited to: 
 
 A breakdown in transportation arrangements 
 A lack of the Supportive Services that are needed to participate in a 

required activity (e.g., transportation, clothing, books and/or supplies and 
personal counseling) 

 School breaks 
 Any other reason the ESS determines to be good cause 

 
Note: Good cause reasons require verification for the customer’s case file. 

  
Exemption 16 or 17-year-old teens may be exempt from WTW participation 

requirements when s/he: 
 
 Meets school attendance as required by TAD 
 Is under 16-years-old 
 Has obtained a High School Diploma (HSD) or General Educational 

Development (GED) certificate and is enrolled or planning to enroll in a 
postsecondary educational, vocational, or technical school training 
program  
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Teen – Noncompliance Procedures 

 
Introduction This section provides information regarding noncompliance for 16 and 17-

year-old teens who have not earned a High School Diploma (HSD) or 
General Educational Development (GED) certificate.  

  
Noncompliance The regular WTW noncompliance and sanction process does not apply 

to a teen.  When a teen does not have a HSD or GED, the grant to the 
Assistance Unit (AU) may only be reduced when s/he does not comply with 
participation requirements for the mandatory HSD or GED program. 

  
Cause 
determination 

The Employment Services Specialist (ESS) will complete the following 
actions when a teen does not comply with the Employment Services 
Program (ESP) / Welfare-to-Work (WTW) participation requirements: 

 
Step Action 

1  Issue the ESP 719 to inform the teen and parent/caretaker the 
grant for the AU will be reduced if the teen does not have a 
good reason for not complying with participation requirements 
and s/he does not begin to participate as required in his/her 
WTW 2 – Welfare-to-Work Plan Activity Assignment.  

 The teen or parent/caretaker must contact the ESS within 20 
calendar days of the date the informing notice is mailed to 
discuss the reasons for the teen’s failure to comply with 
participation requirements. 

 During this time, the teen remains in an Active status in C-IV. 
2 Determine cause based on the reasons the teen or parent/caretaker 

gives for the teen’s failure to comply with participation requirements.
3 Update the C-IV Journal with all completed actions. 
4 Image all necessary paperwork.  

 
Note: The ESP 719 can be found in the TAD Forms Catalog, ESP.  

  
Determination 
of good cause 

When the ESS determines a teen has a good reason for not complying with 
ESP participation requirements, the ESS assists the teen in resolving any 
barriers interfering with the teen’s success.   

Continued on next page 
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Teen – Noncompliance Procedures, Continued 

  
Determination 
of no good 
cause 

When the Employment Services Specialist (ESS) determines a teen does not 
have a good reason for not complying with participation requirements and the 
teen does not resume participation as agreed to in his/her WTW 2 - Welfare-
to-Work Plan Activity Assignment, the ESS notifies the Transitional 
Assistance Department (TAD) Eligibility Worker (EW) via a task/e-mail.  The 
TAD EW takes appropriate action to impose the proper grant reduction 
(penalty or sanction) of the Assistance Unit (AU) by the 16 or 17-year-old 
teen’s needs.  

  
Parent/teen 
does not 
contact the 
ESS 

When a 16 or 17-year-old teen or parent/caretaker does not contact the ESS 
within 20 calendar days of the date the Informing Notice (ESP 719) was 
issued, the ESS determines cause based on available information. 

    
Grant reduction  When C-IV indicates the grant amount to the AU has been reduced by the 

teen's needs due to the teen's failure to comply with Employment Services 
Program (ESP) participation requirements, the ESS takes the following 
actions. 

 
Step Action 

1 Close the activity in C-IV. 
2 Terminate Supportive Services. 
3 Deregister the case in C-IV.  
4 Update the C-IV Journal with deregistration date and reason. 
5 Notify the TAD Eligibility Worker (EW) via a task/e-mail that the 

teen's case has been deregistered.  

  
Conciliation / 
Compliance 

16 and 17-year-old teens are not subject to the normal Welfare-to-Work 
(WTW) conciliation process and a compliance plan is not developed.  The 
grant to the AU will be increased to include the needs of the teen when the 
teen resumes regular school attendance and/or otherwise complies with 
participation requirements for 30 consecutive days.   
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Teen – Close or Completion of Activity 

  
Introduction  This section provides information regarding ending a teen’s activity, and 

when s/he successfully obtains his/her High School Diploma (HSD) or 
General Educational Development (GED) certificate. 

  
Reasons for 
ending an 
activity 

A teen may be dropped from a Employment Services Program (ESP), 
Welfare-to-Work (WTW) activity when s/he: 
 
 Is discontinued from cash aid 
 Is placed in a good cause non-participation status  
 Does not attend school  

  
Employment 
Services 
Specialist’s 
actions 

When a teen is dropped from an activity prior to its completion, the 
Employment Services Specialist (ESS) takes the following actions. 

 
Step Action 

1 Terminate the activity (ies) in C-IV from the Customer Activity List 
Page.   Refer to the C-IV User Guide for closing an activity. 

2 

Take the appropriate action to: 
 
 Refer the teen to a Special Needs Assessment; or 
 Pursue the unconventional noncompliance process; or 
 Place the teen in a good cause non-participation or exempt 

status; or 
 Place the teen in a deregistered status if s/he is no longer 

eligible to receive cash aid. 
3 Terminate Supportive Services.  

4 Update the C-IV Journal to include the termination date and 
reason. 

 
Completion of 
activity 

When a teen completes an ESP, WTW activity, the Employment Services 
Specialist (ESS) takes the following actions. 

 
Step Action 

1 Close the activity in C-IV from the Customer Activity List page.  
Refer to the C-IV User Guide for closing an activity. 

2 Terminate Supportive Services. 
3 Update the C-IV Journal with the activity completion date. 

4 

Schedule an appointment with the teen and, if the teen is under 18 
years old, the parent/caretaker to complete and sign a WTW 2 - 
Welfare-to-Work Plan Activity Assignment for the next appropriate 
ESP activity. 

  



 

ESPHB #0237  (08/11) TEEN PARTICIPATION REQUIREMENTS 23-13 

Teen Parent – Participation Requirements 

  
Introduction  This section provides information regarding 19-year-old teen parent 

requirements. 

  
19-year-old 
with a high 
school diploma  

A 19-year-old with a High School Diploma (HSD) or a General Educational 
Development (GED) certificate is not considered a teen parent, and is 
subject to all Welfare-to-Work (WTW) program requirements.   
 
The ESS will follow normal WTW procedures found throughout the 
Employment Services Policy Handbook (ESPHB). 

  
19-year-old 
teen parent 
qualifications 

In order for a 19-year-old to qualify as a teen parent, s/he must not have a 
HSD or GED.  
 
The customer is required to participate as a teen parent until his/her 20th 
birthday. 

  
19-year-old 
teen parent 
without a HSD 
or GED 
participation 
requirements 

A 19-year-old teen parent is not subject to the 32/35-hour weekly 
participation requirements.  S/he is only required to meet the requirements of 
the training/school program.   
 
The teen parent may volunteer to participate in concurrent activities provided 
they do not interfere with the teen parent’s attendance in the HSD or GED 
program.  

  
Exceptions  A 19-year-old teen parent is not required to participate in a HSD or GED 

program only when:  
 
 S/he is attending an approved Self Initiated Program (SIP) at the time 

s/he attends an Appraisal appointment, 
 
OR 
 
 S/he does not make satisfactory progress in the mandatory HSD or GED 

program, and 
 A specials needs assessment determines the teen parent would be 

unable to successfully complete or benefit from the HSD or GED program 
due to a learning disability or medical problem.  

Continued on next page 
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Teen Parent – Participation Requirements, Continued 

  
Teen parent and 
assessment 

Teen parents are not required to complete an assessment in order to 
participate in High School Diploma (HSD) or General Educational 
Development (GED) program.  

  
Referring a 
teen parent for 
a HSD/GED 

At the Orientation/Appraisal (O/A) appointment, the ESS discusses school 
requirements with the teen parent.  The ESS will follow the steps below when 
referring a teen to the Education Directly Related to Employment activity to 
earn a HSD or GED:  

 

Step Action 
1 Ask the teen if s/he is enrolled in a HSD or GED program? 

  If the Teen is… Then the ESS…  
  Enrolled in a HSD or GED 

program, 
Proceeds to Step 2.  

  Not enrolled in a HSD or 
GED program, 

Informs the teen of HSD and 
GED programs in the local area. 

 

  
2 Schedule the teen for a return appointment within six (6) working 

days for the teen or parent caretaker to provide: 
 
 Class schedule – Days/Hours 
 Start date of classes 
 Estimated completion date 
 Name and location of the school 
 Verification of enrollment 
 ESP 738.1 Education Provider Expectation of Study/Homework 

Time (if applicable) 
 

Note:  Supportive Services are available to assist the teen parent in his/her 
Education Directly Related to Employment activity.  For more information, 
see Chapter 8 - Supportive Services. 

  
Verification of 
enrollment 

At the time a teen parent is referred to an ESP contracted service provider or 
at time s/he provides verification of enrollment in a HSD or GED program, the 
ESS completes the steps below: 

 

Step Action 
1 Complete and have the teen sign the WTW 2 - Welfare-to-Work 

Plan Activity Assignment and an Action Plan (Plan 107 CIV). 
2 Open the Education Directly Related to Employment activity.  
3 Complete and have the teen parent sign the Release of Information, 

ABCDM 228.   
 
Note:  Information cannot be released to any agency unless the 
ABCDM 228 has been signed and is on file.  

4 Authorize and issue Supportive Services.  
5 Complete a C-IV Journal entry to document all completed actions. 
6 Image all necessary paperwork.  
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Teen Parent – Attendance and Progress 
  

Introduction  This section provides information regarding attendance and progress 
requirements for teen parents participating in the Education Directly Related 
to Employment activity to earn a High School Diploma (HSD) or General 
Educational Development (GED) certificate.  

  
Attendance The teen parent or school/service provider will submit proof of attendance via 

the ESP 735.2, Attendance Report, the ESP 733.4, Progress and Attendance 
Report, or the Plan 102 C-IV, Progress and Attendance report, due between 
the first (1st) and fifth (5th) calendar day of each month.   
 
The teen parent may use other verification in place of any of the attendance 
forms, but the attendance verification must include: 
 
 Customer Name 
 CalWORKs Case Number  
 Customer Phone Number 
 Customer’s Date of Birth 
 Employment Services Specialist’s Name 
 Name of School 
 Address and Phone Number of School 
 Classes Attended 
 Days and Hours of Attendance 
 Professor/Provider Signature and Date 
 Customer’s Signature and Date 

 
Note:  Some service providers provide monthly verification electronically.  
For additional information, see Chapter 14, Welfare-to-Work Activities -
Attendance Verification. 

  
Satisfactory 
progress 

The school/service provider determines the standard for good or satisfactory 
progress. Satisfactory progress is monitored monthly and documentation is 
required for the teen parent’s case file.  
 
The Employment Services Specialist (ESS) will count up to two months of 
participation for teen parent customers who regularly attend and participate 
in Education Directly Related to Employment activity to earn a HSD or GED, 
but who may not be making satisfactory progress.  During these two months, 
the ESS must work with the customer to improve his/her progress.  A 
school’s/service provider’s rating of: 
 
 Excellent, good, fair, or satisfactory progress is considered satisfactory 

progress. 
 Poor or unsatisfactory progress is considered unsatisfactory progress. 

Continued on next page 
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Teen Parent – Attendance and Progress, Continued 

  
Eligible 
programs 

Eligible HSD or GED programs include programs offered through a (n): 
 
 Regional Occupational Program (ROP) 
 Court school 
 Adult school 
 Community college 
 Continuation school 
 Alternative education program 
 Traditional public or private high school 
 Home School with proof of "Charter School" status 
 Independent study program overseen by a public or private high school 

  
Progress 
requirements 

Teen parents enrolled in a HSD or GED program must comply with the 
progress requirements of the school. 
 
 Progress for teen parents enrolled in a non-contracted HSD or GED must 

provide verification at least every three (3) months during scheduled 
instruction via the ESP 735, Education/Training Progress Report or the 
school’s quarterly report cards or progress reports.   
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Teen Parent – Good Cause and Exemption 

  
Introduction  This section provides information regarding good cause reasons and 

exemptions for teen parents.  

  
Good cause 
status 

The education requirement may be waived and the teen parent may be 
placed in a temporary good cause non-participation status when there is a 
good cause reason why the teen cannot participate in his/her WTW activity. 
Examples of good cause reasons may include, but are not limited to: 
 
 Legal difficulties 
 Drug or alcohol addiction 
 Lack of supportive services 
 Mental or emotional problems 
 Medically verified illness or injury 
 Past or present victim of domestic abuse 
 School breaks 

 
Note: Good cause reasons require verification for the customer’s case file.  

   
Exemptions Teen Parents may be exempt from participation requirements due to an 

approved exemption. For information on Exemptions, see Chapter 3.  
 

Note: Teen Parents are not eligible to the Full Exemption (FE) – caring for a 
child under 12 months old. 
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Teen Parent - Noncompliance Procedures  

  
Introduction This section provides information regarding non-compliance procedures for 

teen parents who are not meeting participation requirements.  

  
Reasons for 
noncompliance 

When a 19-year old teen parent does not comply with participation 
requirements, s/he is subject to the regular Welfare-to-Work (WTW) 
noncompliance and sanction processes.  See Chapter 18 - Non-Compliance 
in this handbook.  
 
The 19-year old teen parent may only be sanctioned for not complying with 
participation requirements for the mandatory High School Diploma (HSD) or 
General Educational Development (GED) program, except as noted below. 

   
Exceptions 19-year old teen parents may also be sanctioned for an activity other than 

the mandatory HSD or GED program only in the following situations: 
 
 A teen parent who is attending an approved Self Initiated Program (SIP) 

activity is subject to the noncompliance process. 
 A teen parent who is referred to an activity as the result of a Special 

Needs Assessment may be sanctioned for failure to comply with the 
participation requirements of that activity. 
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Teen Parent – Close or Completion of Activity 

   
Introduction  This section provides information regarding ending a teen parent’s activity 

early, and when s/he successfully obtains his/her High School Diploma 
(HSD) or General Educational Development (GED) certificate. 

  
Reasons for 
ending an 
activity 

A teen parent may be dropped from a Employment Services Program (ESP), 
Welfare-to-Work (WTW) activity when s/he: 
 
 Is discontinued from cash aid 
 Is placed in a good cause non-participation status  
 Is in noncompliance with WTW requirements 
 Qualifies for an exemption from participation requirements 

  
Employment 
Services 
Specialist’s 
actions 

The Employment Services Specialist (ESS) will follow the steps below when 
a teen parent is dropped from an activity prior to its completion:  

 
Step Action 

1 Terminate the activity in C-IV from the Customer Activity List Page.   
Refer to the C-IV User Guide for closing an activity. 

2 

Take the appropriate action to: 
 
 Refer the teen to a Special Needs Assessment; or 
 Pursue the noncompliance process; or 
 Place the teen in a good cause non-participation or exempt 

status; or 
 Place the teen in a deregistered status if s/he is no longer 

eligible to receive cash aid. 
3 Terminate Supportive Services.  

4 Update the C-IV Journal to include the termination date and 
reason. 

  
Teen turns 20 A 19-year-old parent who continues to participate in a HSD or GED program 

after s/he turns 20 years old is subject to the same hourly participation 
requirements as all WTW customers and a new WTW plan is completed and 
signed to include all approved concurrent activities.  

Continued on next page 
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Teen Parent – Close or Completion of Activity, Continued 

   
Completion of 
HSD or GED 

The ESS mails out an appointment letter to meet with the teen customer 
when s/he completes his/her HSD or GED.  The ESS takes the following 
actions to conclude the HSD or GED:  

 
Step Action 

1 Close the activity in C-IV as a successful completion. 
2 Update the Degrees List Page.  
3 Issue NOAs, if necessary, to terminate Supportive Services.  
4 Explain new program requirements and enroll the customer into the 

next appropriate activity.  
 
 Complete all applicable C-IV actions for the new activity.  
 Complete and have the customer sign a new WTW 2 - Welfare-

to-Work Plan Activity Assignment. 
5 Complete a C-IV Journal entry to document all completed actions.   
6 Image all necessary paperwork.  
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Chapter 24 

Cal-Learn 

Overview 

  
Introduction The Cal-Learn Program serves pregnant and parenting teens and pre-teens 

under the age of 19 who receive CalWORKs and have not obtained a high 
school diploma or its equivalent. Cal-Learn provides intensive case 
management services, supportive services and financial incentives and 
disincentives to encourage the teen/pre-teen to stay in school and obtain a 
high school diploma or its equivalent. 

  
Contents This chapter describes the Cal-Learn Program, explains how to refer a 

customer to Cal-Learn, and explains what to do when a customer is referred 
from Cal-Learn to ESP.  This chapter includes the following topics: 

 
Topic See Page 

Background 24-2 
Cal-Learn Program Services 24-4 
AFLP and TAD Responsibilities  24-5 
How to Refer a Customer to Cal-Learn 24-6 
Cal-Learn Participation After Age 19 24-7 
ES Responsibilities with Former Cal-Learn Customers 24-9 
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Background 

  
Purpose of  
Cal-Learn 

Social science research has established a strong connection between 
teenage parenting and long-term welfare dependency. Health research also 
indicates a strong relationship between early childbearing and increased 
health problems for mother and infant.  
 
The Cal-Learn Program was established in 1994 to address the unique 
educational, vocational, training, health, and other needs of pregnant and 
parenting teens and pre-teens to help them achieve self-sufficiency. The 
beginning of self-sufficiency for teens and pre-teens is the completion of high 
school. 

  
References References used in this chapter are: 

EAS 42-762 
EAS 42-763 
EAS 42-763.1 
ACIN 1-10-02 

  
Cal-Learn 
incentives 

The Cal-Learn Program offers financial incentives and case management to 
Cal-Learn customers. Bonuses are given for satisfactory progress in school, 
and sanctions are imposed for unsatisfactory progress. All Cal-Learn 
customers are offered supportive services (child care, transportation, and 
ancillary) to help them achieve a high school diploma or its equivalent. 

  
Who is served 
by Cal-Learn 

The Cal-Learn Program serves pregnant or parenting CalWORKs recipients 
who are under age 19 and do not have a high school diploma or its 
equivalent. This includes: 
 
 Teen or pre-teen 
 Male or female 
 Married or single 
 Living with parents or independently 
 Currently enrolled in school or not 
 Employed or unemployed 
 
Cal-Learn is a mandatory program until the teen turns 19. At age 19,  
Cal-Learn customers who are enrolled in school full time may volunteer to 
continue in Cal-Learn until age 20. 

Continued on next page 
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Background, Continued 

  
Teens who 
have a high 
school diploma 
or equivalent 

Pregnant and parenting teens who have a high school diploma or its 
equivalent are not referred to Cal-Learn; they are required to participate in 
WTW activities, the exception would be: An individual 16 or 17-years of age 
who has obtained a high school diploma, or its equivalent, and is enrolled or 
planning to enroll in a postsecondary educational, vocational, or technical 
school training program is exempt from WTW participation.  There is no unit 
or hourly/weekly participation requirement. For additional information see 
ESPHB Chapter 3 – Exemptions. 
 
Former Cal-Learn customers who have graduated or received the equivalent 
to a high school diploma are discussed in the ESS Responsibilities with 
former Cal-Learn Customers section of this chapter. 

  
Time limits The 48-month time limits do not apply to customers who are eligible to or 

participating in Cal-Learn. 
 
 Mandatory Cal-Learn customers are not subject to time limits. 
 19-year-old volunteers are not subject to time limits. 

  
AFLP The Adolescent Family Life Program (AFLP) provides intensive case 

management for Cal-Learn customers. Each Cal-Learn customer is assigned 
a Public Health Nurse or Social Worker upon entering Cal-Learn. The Public 
Health Nurse or Social Worker visits the teen at least once a month and 
helps him or her with any concerns that may affect the teen’s ability to make 
progress in school.  

  
AFLP case 
management 

AFLP case managers help Cal-Learn customers by providing:  
 
 Home visits at least once a month, 
 Evaluation of supportive service needs, 
 Linkage to needed health and social services, 
 Information, 
 Encouragement, 
 Help with school registration, and 
 Evaluation of progress for purposes of bonus/sanction. 

  
Eligibility 
worker 
responsibilities 

The EW coordinates Cal-Learn supportive services and Cal-Learn bonuses 
and sanctions. The Cal-Learn EW carries the CalWORKs case for all Cal-
Learn customers in the office, and AFLP communicates with the Cal-Learn 
EW for supportive service needs and bonuses and sanctions. 

  
Case location Cal-Learn cases are carried by the Cal-Learn EW in the office closest to the 

customer. 
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Cal-Learn Program Services 

  
Introduction This section contains information regarding Cal-Learn program services. 

  
Bonuses  The following bonuses are available for the Cal-Learn program: 

 
 Financial incentives (bonuses) in the amount of $100 are issued up to 

four times per calendar year. They are paid to the head of the Assistance 
Unit when the teen makes satisfactory progress toward a high school 
diploma or equivalent.  

 
 $500 is paid to the teen parent upon graduation or completion of a high 

school equivalency program.  

  
Sanctions Financial disincentives (sanctions) require a $100 reduction in the 

CalWORKs grant, apportioned over a two-month period, up to four times per 
year for failure to demonstrate adequate progress in school or for failure to 
provide a report card. 

  
Supportive 
services 

Child care, transportation, and ancillary services are available to Cal-Learn 
customers. The process for Supportive Services are as follows: 

 
Stage Description 

1 The Cal-Learn customer informs the AFLP case manager of the 
need for supportive services. 

2 The AFLP case manager informs the Cal-Learn EW of the need 
for supportive services. 

3 The Cal-Learn EW approves transportation and ancillary 
supportive services, and forwards requests for child care to the 
TAD Child Care EW. 

4 The TAD Child Care EW approves child care. 
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AFLP and TAD Responsibilities 

  
Introduction This section contains information regarding AFLP and TAD responsibilities. 

  
Staff support The functions of the AFLP and Cal-Learn Eligibility Worker (EW) workers are 

shown below. 
 

Agency Worker Function Background 
AFLP Case 

Manager 
(CM) 

Case management for Cal-Learn is contracted 
to the AFLP provider. In San Bernardino 
County, the AFLP contractor is the Perinatal 
and Adolescent Life Section (PALS) operated 
by the Department of Public Health. 
 
Case management services provide assistance 
to the teen/pre-teen parents to obtain: 
 Educational services necessary to earn a 

high school diploma or equivalent, 
 Health services, 
 Parenting skills, 
 An effective ongoing relationship between 

the custodial and noncustodial parents and 
the child, where it is in the best interest of 
the child and the teen/pre-teen parent, and 

 A suitable living situation. 

CMs possess 
expertise in the 
education, training, 
and other social and 
health service needs 
of teen/pre-teen 
parents. They are 
Social Workers or 
Registered Public 
Health Nurses. PALS 
provides these 
services to Cal-Learn 
and other needy 
teens/pre-teens. 
 

Eligibility Cal-
Learn 
EW 

Cal-Learn EWs assigned to the Cal-Learn 
Program complete the following: 
 Identify Cal-Learn customers, 
 Determine ongoing CalWORKs eligibility, 
 Approve bonus/sanction recommendations 

made by AFLP case managers, 
 Complete the computer document to issue 

bonuses and impose financial sanctions, 
 Approve requests for exemption and 

deferral, 
 Compute and complete paperwork 

necessary for payment of supportive 
services, and 

 Refer customers who request child care to 
the Child Care EW. 

The EW is 
knowledgeable about 
CalWORKs rules and 
regulations, grant 
computation, eligibility 
requirements, 
supportive services, 
Cal-Learn time frames, 
and Cal-Learn bonus 
and sanction 
requirements. 
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How to Refer a Customer to Cal-Learn 

   
Introduction This section contains information regarding how to refer a customer to 

Cal-Learn. 

  
Who refers 
customers to 
Cal-Learn 

Cal-Learn customers are usually identified by the EW, however, the ES also 
refers customers to Cal-Learn if they have not previously been identified and 
referred. 

  
ES duties for 
Cal-Learn 
customers 

When a pregnant or parenting teen or pre-teen is identified at Orientation, the 
ES will ask if s/he has finished high school. If the teen or pre-teen does not 
have a high school diploma or its equivalent, the ES refers the customer to 
Cal-Learn as described below. 
 
Note: The Intake EW and ES do not make exemption or deferral 
determinations for Cal-Learn. The Cal-Learn EW determines Cal-Learn 
exemption or deferral. 

  
Referring a 
customer to 
Cal-Learn 

To refer a customer to Cal-Learn, set a task in C-IV for the Cal-Learn EW. 

  



 

ESPHB #0237  (08/11) CAL-LEARN 24-7 

Cal-Learn Participation After Age 19 

  
Introduction This section contains information regarding Cal-Learn participation after 

age 19. 

  
Cal-Learn 
customers 

Cal-Learn customers who are enrolled in school full time may stay in 
Cal-Learn up to their 20th birthday if they meet certain criteria. 
 
 19-year-old Cal-Learn customers who stay in Cal-Learn are called 

voluntary Cal-Learn customers. 

  
Volunteer 
criteria 

A Cal-Learn customer is allowed to stay in Cal-Learn as a volunteer if s/he 
meets all of the following criteria: 
 
1. On or before the 19th birthday, s/he was enrolled full time (as defined by 

the school) in high school or an equivalent program. 
2. S/he was a registered Cal-Learn customer on or before the 19th birthday. 
3. S/he requests to stay in Cal-Learn. The request may be made to the Cal-

Learn EW or to the AFLP case manager. 
 

Note:  19-year-old customers who volunteer to remain in Cal-Learn are 
subject to the same rules and regulations as mandatory Cal-Learn 
customers.  

  
AFLP 
responsibilities 

AFLP evaluates case managed teens who turn 19 while in Cal-Learn.  
 
 Case managers discuss Cal-Learn volunteer criteria as customers 

approach their 19th birthday. 
 Eligible volunteers may stay in Cal-Learn. 
 Prior to the 19th birthday, the case manager informs the Cal-Learn EW 

that the customer wishes to volunteer for Cal-Learn. 
 Teens who reach their 20th birthday or earn their high school diploma or 

equivalent are not eligible to remain in Cal-Learn. 

Continued on next page 
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Cal-Learn Participation After Age 19, Continued 

  
Returning  
Cal-Learn 
customers 

19-year-olds who were previously in Cal-Learn are eligible to volunteer as 
19-year-olds, provided they meet the volunteer criteria. 
 
Example: 
Mary was a Cal-Learn customer when she was 15 years old. At 17 years of 
age, she went off cash aid. At 19 years of age, Mary is back on cash aid, has 
not received a high school diploma or equivalent, is enrolled full time in 
school, and wants to participate in Cal-Learn. Mary is eligible to volunteer for 
Cal-Learn. 

  
Exiting  
Cal-Learn  

A 19-year-old Cal-Learn voluntary customer loses his or her voluntary status 
and is transitioned into ESP when s/he: 
 
 Earns a high school diploma or equivalent,  
 Turns 20, or 
 Informs the case manager or Cal-Learn EW that s/he no longer wishes to 

volunteer. 
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ES Responsibilities with Former Cal-Learn Customers 

  
Introduction Individuals who are receiving CalWORKs and who meet the following criteria 

are no longer eligible for the Cal-Learn Program and must be transitioned 
into ESP.  Individuals who have: 
 
 Reached their 20th birthday. Eligibility ceases on the first day of the month 

following the month in which the individual turns 20. 
 Reached their 19th birthday, unless they meet the volunteer criteria listed 

in the previous section. 
 Completed their high school program by obtaining a high school diploma, 

GED, or other equivalent, regardless of their age. 

  
Transition from 
Cal-Learn to 
ESP 

To transition a customer into ESP, the Cal-Learn EW sets a task in C-IV to 
the nearest ESP office to notify them of the new ESP customer. 

  
ES duties  
with former 
Cal-Learn 
customers 

Upon receipt of a task in C-IV for a former Cal-Learn customer, the ES: 
 

 
Step Action 

1 Schedules the customer for Orientation and Appraisal. 
2 Completes C-IV entries. 
3 Assigns the customer to the next appropriate Welfare-to-Work 

activity. 
 If the customer is 19 years old and does not have a high 

school diploma or its equivalent, the first Welfare-to-Work 
activity is GED instruction (see the Teen Participation chapter 
in this handbook). 

 Former Cal-Learn customers may use ESP exemption for 
child under 6/12 months, if otherwise eligible.  These 
exemptions are for care of an infant (see the Exemptions 
chapter in this handbook). 

  
Hours of 
participation 

Former Cal-Learn customers must meet the 32/35-hour Welfare-to-Work 
participation requirement.  
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Chapter 25 

Case Management 

Overview 

  

Introduction The Case Management chapter is a guide for Employment Services 
Specialists (ESS) to review and manage his/her Welfare-to-Work (WTW) 
caseload. 

  

In this chapter This chapter contains the following topics: 
 

Topic See Page 
Overview 25-1 
Definitions 25-2 
Case Management 25-4 
Tracking Customers 25-11 
Communication 25-13 
Journal Entries 25-15 
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Definitions 

  
Introduction This section provides definitions for some of the most common terms 

associated with Case Management. 

  
C-IV User 
Guides 

C-IV User Guides are instructions with step/action tables on how to navigate 
through C-IV. Available @http://hssnet/hsshome/. 

 
Case 
Management 

Case management is considered managing a case to obtain optimal control, 
and meet the Work Participation Rate (WPR). 

  
F.I.S.H. F.I.S.H. stands for Finding Information Searching Handbooks. F.I.S.H. is 

“instructed” to search the on-line handbooks. Every day, F.I.S.H. “spiders,” or 
scans, more than 3500 handbook documents in order to capture and index 
their content for F.I.S.H. queries. Available @ http://hssnet/hsshome/. 

  
Knowledge 
Database 

KD is a Knowledge Database that stores the Frequently Asked Questions 
(FAQs) submitted by TAD staff to the Program Development Division (PDD). 
Search KD by entering keywords or phrases relating to your question. 
Available @ http://hssnet/hsshome/. 

 
On-line 
handbooks 

On-line handbooks are program handbooks located on the county intranet. 
All handbooks are located on-line for easy access @ http://hssnet/hsshome/. 

 
Trouble ticket A Trouble Ticket is a problem with C-IV that has been called in and given a 

“trouble ticket” number for tracking purposes. For additional information see 
C-IV Resource Center “User with a Question?” @ http://hssnet/hsshome/. 

  
WPR The Work Participation Rate (WPR) is used to measure the percentage of 

All-family and Two-parent family cases that have verifiable documentation in 
their case record which supports meeting WTW program requirements for 
the minimum required hours per week. See ESPHB Chapter 14 or the TAD 
WTW 102 – WTW Reference Guide for additional information. 

Continued on next page 
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Definitions, Continued 

  
“What’s New” 
report 

The “What’s New” report is initiated from the Program Development Division 
(PDD) and lists all Human Services (HS) program updates for: 
 
 C-IV User Guides 
 Forms and Procedures (F&P) 
 Flyers 
 Handbook letters 
 Interim Instruction Notices (IIN) 
 Journal Templates 
 Knowledge Database (KD)  
 
The “What’s New” report is published on the first and third Monday of each 
month, and must be reviewed bi-weekly for program updates. 

 
Workflow 
calendars 

Workflow calendars are monthly calendars created by Corrective Action 
Supervisors (CAS) to help workers control their WTW caseload. Workflow 
calendars are found on the TAD website @ http://hssnet/tad/Resources/. 
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Case Management 
  

Introduction This section provides information on caseload management. 

  
Case 
Management 
Work Flow 
calendars 

Case Management Work Flow calendars are available on-line on the 
Transitional Assistance Department (TAD) website, click Resources/ 
Workflow Calendar/ESP Calendar. 
http://hssnet/tad/Resources/WFCalendar.asp  
 
Monthly Work Flow calendars are to be used by Employment Services 
Specialists (ESSs) to help manage his/her caseload. 

  
Activity review 
dates 

Activity Review dates are very important, they help the ESS to maintain 
current and accurate case records. The Activity Review date is used as a 
tracking tool to remind the ESS to review a case. 
 
Activity Review dates must be kept current. The ESS will review the cases 
monthly and enter a new activity review date for the following month, or 
quarterly if the customer is employed. 

  
Program review 
dates 

Program review dates are used for cases with no open activities; this 
includes exempt, unengaged, good cause, and sanctioned cases.   

  
Travel claims The ESS will process Travel Claims: 

 
 Within ten (10) days of receipt, or 
 By the end of the month for claims with less than ten (10) calendar days 

left in the month. 
 
Travel Claims: 
 Should be received between the first (1st) and fifth (5th) calendar day of 

each month. 
 Need attendance verification to process.  
 Can be a tool to review the case for the month. 
 
If attendance verification is not received the ESS will send a denial Notice of 
Action (NOA). 
 
If the travel claim is excessive and the ESS suspects fraud, the ESS will 
complete a fraud referral; see the Operation & Reference Handbook (ORHB). 
A fraud referral should be completed, but not limited to the following 
circumstances when the: 
 
 Place of employment is over 40 miles away. 
 Place the customer is volunteering is over 20 miles away. 
 Customer provides any document that appears altered. 
 Travel claim exceeds customers income. 

Continued on next page 
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Case Management, Continued 

 

TAD/ESP 103 
Case 
Management 
Checklist 

The TAD/ESP 103 Case Management Checklist can be used by ESSs as a 
quick reference guide to ensure proper case management. 
 

Completion of this form may be required by an SESS I or ESM. 

 

Daily reviews The ESS will follow the table below to complete daily case reviews. 
 

Step Action 
1 OFFICE IN-BOX 

 Check first thing in the morning on your way to your desk, and 
 Check in the afternoon on your way back from lunch. 

2 PHONE AND E-MAIL MESSAGES  
 Check first thing in the morning and return phone calls, voice mail 

messages and e-mails. 
 Calls and e-mails must be returned on the same day by the end of 

the business day. 
3 MICROSOFT OUTLOOK FOR MESSAGES 

 Reply to e-mail messages 
 Customer appointments 
 Calendared time for Case Management (recommend 7-8 am or 

7:30-8:30 am) 
 Tasks – Optional, i.e. miscellaneous daily needs 

4 WORKLOAD INVENTORY 
 Sort by program review date (click the arrow     button at the top of 

the screen below the topic, i.e. Activity, Program Review Date, or 
Activity Review Date to sort) 

 Review all newly assigned cases 
 Review unengaged cases 

5 WTW WORKLOAD ANALYSIS REPORT 
 Review the Business Intelligence (OBIEE) Workload Analysis page 
 found in the Answers link in C-IV. 
 Review all unengaged cases. 
 Review cases that are not meeting WPR. 
 Review cases marked as needing action. 
 Schedule appointments for activities ending in two weeks. 

6 NO-SHOWS  
Take action on no-show appointments by the end of the business day 
or first thing the following morning: Phone call, reschedule, or initiate 
noncompliance. 

7 TASKS – Work Tasks at least once a day – print out if needed. The 
following are Automated tasks: 
 “Review” – Review, Edit and Close 
 “Customer Activity Chg” – Review, Edit and Close 

8 ACTIVITY REVIEW DATES – MUST be kept current. As you review 
the case for the month, roll the date to the following month, or quarter if 
customer is employed and meeting WPR. 

9 ATTENDANCE – Process daily and enter into C-IV. 
10 TRAVEL CLAIMS – Process daily with verified participation i.e. 

attendance forms/QR7. In certain situations, these can be a tool to 
review the case for the month. 

11 IMAGING – Work the Workflow queue daily at 10am and 2pm, at 
minimum.  

Continued on next page 
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Case Management, Continued 

 

Weekly case 
reviews 

The ESS will follow the table below to complete weekly case reviews in C-IV. 

 

Step Action 
1 Update Job Readiness and/or Assessment activities. 
2 Update the customers who attended. 

 Change status from Referred to Attending. 
 Update End Dates as required. 

3 Send an appointment letter for customers who attended Job Readiness 
to sign a new WTW 2 for their next appropriate activity. 

4 Start non-compliance on those who didn’t attend as scheduled. 

 

Monthly case 
reviews 

Monthly case reviews are required on all active Welfare-to-Work (WTW) 
cases except: 
 

 Employed customers meeting Federal WPR will only be reviewed 
quarterly with the QR 7, unless the customer reports a mid-quarter 
change. 

 

Thorough case reviews will prevent errors and ensure seamless service. 

 

Initial contact 
with 
community 
service site 
supervisor 

For customers participating in any community service site activity, the ESS will 
contact the site supervisor the first month the Attendance and Progress Report 
(ESP 733.4) is received to verify the: 
 

 Customer is currently participating in the activity, and 
 Site supervisor signed the most recent attendance received by the ESS. 
 

After the first month of attendance has been verified with the site supervisor, 
the ESS will set a “WEX/Community Service” task to contact the site 
supervisor on a quarterly basis. 
 

Example: Customer starts a community service activity at Goodwill on 
February 6th. The attendance for February is received by the ESS on March 
2nd. The ESS will contact the site supervisor at Goodwill to verify the customer 
is still participating in the activity and the supervisor signed the ESP 733.4. 
The ESS will set a “WEX/Community Service” task to contact the site 
supervisor during the month of June. 

 

Quarterly 
contact for 
any 
community 
service site 
supervisors 

For customers participating in any community service activity, the ESS will set 
a “WEX/Community Service” task in the C-IV system to contact the site 
supervisor on a quarterly basis to verify the: 
 

 Customer is currently participating in the activity, and 
 Site supervisor signed the most recent attendance received by the ESS. 

 

Note:  If the ESS cannot verify the customer’s participation and attendance 
with the site supervisor, at the initial or quarterly contact, s/he will start the 
noncompliance process. See Chapter 18 - Noncompliance. 

Continued on next page 
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Case Management, Continued, Continued 

 
Discontinued 
case 

Hold discontinued cases for “No QR 7 or “failed determination” until the tenth 
(10th) day of the discontinuance effective month to deregister the case 
because the customer could turn in a late QR 7 and case may be reopened. 

 

Quarterly case 
reviews for 
employed 
customers 

The ESS will complete quarterly case reviews for all employed customers 
with QR 7 the month following the Submit month.  See ESPHB Chapter 15 - 
Employment. 

 

Attendance All attendance verification is due between the first (1st) and fifth (5th) calendar 
day of each month, except Employment which is due quarterly with the 
QR 7. 
 

The ESS will input attendance into C-IV within three (3) working days of 
receipt. 
 

If attendance verification is not received by the fifth (5th) calendar day of the 
month, the ESS begins the noncompliance process. See ESPHB Chapter 18 – 
Noncompliance. 

 

Activity 
Progress 
Detail page 

All verified attendance (except Employment) MUST be entered into C-IV on the 
Activity Progress Detail page within three working days from the date 
verification is received.  See C-IV User Guide, Activity Attendance – Customer 
Activities List Page. 
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Case Management, Continued 

  
Employment 
Detail page 

All verified employment activity hours are projected and hours must be 
entered on the Employment Detail page within three working days from the 
date the information is received.  See ESPHB Chapter 15 – Employment. 

   
Skills list page The ESS will update the Skills List page in C-IV: 

 
 At the time the Appraisal pages are completed, 
 At the time the Action Plan is developed and signed, 
 When a customer completes a training/education program or a Work 

Experience (WEX)/Community Service (CS) activity, and 
 When a customer reports a new job with new and/or different duties. 
 
The ESS should review the Skills List page for accuracy, and update if 
necessary, every time a new Activity Assignment Plan (WTW 2) is signed.   

 
Active, no 
activity cases 

The ESS will send an appointment letter to all cases that are active with no 
activity within one day of discovery or when the case was received. 

 
C-IV tasks C-IV tasks are to be reviewed and worked daily. Outlook tasks are optional 

because these tasks will not follow the case if transferred. The ESS will use a 
C-IV task for important reminders. 
 
Print out the task if needed. The following are automated tasks: 
 
 “Review” – Review, take necessary action, edit and close  
 “Customer Activity Chg” – Review, take necessary action edit and close 

   
Outlook 
calendar 

The Microsoft Outlook calendar may be used for tracking purposes; however, 
all appointments should be set through the Customer Schedule link in C-IV. 

 
Customer 
Schedule in 
C-IV 

The ESS will use the Customer Schedule in C-IV to schedule appointments. 
See C-IV User Guide, under Case Management/Appointments, Adding. 

 
No-shows If the ESS has a customer who is a no-show for his/her appointment, the 

ESS will begin the non-compliance process.  See ESPHB Chapter 18 – Non-
Compliance. 
 
Note: The ESS must begin the non-compliance process even if s/he misses 
the three (3) business day timeframe. 

Continued on next page 
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Case Management, Continued 

 
C-IV system Information in the C-IV system is reviewed once a month on each case. The 

Employment Services Specialist (ESS) reviews for: 
 
 Income (hours reported compared to information available in C-IV 

system) 
 CalWORKs status/discontinuance 
 Current work registration entry 
 Correct address 
 Aid code  
 Tasks/Reminders 
 Participation requirements 

  
Conciliation 
cases 

When a customer is placed into a conciliation plan and agrees to participate 
in an activity, the ESS places him/her into noncompliance status with the, “In 
Conciliation” status reason code at the time the Activity Assignment, WTW 2 
and WTW 32 are signed and imaged. Indicate in the Journal the customer is 
in conciliation. 

  
Exempt cases Exemptions are reviewed 30 days prior to the expiration date. Follow the 

steps below for exempt cases.   
 

Step Action 

1 
Send an appointment letter stating the customer must provide 
verification to continue his/her exemption or sign WTW 2 for 
his/her next appropriate activity.  

2 

If the customer attends the appointment and does not provide 
verification to continue their exemption, sign a WTW 2 for next 
appropriate activity, update case status to “Active” and complete 
required C-IV entries.  See C-IV User Guide.   

3 

If the customer fails to provide verification of the exemption or 
does not show to sign the WTW 2, then s/he is placed in 
noncompliance status for not signing an Activity Agreement. See 
Noncompliance chapter. 

4 Journal all actions taken.  

 
Saving 
documents in 
C-IV 

Any forms or notices generated within the C-IV system while working on a 
case are saved within the system.  These forms or notices are available for 
future viewing and/or printing via Distributed Documents. See C-IV User 
Guide under Case Management/Documents, Distributed-Search-Generated 
by Case. 

Continued on next page 
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Case Management, Continued 

  
Imaging All signed paperwork is imaged into the C-IV system to provide a 

comprehensive record for case review and audit purposes:  
 

 Documents a customer must sign,  
 Verification documenting actual hours for paid and unpaid activities,  
 Other verifications or documents the customer provides, or  
 Forms/notices not generated from within the C-IV system. 
 
Documents are imaged on a flow basis as case actions are completed by the 
ESS. 

 
Note:  See ORHB, Chapter Q for further information regarding imaging.  

Continued on next page 
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Case Management, Continued 

  
Case review 
checklist 

The chart below gives a checklist of all case review items necessary for an 
ESS to complete a full and thorough review. 

 
Question 
Number 

Questions 

1 Is there a valid WTW program? 
 
 Verify there is an open or pending CalWORKs case. 
 Verify the customer is a Work-Eligible Individual (WEI). 

2 Is the Work Registration page correct? There are three 
choices:  
 
 Mandatory,  
 Exempt, or  
 Volunteer. 

3 Is the WTW program status correct? 
4 Have you provided seamless service, taking appropriate 

actions to meet with the customer prior to the end of the 
customer’s activity? 

5 A new WTW 1 must be completed every time the customer 
completes an Orientation/Appraisal. 
 
 Has the WTW 1 been completed correctly? 
 Have the customer and the ESS signed the form? 

6 Has the Appraisal been completed correctly? 
7 Is the SIP detail page complete/correct? If applicable. 
8 Has Learning Disabilities Screening been offered? 
9 Is the Employment Detail page(s) complete/correct? 

10 Is the Customer Activity Detail page(s) complete/correct? 
11 Is the Activity Progress Detail page(s) complete/correct? 
12 Is the Activity Agreements(s) complete/correct? 
13 Have the Action Plan and all its C-IV components been 

completed? 
14 Have non-compliance actions been completed timely/ 

correctly? If applicable. 
15 Have the required actions been taken for an exempt case? 
16 Has a Service Arrangement(s) been completed? 
17 Have all active WTW cases been monitored and Journaled on 

a monthly basis? 
 
Exception: Employed cases meeting WPR are reviewed 
quarterly with the QR 7. 

18 Does this case meet Federal Work Participation Rate (WPR) 
requirements? 
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Tracking Customers 

 
Introduction This section provides information about the different methods of tracking 

Transitional Assistance Department Employment Services Program (TAD 
ESP) customers as they progress through the Welfare-to-Work (WTW) 
program. 

  
Case 
management 
system 

The ESS must utilize the C-IV automated case management system to 
maximize the potential for customer self-sufficiency and ensure customers 
are meeting WPR.  Information entered into C-IV allows the ESS to access 
pertinent information about each customer, such as: 
 
 History 
 Participation 
 Employment information 
 Activities 
 Status 
 Attendance/progress 
 Good cause/exemption documentation 
 Barriers to employment/participation 
 Special Needs and Accommodations 
 Goals 
 
The ESS utilizes several methods for tracking customers in the C-IV 
automated system.  These methods are explained in further detail throughout 
topics found in the Operations & Reference Handbook (ORHB). 

  
Workload 
Inventory 

The Workload Inventory is an electronic list of all cases assigned to a 
specific county staff person.  The Workload Inventory shows the total 
assignments, both cases and programs, for the selected Worker ID.  In 
addition, the Workload Inventory displays: 
 
 A new assignment indicator easily identifies newly assigned cases.  After 

working the new case, the ESS should click on the indicator to remove it.  
The indicator is a red exclamation mark enclosed in a red circle:   

 The Case Number, which is also a hyperlink to the Case Summary 
page, 

 The name of the Primary customer on the case, 
 The WTW Program Status, 
 The Current Activity, which is also a hyperlink to the Customer Activity 

Detail page, and 
 The activity review date. 
 
The Workload Inventory provides the ESS with current information about 
customer activities, program status and newly assigned customers.   
 
The ESS will review their Workload inventory daily. 

Continued on next page 
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Tracking Customers, Continued 

  
Caseload 
searches 

The C-IV automated case management system includes a feature that allows 
the ESS to complete caseload searches to access information on referrals, 
skills, activities, service arrangements and/or employments.  A Welfare-to-
Work (WTW) program search can be completed to search for cases with a 
particular program status (for example, all cases in non-compliance).   
 
Caseload searches provide the ESS with information needed to determine 
the next appropriate action on a case. 
 
On the Workload Inventory page the ESS can sort by program review date 
(click the arrow     button at the top of the screen below the topic, i.e. 
Activity, Program Review Date, or Activity Review Date to sort). 

  
Tasks An ESS sets Tasks in the C-IV system to assist with caseload management 

and customer tracking.  A Task is a critical action that must be taken by a 
specified due date.   When completed, Tasks must be closed manually by 
editing the Task.   
 
The ESS will review Tasks at least once a day, and print out if needed. 
 
Keeping an up-to-date Task list reduces the number of overdue Tasks and 
allows the ESS to manage his/her workload more effectively. See ORHB, 
Chapter J for additional information. 

  
Reminders An ESS sets Reminders in the C-IV system to assist with caseload 

management and customer tracking.  Reminders are not for critical actions 
and will be deleted automatically by the C-IV system after the due date has 
passed.  See ORHB, Chapter J for additional information. 

  
IEVS New Hire 
Report 

The IEVS New Hire Report is a state report created from information 
reported to the Employment Development Department (EDD) and posted in 
the C-IV system monthly.  The report identifies new employments. 
 
The ESS will review and take appropriate action if the employment has not 
been previously reported.  
 
New employments identified on the New Hire Report may help increase 
WPR.  
 
The New Hire Report is available on the first working day of the month under 
the Special Units tab in C-IV. As reports become available for specific 
cases, the ESS receives a Task to notify them that they have 30 days to 
review and reconcile the report and Journal findings.  See ORHB, Chapter M 
for additional information. 
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Communication 

 

Communication Communication between EW/ESS staff is critical to engaging customers, by 
keeping informed of changes in eligibility, employment, service needs, 
exemption status, and other factors that can impact WPR. Communication 
tools in C-IV include e-mail, Task, Reminders and Journal entries. 
 
Communication between staff and customers are also critical. To ensure 
customer contact information is current, the EW/ESS who receives 
information about a new customer telephone, cell phone, or message 
number is responsible for updating the Individual Demographics Detail 
page, Journaling the change, and e-mailing the EW within 24 hours. 
 
E-mail communication with customers is allowed with some restrictions, see 
ORHB Chapter R. 

 

Seamless 
Services 

The Employment Services Specialist (ESS) will ensure seamless service. 
The ESS will: 
 
 Be proactive in finding activities for customers to transition into quickly, 
 Manage his/her time to review and anticipate changes in a customer’s 

schedule,  
 Schedule the customer for an appointment for his/her next activity two 

weeks prior to the customer’s current activity end date, and 
 Create new activity assignments to avoid breaks in activities. 

 
Note: If a customer must start a WTW activity immediately and needs Child 
Care to participate, the customer will be seen by a CC EW the same day. For 
additional instructions refer to the Child Care section in Chapter 8 – 
Supportive Services.    

 

ESS 
responsibility 

To avoid County financial sanction and penalties, it is imperative that all 
Employment Service Program (ESP) staff work diligently to ensure Federal 
Work Participation Requirements (WPR).   
 
While striving to meet Federal participation rates, the ESS will be held 
accountable for ensuring that all non-exempt customers within their caseload 
are meeting the Federal monthly work participation requirement. Customers 
must participate in a minimum of 20/30/35 hours per week/87/130/152 hours 
per month, of which a minimum of 20/30 hours per week/87/130 hours per 
month must be in core activities, in alignment with the customer’s Action 
Plan. See ESPHB Chapter 14, and TAD WTW 102 – WTW Reference Guide.

Continued on next page 
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Communication, Continued 

 
Questions 
regarding 
ESPHB 
policies and 
procedures 

If an ESS has questions regarding policies and procedures, s/he follows the 
steps below. 

 
Step Action 

1 Review the ESPHB and Interim Instruction Notices (IIN). 
2 Review the Operations & Reference Handbook (ORHB). 
3 Review Knowledge Database (KD) to see if the question has 

already been asked and answered. 
4 Search Finding Information Searching Handbooks (F.I.S.H.).  

 
Select the handbook you would like to search. Type in the 
keywords or phrases separated by commas, click GO FISH. 
http://ssgweb2/fish/ 

5 Look in PDD “What’s New” located at   
http://hssnet/handbooks/WhatsNewPDD/default.htm 
Ask your supervisor. 6 

  
If …. Then … 

Your supervisor is unsure of 
the answer and further 
clarification is needed, 

Your supervisor asks his/her 
ESM. 

Your ESM does not know the 
answer, 

The supervisor creates a KD 
question. 

It’s a C-IV issue, and cannot 
be resolved, 

Call the Help Desk at (909) 
383-3440 to report the 
problem, and the Help Desk 
will create a Trouble Ticket.   

  
7 Create a Journal entry with the trouble ticket information. 
8 Managers with questions may call the ESP Program Specialist 

(PS). 
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Journal Entries 
 

Introduction This section provides information regarding the Journal, including its 
purpose, consistency in entries, and documenting special situations. 

 

Why the 
Journal is 
important 

The Journal is another way the Employment Services Specialist (ESS) 
tracks the customer’s case in the C-IV system. The Journal: 
 

 Provides a permanent, chronological record of the customer’s 
progression through the program. 

 Includes the “who, what, when, where, why and how” of the case. 
 Records actions taken by both the ESS and the customer. 
 Supports and justifies case management decisions and actions. 
 Reminds the ESS of actions needed or taken. 
 Provides a coherent record for case review and audit. 
 

See ORHB, Chapter J for more information. 
 

Note:  Journal templates are not mandatory; however all pertinent information 
must be entered in the Journal. 

 

C-IV Journal 
characteristics 

The Journal contains entries for all programs included in C-IV. Users will 
have the ability to display Journal entries for a certain category or between 
specific date ranges. 
 

When completing a Journal entry, the ESS enters a short description for 
each entry. The short description becomes the description hyperlink in the 
Journal List. The short description for Welfare-to-Work cases is to state, 
“WTW” followed by the customer’s name and any important key words 
and/or phrases about the subject matter of the Journal entry. 
 

The ESS must enter a long description for each Journal entry; the long 
description is where the ESS enters detailed information that justifies all 
case actions taken. 
 

Once a Journal entry has been saved in C-IV, the ESS cannot alter or 
remove it. The ability to suppress an entry (block it from view) is available to 
individuals with the appropriate security rights. An example of a Journal 
entry that might be suppressed is an entry containing details about a fraud 
investigation. 

 

Journal entry 
for in-person 
contact with 
customer 

The time a customer spends in the office during an appointment or any  
in-person interactions may be counted in the Work Participation Rate (WPR) 
calculation. 
 

In order for the time a customer spends in the office during an appointment to 
count towards WPR, the Journal entry must include the following: 
 

 Reason for the appointment, 
 Total time spent in the office, and 
 Actions taken during the appointment. 
 

Note: ESP Journal templates have been revised to include fields for this 
information. 

Continued on next page 
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Journal Entries, Continued 

 
Journal 
templates 

Journal templates have been developed to assist workers with completing 
Journal entries.  The use of Journal templates is not mandatory.  Journal 
templates can be found in the PDD Online Handbooks, under Online Tools, 
Journal Templates.  See ORHB, Chapter J for additional information.  

 
Special 
situation 
Journal 
entries 

Mental health, substance abuse and domestic abuse issues all present some 
challenges for the ESS when attempting to complete an accurate Journal 
entry and still maintain the utmost confidentiality for the customer.  Journal 
examples for each of these situations, as presented in the Domestic 
Abuse/Substance Abuse/Mental Health Services chapter of this Handbook, 
are duplicated below.  In addition, information is provided about disability-
related entries and Journal entries regarding translation and interpretation 
services. 

 
Note: Customers may self-disclose this information. 

   
Mental health 
Journal 
example 

Situation:  Susie in for cause determination appointment. She explained that 
she has not been job searching because her daughter has recently been in 
trouble and has been expelled from school (written verification is required). 
Susie said she feels as if she cannot leave her daughter alone during the 
day. She thinks her daughter is using drugs but she cannot talk to her. Susie 
asked if she could have a referral to counseling for herself and possibly for 
her daughter. 
 
Journal entry:  Susie came in today for 840 cause determination 
appointment. She asked for a referral to counseling services for herself and 
her daughter, who had recently been expelled from school (written 
verification received). Good cause found for not completing job search, 
noncompliance ended, and NA 840 A completed.   Susie already completed 
Assessment during Job Club, updated customer’s goals in C-IV, completed 
release of information form, Action Plan, and WTW 2 for counseling services. 
Referral and release faxed to DBH. Set return appointment to discuss referral 
results and determine if information originally entered on the WTW 2 is 
correct and if a concurrent activity is needed.  All required forms imaged. 

  
Substance 
abuse Journal 
example 

Situation:  Job Services facilitator feels that Robert is uninterested and 
inattentive during Job Club.  While counseling Robert, the ESS suspects that 
s/he smells alcohol and thinks Robert is intoxicated. ESS offers Robert a 
referral to substance abuse provider but Robert denies that he has a drinking 
problem and refuses to accept the referral. Robert stopped attending job 
services activity and non-compliance was initiated. 
 
Journal entry:  Robert failed to complete job services activity. ESS suspects 
barriers, but Robert said he has no problems and declined referral. Activity 
closed and non-compliance initiated. 

Continued on next page 
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Journal Entries, Continued 

 
Domestic 
Abuse 
Journal 
example 

Situation:  Kelley was 30 minutes late for the second day of Job Club and 
was counseled about her attendance. At that time the ESS noticed that she 
had several bruises on her arm. The following day when she arrived for Job 
Club, Kelley had a large burn on the side of her face. The ESS suspected 
that Kelley is a victim of Domestic Abuse and suggested a referral to a 
Domestic Abuse provider. Kelley claimed she was clumsy and caused the 
injuries herself. Kelley did not complete her activity and non-compliance was 
initiated. 
 
Journal entry:  Kelley was a no show for day 4 and 5 of Job Club. Non-
compliance initiated. ESS suspects Kelley has barriers at home that are 
preventing her from participating. Closed activity, updated status and mailed 
NA 840. 

 
Disability-
related 
Journal 
entries 

Journal entries are used to document information that a customer voluntarily 
discloses about his/her disability.  Journal entries must always be used to 
document the: 
 
 Request for a reasonable accommodation or modification 
 Provision or denial of an accommodation or modification 
 Justification for providing an accommodation or modification, and/or 

reasons for denying an accommodation or modification 
 Setting of the special needs accommodation flag 
 
See Operations and Reference Handbook (ORHB) Chapter C - Rights for 
additional information. 

 
Disability-
related 
Journal 
example 

The following example illustrates the correct way to document a customer’s 
disability and the provision of an accommodation: 
 
Heather attended her appointment today.  She disclosed that she is deaf and 
needs a sign language interpreter.  Arranged for ESS Smith, a County 
Certified American Sign Language Interpreter, to assist at today’s 
appointment as a reasonable accommodation for Heather.  Heather’s future 
appointments will be coordinated with ESS Smith’s schedule. 

 
 
 



"What's New""What's New"  
 
 
For your reference, you will find here a list of all 
published Handbook Letters and IIN's. 
 
The Handbook Letter Covers and IIN's are
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Handbook Cover Letters:
We are publishing Cover Letters that
accompany every HB Letter that has
become part of the handbook.
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 28, 2013 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0284 
 
CHAPTER 16 – Education and Training 
 
 

 
Purpose This Handbook Letter provides information to staff regarding a change to a 

block by adding a sentence to clarify Federal WPR for Vocational Education 
activities. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 7, 2013 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0282 
 
CHAPTER 8 – Supportive Services 
 
 

 
Purpose This Handbook Letter updates Employment Services Program Handbook 

(ESPHB) Chapter 8 – Supportive Services as follows: 

 Formatting revisions, 
 Information for Victor Valley Transit Authority, and 
 Updated examples of authorization levels needed for Imprest Cash 

advances. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

FEBRUARY 21, 2013 
 
EMPLOYMENT SERVICES PROGRAM HANDBOOK LETTER  #0280 
 
CHAPTER 9 – Job Readiness Activities 
 
 

 
Overview The Employment Services Program Handbook (ESPHB) Chapter 9 – Job 

Readiness Activities has been updated to add additional procedures for 
assigning individual job search to a customer pending the start of the Job 
Readiness activity. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 29, 2013 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0278 
 
CHAPTER 8 – Supportive Services 
 

 
Purpose This Handbook Letter updates Employment Services Policy Handbook 

(ESPHB) Chapter 8 – Supportive Services with the following information: 
 
 Mileage reimbursement rate has been changed to 38.1 cents per mile, 
 Revisions to least costly form of transportation,  
 An example of public transportation has been revised, and 
 Determining the least costly form of transportation. 

 
Effective date This Handbook Letter is effective 2/1/13. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 

 
JANUARY 22, 2013 

 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0279 
 
CHAPTER 15 - Employment 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of revised Income Reporting Threshold (IRT) amounts. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 17, 2013 
 
EMPLOYMENT SERVICES HANDBOOK LETTER  #0277 
 
CHAPTER 13 – Action Plan/Time Limits 
 

 
Overview Employment Services Program Handbook (ESPHB), Chapter 13 – Action 

Plan/Time Limits, has been updated to add generic Worker ID numbers for 
new districts.  

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 16, 2013 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0276 
 
CHAPTER 21 – ICT/IDT 
 
 

 
Purpose This Handbook Letter updates Employment Services Program Handbook 

(ESPHB) Chapter 21 – ICT/IDT as follows:  
 
 Updates zip codes assigned to districts, and 
 Adds district office numbers. 

 
Effective date This Handbook Letter is effective when received. 
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Pages 21-4 and 21-5 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 14, 2013 
 
EMPLOYMENT SERVICES HANDBOOK LETTER  #0275 
 
CHAPTER 8 – Supportive Services 
 
 

 
Overview The Employment Services Program Handbook (ESPHB) Chapter 8 – 

Supportive Services, has been updated to: 
 
 Revise authorization levels for supportive services, and 
 Provide clarification regarding authorization levels for ancillary requests 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 10, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0274 
 
CHAPTER 15 – Employment 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services staff 

of clarification regarding projecting employments. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 9, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0273 
 
CHAPTER 18 – Noncompliance 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff that the ESS will select only one appropriate reason to 
initiate the noncompliance process on the NA 840, using the first identified 
reason for the noncompliance. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 18, 2012 
 
EMPLOYMENT SERVICES PROGRAM HANDBOOK LETTER  #0271 
 
CHAPTER 18 – Noncompliance 
 
 

 
Purpose The purpose of this Handbook Letter is to align a section of the Employment 

Services Program Handbook (ESPHB) Noncompliance chapter with the 
Operations and Reference Handbook (ORHB) State Appeals process. 

 
Effective date This Handbook Letter is effective when received.  
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 19, 2012 
 
EMPLOYMENT SERVICES PROGRAM HANDBOOK LETTER  #0272 
 
CHAPTER 17 – Work Experience and Community Service Training 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services staff 

of a change to the online Privacy and Security Training name from “HIPAA – 
For your Eyes Only” to “HS Privacy and Security Training”.  

 
Effective date This Handbook Letter is effective when received.  
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 10, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0270 
 
CHAPTER 17 – Work Experience and Community Service Training 
 
 

 
Overview The Employment Services Policy Handbook (ESPHB) Chapter 17 – Work 

Experience and Community Service Training has been updated to show 
revised Length of Activity for subsidized WEX activity. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 

 
AUGUST 14, 2012 

 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0268 
 
CHAPTER 21 – ICT/IDT 
 

 
Purpose This Handbook Letter updates Employment Services Program  

Handbook (ESPHB) Chapter 21 – ICT/IDT as follows: 
 
 Updates zip codes assigned to districts, and  
 Adds district office numbers. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

AUGUST 9, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0267 
 
CHAPTER 6 – Domestic Abuse/Substance Abuse/Mental Health Services 

 
Overview The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff that Employment Services Manager (ESM) approval is not 
needed to extend a services only approved Domestic Abuse activity beyond 90 
days.  

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

AUGUST 20, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0265 
 
CHAPTER 7 – Self-Initiated Program (SIP) 
 
 

 
Purpose The purpose of the Handbook Letter is to inform Employment Services 

Program (ESP) staff that community colleges are revising titles of some of 
their degrees from Associate of Arts/Associate of Science (AA/AS) to 
Associate of Arts-Transfer/Associate of Science-Transfer (AA-T/AS-T). 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 18, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0266 
 
CHAPTER 4 – Orientation/Appraisal (O/A) and Reappraisal 
CHAPTER 8 – Supportive Services  
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff supportive service reimbursements and Cal-Learn 
bonuses will be issued on the customer’s Electronic Benefit Transfer (EBT) 
card if the Payee on the Payment Request is the same as the Payee on the 
active CalWORKs program. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 9, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0264 
 
CHAPTER 17 – Work Experience and Community Service Training 
 
 

 
Overview The Employment Services Policy Handbook (ESPHB) Chapter 17 – Work 

Experience and Community Service Training has been updated to include 
additional information on self-developed Community Service sites. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JUNE 21, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0262 
 
CHAPTER 8 – Supportive Services 
 

 
Overview The Employment Services Policy Handbook (ESPHB) Chapter 8 Supportive 

Services has been updated to include a limit on gas card advancements. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JUNE 18, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0263 
 
CHAPTER 2 – Welfare-to-Work Intake Process 
 

 
Overview The Employment Services Policy Handbook (ESPHB) Chapter 2 – Welfare -

to-Work Intake Process has been corrected to state the 48-month time limit 
on cash aid assistance. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MAY 23, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0261 
 
CHAPTER 4 – Orientation/Appraisal (O/A) and Reappraisal 
CHAPTER 18 – Noncompliance 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following updates: 

 Form TAD ESP 120 Job Readiness Activities has been added. 
 The Employment Services Specialist (ESS) will evaluate the customer for 

all Job Readiness activities when determining the most appropriate 
activity after Orientation/Appraisal. 

 A customer who has been sanctioned for more than 12 months can cure 
his/her sanction by attending Orientation/Appraisal and signing a WTW 
Activity Agreement (WTW 2) for the next appropriate activity regardless 
of the reason for the sanction. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 26, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0253 
 
CHAPTER – 17 – Work Experience and Community Service Training 
 

 
 Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the Interactive Process required for all customers 
referred to a County department for an unpaid Work Experience (WEX)/ 
Community Service training activity.  

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 26, 2012 
 
EMPLOYMENT SERVICES PROGRAM HANDBOOK LETTER  #0259 
 
CHAPTER 14 – Participation Requirements/Welfare-to-Work Activities 
 
 

 
Purpose This Handbook Letter adds information to the Employment Services Policy 

Handbook (ESPHB) – Chapter 14 to inform Employment Services Program 
(ESP) staff regarding customers making up participation time for holidays. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 27, 2012 
 
EMPLOYMENT SERVICES PROGRAM HANDBOOK LETTER  #0258 
 
CHAPTER 18 – Noncompliance 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following updates: 
 
 Staff must verify the sanction effective date on the NA 816 or NA 817 

matches the effective date on the original NA 840. 
 In a two-parent household where both parents refuse to participate or 

have stopped participating with the program at the same time without 
good cause, noncompliance will be initiated for both parents. 

 A Welfare-to-Work (WTW) sanction supersedes a third instance 
Intentional Program Violation (IPV) penalty. 

 
Effective date This Handbook Letter is effective when received.  

 
Filing 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 26, 2012 
 
EMPLOYMENT SERVICES PROGRAM HANDBOOK LETTER  #0259 
 
CHAPTER 14 – Participation Requirements/Welfare-to-Work Activities 
 
 

 
Purpose This Handbook Letter adds information to the Employment Services Policy 

Handbook (ESPHB) – Chapter 14 to inform Employment Services Program 
(ESP) staff regarding customers making up participation time for holidays. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
 
Page 14-30 
 
Add: 
 
Page 14-30.1 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 26, 2012 
 

EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0257 
 
CHAPTER 17 - Work Experience and Community Service Training 
CHAPTER 25 - Case Management 

 

Purpose The purpose of this Handbook Letter is to inform Employment Services 
Program (ESP) staff of the following revisions: 
 
 Added additional resource information: Welfare-to-Work (WTW) At a 

Glance Job Aid, and Work Experience (WEX)/Community Service 
PowerPoint. 

 Added the word “unpaid” to the unpaid WEX sections. 
 Updated the County departments – revising Memorandum of 

Understanding (MOU) block. 
 Added the form number – WTW 15 for the WEX/Community Service 

Hours Calculation form. 
 Moved subsidized WEX information from the unpaid WEX section to the 

subsidized (paid) WEX section. 
 Added a note to the “Customer develops own site” block. 
 Added a “Verifying a community service site is a non-profit organization” 

block. 
 Updated the “Attendance/progress” block. 
 Add an “Initial contact with community service site supervisor” block. 
 Added a “Quarterly contact for any community service site supervisors” 

block. 
 Added a note stating the CalFresh and CalWORKs benefits on line 5 of 

the WTW 15 will include: Maximum Family Grant (MFG) children, 
penalized, safety net, drug/fleeing felon, and sanctioned customers. 

 

Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 21, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0255 
 
CHAPTER 15 - Employment 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following revisions. 
 
 Updated the block titled “Employment information entered into C-IV” and 

incorporated C-IV User Guide information. 
 Incorporated C-IV User Guide information into the block titled, “Entering 

Verified Hours of Employment”. 
 Incorporated C-IV User Guide information into the block titled, “Closing 

an Employment”. 

 
Obsolete C-IV 
User Guides 

C-IV User Guides on Employments – Adding, Entering Hours of 
Employment, and Closing are obsolete and will be removed from the C-IV 
User Guides under Employment Services since all the information is now 
contained in the Employment Services Policy Handbook (ESPHB). 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 8, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0256 
 
CHAPTER – 14 – Participation Requirements, Welfare-to-Work Activities 
 
 

 
Purpose The purpose of the Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following revisions: 
 
 Added monthly hours throughout the chapter. 
 Took out reference to Pay for Performance. 
 Took out reference to the MAD 4 coupon. 
 Added acronyms as needed throughout the chapter. 
 Added additional information to the exempt volunteer block. 
 Added references to other chapters where needed. 
 Added WTW 15 reference to all references of the Work Experience 

(WEX)/ Community Service Calculation. 
 Changed the reference to 6 week time limit for Job Readiness to 12 week 

limit. 
 Changed the Work Participation Rate (WPR) Verifications folder to the 

correct server number – \\hssserver235. 
 Added information to include that C-IV tracks holiday and excused 

absence hours on the Excused Absence List page. 
 Revised the Educational Service Providers and TAD/ESP Point of 

Contact block. 
 Revised the WPR Verification folder access block to update staff 

authorized to have read/write access. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

FEBRUARY 23, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0254 
 
CHAPTER 7 – Self-Initiated Education and Training Programs (SIP) 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following changes: 
 
 Activities linked to a Self-Initiated Education and Training Program (SIP) 

will be added through the SIP Detail page in the C-IV system. 
 A learning disability screening and/or evaluation must be offered to an 

Inter-County Transfer (ICT) customer when s/he did not make 
satisfactory progress in her/his previous county of residence. 

 The School Status History section of the SIP Detail page must be 
updated when a SIP is approved, closed, completed or denied. 

 
Effective date This Handbook Letter is effective upon receipt.  
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

FEBRUARY 16, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0252 
 
CHAPTER 6 – Domestic Abuse/Substance Abuse/Mental Health Services 

 
Overview The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following revisions: 
 

 Added appropriate acronyms throughout the chapter. 
 Added monthly participation requirements where appropriate. 
 Incorporated Knowledge Database (KD) questions to clarify policy. 
 Updated phone numbers throughout the handbook. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 25, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0250 
 
CHAPTER 3 – Exemptions 
 

 
Purpose The purpose of the Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following revisions: 
 
 Instruction on how to add a Volunteer Status to the Welfare-to-Work 

(WTW) Status List page. 
 New Volunteer Participation Exemption Ends block. 
 Care of First Child – Full Exemption (FE) information changed to the 

Employment Services Specialist (ESS) determines the FE instead of the 
Eligibility Worker (EW). 

 Researching FE information. 
 The Plan 112 is required in addition to the CW 61 for Care of Household 

Member verification. 
 Updated acronym information. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 11, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0251 
 
CHAPTER 15 - Employment 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of revised Income Reporting Threshold (IRT) amounts. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 4, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0249 
 
CHAPTER 14 – Participation Requirements, Welfare-to-Work Activities 
CHAPTER 15 – Employment 
 

 
Purpose The purpose of the Handbook Letter is to inform Employment Services 

Program (ESP) staff that the rounding principle is to round to the nearest 
whole number. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 4, 2012 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0248 
 
CHAPTER 17 – Work Experience and Community Service Training 

 
Overview The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following revisions: 
 

 Added acronyms throughout the chapter. 
 Added the Work Experience (WEX) Referral Checklist (WTW 4) to the 

Forms summary page. 
 Added the Unpaid WEX/Community Service Hours Worksheet (WTW 15) 

to the Forms summary page. 
 Added website information for the eSCIF 3301 – Employee’s Claim for 

Workers’ Compensation Benefits form on the Forms summary page. 
 Training Site Request (TSR) information was updated. 
 No-show on start date block information was updated. 
 Progress and Attendance is due by the fifth (5th) of the month. 
 C-IV entries block updated. 
 Notify Child Care Eligibility Worker (EW) when terminating a WEX 

activity, if appropriate. 
 Subsidized WEX injuries follow current county department policy. 
 Added a link to Community Service sites who accept volunteers. 
 Added information regarding the new Unpaid WEX/Community Service 

Hours Worksheet (WTW 15) available on the TAD forms website 
throughout the chapter. 

 Added information regarding the new Form and Procedures (F&P) for the 
WTW 15. 

 Added new deeming hours of participation block. 
 PLAN 111 information was updated. 
 Added principle for rounding, round to the nearest whole number. 
 If a customer does not meet deeming requirements, the ESS will enter 

actual hours of attendance in C-IV. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 23, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0246 
 
CHAPTER 7 – Self-Initiated Programs (SIPs) 
CHAPTER 9 – Job Readiness Activities 
CHAPTER 16 – Education and Training 
 

 
Purpose The purpose of the Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following revisions: 
 
 Customers are allowed to volunteer to participate in activities established 

in his/her personalized WTW plan. 
 All references to volunteers meeting a certain number of hours per 

week/month have been removed. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 22, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0245 
 
CHAPTER 3 - Exemptions 
 

 
Purpose The purpose of the Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following revisions: 
 
 Exempt customers are allowed to volunteer to participate in whatever 

activities are established in their personalized WTW plan, which must 
include identification of necessary supportive services. 

 Pages have been reformatted and renumbered. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 8, 2011 
 

EMPLOYMENT SERVICES HANDBOOK LETTER  #0244 
 
CHAPTER 18 – Noncompliance 
 

 
Overview The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff a note in the noncompliance section of the handbook 
has been removed. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 19, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0243 
 
CHAPTER 21 – ICT/IDT 
 
 

 
Overview The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of zip code changes. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 12, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0242 
 
CHAPTER 16 – Education and Training 
 

 
Overview The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the addition of a new location for the Life 
Management Skills (LMS) training classes offered through the Department of 
Behavior Health (DBH). 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 6, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0241 
 
CHAPTER 21 – ICT/IDT 
 

 
Overview The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of zip code changes. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 5, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0240 
 
CHAPTER 6 – Domestic Abuse, Substance Abuse, Mental Health Services 
CHAPTER 7 – Self-Initiated Programs (SIPs) 
CHAPTER 8 – Supportive Services 
CHAPTER 13 – Action Plan/Time Limits 
CHAPTER 14 – Participation Requirements/Welfare-to-Work Activities 
CHAPTER 16 – Education and Training 
CHAPTER 17 – Work Experience and Community Service Training 
CHAPTER 23 – Teen Participation Requirements 
CHAPTER 25 – Case Management 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following changes: 
 
 Attendance verification and travel claims are due between the first (1st) 

and fifth (5th) calendar day of each month. 
 When approving ancillary services for Victor Valley College, the 

Employment Services Specialist (ESS) must use a specific Resource 
Databank (RDB) Provider Identification Number. 

 The ABCDM 228 – Applicant’s Authorization for Release of Information 
form is used when approving non-contracted Domestic Abuse, 
Substance Abuse or Mental Health service activities. 

 Added information regarding customers picking up negotiables. 
 Food Worker certification card information has been updated. 

 
Effective date This Handbook Letter is effective when received.  
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8-33, 8-35, 13-4, 14-25, 16-8, 16-18, 16-20, 16-21, 16-25, 16-31, 16-34,  
16-35,16-49, 17-17, 17-23, 17-49, 17-52, 17-53, 17-61, 23-7, 23-15, 25-4, 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 5, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0240 
 
CHAPTER 6 – Domestic Abuse, Substance Abuse, Mental Health Services 
CHAPTER 7 – Self-Initiated Programs (SIPs) 
CHAPTER 8 – Supportive Services 
CHAPTER 13 – Action Plan/Time Limits 
CHAPTER 14 – Participation Requirements/Welfare-to-Work Activities 
CHAPTER 16 – Education and Training 
CHAPTER 17 – Work Experience and Community Service Training 
CHAPTER 23 – Teen Participation Requirements 
CHAPTER 25 – Case Management 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following changes: 
 
 Attendance verification and travel claims are due between the first (1st) 

and fifth (5th) calendar day of each month. 
 When approving ancillary services for Victor Valley College, the 

Employment Services Specialist (ESS) must use a specific Resource 
Databank (RDB) Provider Identification Number. 

 The ABCDM 228 – Applicant’s Authorization for Release of Information 
form is used when approving non-contracted Domestic Abuse, 
Substance Abuse or Mental Health service activities. 

 Added information regarding customers picking up negotiables. 
 Food Worker certification card information has been updated. 

 
Effective date This Handbook Letter is effective when received.  

 
Filing 
instructions 

Remove and Replace: 
 
Pages: 6-22, 6-30, 6-42, 6-47, 6-61, 6-67, 7-11, 7-15, 7-39, 8-5, 8-27, 8-29, 
8-33, 8-35, 13-4, 14-25, 16-8, 16-18, 16-20, 16-21, 16-25, 16-31, 16-34,  
16-35,16-49, 17-17, 17-23, 17-49, 17-52, 17-53, 17-61, 23-7, 23-15, 25-4, 
and 25-6  
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 12, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0239 
 
CHAPTER 8 – Supportive Services 
 
 

 
Purpose The purpose of the Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following changes: 
 
• Payment for transportation is allowed to and from the actual location 

where the customer is attending an approved activity. 
• Authorization for issuances from Supervising Employment Services 

Specialist I (SESS I), Employment Services Manager (ESM) and/or 
Deputy Director (DD) will be requested via email. 

• Approval emails will be imaged into the case via ImageNow virtual printer 
and indexed under indicated category.  

• Employment Service Specialists (ESSs) will notify designated Office 
Assistant (OA) and cc Supervising Office Assistant (SOA), via email that 
a customer is in the lobby waiting for issuance.   

• OAs will verify the approval email is imaged in the case prior to 
processing an issuance requiring management approval. 

• Travel claims are due from customers between the first and fifth day of 
each month.  

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 6, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0238 
 
CHAPTER 3 – Exemptions 
 

 
Purpose The purpose of the Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following changes in policy: 
 
• The Care of First Child exemption has a 12 month lifetime limit which can 

be used for more than one child under the age of 12 months. 
• Instructions on how to apply partial months of Care of First Child 

exemption to subsequent children have been added. 
• Instructions on how to research Care of First Child exemption months 

have been updated.  

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

AUGUST 26, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0237 
 
CHAPTER – All Chapters 
 
 

 
Purpose The purpose of the Handbook Letter is to replace Food Stamps (FS) with 

CalFresh (CF) in all chapters in the Employment Services Policy Handbook 
(ESPHB). 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 

AUGUST 5, 2011 

EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0235 

CHAPTER 7 – Self-initiated Education and Training Programs (SIP) 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff that the list of approved education/training programs has 
been updated for the 2011-2012 school year.  

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

AUGUST 3, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0231 
 
CHAPTER 16 – Education and Training 
 

 
Overview The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB updates: 
 
• Added Vocational Training definition 
• Added Study/Homework time information 
• Added Holidays and Excused Absences 
• Updated GED testing sites information 
• Defined satisfactory progress 

 
Effective date This handbook letter is effective when received. 
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Entire chapter 

 
Distribution TAD ESP 

 
 
MC:MG:pcl 
 



 

ESPHB #0224  (07/11)  CVR LTR PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 25, 2011 
  
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0224 
 
CHAPTER 3 – Exemptions 
CHAPTER 8 – Supportive Services 
CHAPTER 13 – Action Plan/Time Limits 
CHAPTER 18 – Noncompliance 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following changes: 
 
• Designated Office Assistants (OAs) will complete reassignment of 

Welfare-to-Work (WTW) programs to a generic, sanction or exemption 
identification (ID) number, as prescribed by the Employment Services 
Specialist (ESS) on the TAD 19 REAC. 

• Supervising Office Assistants (SOAs) Resource Databank (RDB) 
Maintainers will enter all WTW provider information into the Resource 
Databank (RDB) per the TAD RDB 102. 

 
Effective date This Handbook Letter is effective immediately. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 25, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0236 
 
CHAPTER 8 – Supportive Services 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of a change to travel claim processing timeframes.  
Travel claims must be processed: 
 
• Within ten (10) calendar days of receipt, or 
• By the end of the month for claims received with less than ten (10) 

calendar days before the end of the month. 

 
Effective date This Handbook Letter is effective immediately. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 25, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0234 
 
CHAPTER 25 – Case Management 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of required information for Journal entries for any 
in-person interactions with customers. 

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 11, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0233 
 
CHAPTER 9 – Job Readiness Activities 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff that individual Job Search may be used as a stand 
alone or concurrent activity. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
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9-10 
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SAN BERNARDINO COUNTY HUMAN SERVICES 

JULY 20, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0230 
 
CHAPTER 17 – Work Experience and Community Service Training 
CHAPTER 25 – Case Management 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff that references to Chapter 19 Appeals/Discrimination/ 
Special Services/Confidentiality have been replaced with Operations and 
Reference Handbook (ORHB) Chapter C – Rights. 

 
Effective date This Handbook Letter is effective immediately. 
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Pages:  17-8, 17-47, and 25-17 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 21, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0229 
 
CHAPTER 19 – Appeals, Discrimination, Special Services, and Confidentiality 
 
 

 
Purpose The purpose of this handbook letter is to inform staff this chapter is obsolete. 

Information contained in this chapter is available in the Operations and 
Reference Handbook (ORHB). 
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Entire chapter and Reserve For Future Use 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 15, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0232 
 
CHAPTER 17 – Work Experience and Community Service Training 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following changes: 
 
• Deleted reference to attaching a voided check to the Direct Deposit form. 
• Added a link to County Work Experience (WEX) departments with current 

Memorandum of Understandings (MOUs) that allow subsidized WEX to 
operate county owned vehicles. 

• Added Public Works to this list. 

 
Effective date This Handbook Letter is effective immediately. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 23, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0214 
 
CHAPTER 8 – Supportive Services 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB change: 
 
Authorization levels for Transportation and Ancillary have been revised. 

 
Effective date This handbook letter is effective April 1, 2011. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 

JUNE 23, 2011 

EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0228 

 
CHAPTER 3 – Exemptions 
CHAPTER 6 – Domestic Abuse, Substance Abuse, Mental Health Services 
CHAPTER 7 – Self-Initiated Education and Training Programs (SIP) 
CHAPTER 13 – Action Plan/Participation Hours 
CHAPTER 17 – Work Experience and Community Service Training 
CHAPTER 18 – Noncompliance 
CHAPTER 24 – Cal-Learn Teen Parents 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the CalWORKs time limit clock change from 60 to 48 
months.  

 
Effective date This Handbook Letter is effective July 1, 2011.  
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JUNE 7, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0227 
 
CHAPTER 17 – Work Experience and Community Service Training 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following changes: 
 
• Customers will be assigned to Work Experience (WEX) training for six (6) 

months. 
• Extensions in three (3) month increments may be granted with 

Employment Services Manager (ESM) approval. 
• Removed the option of extending WEX beyond the 12-month limit. 
• Removed block for auto task. C-IV is generating the task for Eligibility 

and not for ESP staff; SCR has been submitted.  

 
Effective date This Handbook Letter is effective when received. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 

JUNE 16, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0226 

CHAPTER 18 – Noncompliance 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following change: 
 
• Adding the customer’s appointment date from the NA 840 on the 

Customer Schedule in C-IV so the Interactive Voice Response (IVR) 
system will call the customer to remind him/her of the appointment. 

• Checking the “Outbound IVR Call” box only; if the “Print Appointment 
Letter” box is checked it will overwrite the NA 840. 

 
Effective date This Handbook Letter is effective immediately. 
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Pages:  18-2 and 18-22.1 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MAY 23, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0221 
 
CHAPTER 8 – Supportive Services 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following update: 
 
• When a customer uses carpool/vanpool services as her/his means of 

transportation, s/he will be reimbursed at the carpool/vanpool rates paid 
for the month. 

 
Effective date This Handbook Letter is effective when received. 
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ESPHB #0221 (05/11) SUPPORTIVE SERVICES 8-23 

Transportation Reimbursement, Continued 

 
Verification of 
parking 

The ESS verifies the expense of a parking meter or a lost parking lot receipt 
by use of a written declaration from the customer indicating the amount paid.  
The customer must verify the parking expense before being reimbursed. The 
chart below lists the expense and verification required. 

 
Item Verification 

Parking Lot Receipt 
Parking Meter 
Lost Receipt 

Customer’s sworn statement, HSS 48 (E/S) 

 
Examples The following are examples of reimbursing the customer. 
 

If the customer… And… Then the customer is 
reimbursed… 

Uses his/her vehicle to 
travel to work, but 
public transportation is 
available and would not 
take more than two 
hours round trip,  

Is unable to come into 
the office because of 
her work schedule, 

At either the daily 
public transportation 
rate or the public 
monthly transportation 
rate, whichever is less. 

Takes public 
transportation to work, 

Is unable to come into 
the office because of 
his work schedule, 

At either the daily 
public transportation 
rate or the public 
monthly transportation 
rate, whichever is less. 

Uses his/her vehicle to 
travel to work, 

Reimbursement has 
been determined at the 
mileage rate of 37.4 
cents per mile, and 
customer has been 
advanced $90.00 in 
gas cards, 

The difference between 
the amount given in 
gas cards and the total 
amount listed on the 
ESP 753A. 

Lives in Yucca Valley, Uses his/her vehicle to 
attend training in Palm 
Springs, 

At the mileage rate of 
37.4 cents per mile, ten 
working days after s/he 
completes and turns in 
the ESP 753A. 

Lives in Victorville and 
carpools to San 
Bernardino to work,   

Pays a set bi-weekly 
amount of $45 for 
carpool fees, 

At the set carpool fees 
when s/he completes 
and submits the ESP 
735A. 

 
Note:  The customer is reimbursed at either the mileage reimbursement rate 
of 37.4 cents per mile, if public transportation is not available or would take 
the customer more than two hours round trip, including the time it takes the 
customer to walk to the bus stop, or the public transportation rate (either 
monthly or daily rate), whichever is less. 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MAY 23, 2011 
 

EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0220 
 
CHAPTER 12 – Assessment and Learning Disabilities 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following update: 
 
• There will be four (4) hours allotted to Assessment in the Customer 

Activity Detail page and Activity Agreement (WTW 2). 

 
Effective date This Handbook Letter is effective when received.  
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MAY 18, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0219 
 
CHAPTER 9 – Job Readiness Activities 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following update: 
 
• The Employer Contact Verification (Plan 108 CIV) is imaged in C-IV. 

 
Effective date This Handbook Letter is effective when received.  
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ESPHB #0223  (05/11)  CVR LTR PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MAY 23, 2011 
  
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0223 
 
CHAPTER 14 – Participation Requirements/Welfare-to-Work Activities 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following update: 
 
The Employment Services Specialist (ESS) can click on the arrow adjacent 
to the customer name hyperlink located in the CalWORKs (CW) section of 
the Case Summary page in C-IV to verify the customer’s Work Eligible 
Individual (WEI) status. 

 
Effective date This Handbook Letter is effective immediately. 

   
Filing 
instructions 

Remove and Replace: 
 
14-5 and 14-5.1 

 
Distribution TAD ESP 
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ESPHB #0217  (04/11)  CVR LTR  PAGE 1 OF 1  

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 12, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0217 
 
CHAPTER 4 – Orientation/Appraisal/Reappraisal 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following update: 
 
• Templates with the script for the Appointment Letter (ADM 102 CIV) to 

schedule the Orientation/Appraisal (O/A) appointment in English and 
Spanish are available online on the Journal Templates page under WTW 
Templates. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
 
4-4.1 

 
Distribution TAD ESP 

 
 
 

 
MC:MG:sg 

 



ESPHB #0216  (03/11)  CVR LTR PAGE 1 OF 1 
 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 24, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0216 
 
CHAPTER 8 – Supportive Services 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB change: 
 
• Elimination of standardized pick-up times for supportive service 

issuances. 

 
Effective date This Handbook Letter is effective April 18, 2011. 

  
Posting ESPHB Letter #0216 will be posted on the Human Services website. 

  
Filing 
instructions 

Remove and Replace: 
 
8-2 

 
Distribution ESPHB 

 



ESPHB #0218  (04/11)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 5, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0218 
 
CHAPTER 9 – Job Readiness Activities 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB changes: 
 
• Information on when the Employer Contact Verification Sample (PLAN 

108 CIV SAMPLE) should be given to customers has been added. 
• Forms and Procedures (F&P) for the PLAN 108 CIV is available on-line 

under TAD ESP Forms.  
• Information for required documentation for Job Search related activities 

has been updated. 
• Preparing customers for Job Search information has been added. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
 
9-1, 9-7, 9-10 and 9-12 

 
Distribution TAD ESP 
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ESPHB #0211  (03/11)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 11, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0211 
 
CHAPTER 15- Employment Activities 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB changes: 
 
• When the actual number of hours worked by a customer is not included 

on the paystubs submitted with the QR 7, the Employment Services 
Specialist (ESS) will obtain information from the employer or instruct the 
customer to have his/her employer complete an Employment & Income 
Verification (TAD 104) to verify the number of hours worked during the 
reporting month.  

• The Income Reporting Threshold chart has been updated. 
• Information on what to enter on the Employment Detail page has been 

revised. 
• The rounding principle definition has been added. 
• The ESS will enter all employments and hours worked into C-IV 

regardless of the amount the customer is compensated. 
• Reference to obsolete form ESP 737 has been removed. 

 
Effective date This Handbook Letter is effective when received.  

 
Filing 
instructions 

Remove and Replace: 
 
15-3 through 15-6, 15-13,15-15, 15-16, and 15-18 

 
Distribution TAD ESP 
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ESPHB #0215  (03/11)  CVR LTR PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 10, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0215 
 
CHAPTER 25 – Case Management 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB change: 
 
Employment Services Specialists (ESS) will update the Skills List page in  
C-IV: 
 
• At Appraisal, 
• At the time the Action Plan is developed, 
• After a customer completes a training/education or a Work Experience, 

(WEX)/Community Service (CS) activity, and 
• When a customer reports a new job with new and/or different duties. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
 
25-7 

 
Distribution TAD ESP 
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ESPHB #0214  (03/11)  CVR LTR PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 23, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0214 
 
CHAPTER 8 – Supportive Services 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB change: 
 
Authorization levels for Transportation and Ancillary have been revised. 

 
Effective date This handbook letter is effective April 1, 2011. 

 
Filing 
instructions 

Remove and Replace: 
 
8-9, 8-17, 8-20, 8-30, 8-33 and 8-36 

 
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 25, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0213 
 
CHAPTER 17 – Work Experience (WEX)/Community Service 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB changes: 
 
• The San Bernardino County Regional Parks department has a revised 

Subsidized/Unsubsidized Memorandum of Understanding (MOU); this 
MOU permits subsidized WEX to operate a county owned vehicle. 

• Change in rounding principle. 
• New phone number for State Compensation Insurance Fund (SCIF). 
• Revised SCIF 3301 form to e3301. 
• Added link to e3301 form. 

 
Effective date This Handbook Letter is effective April 4, 2011. 

  
Posting ESPHB Letter #0213 will be posted on the HS Website. 

  
Filing 
instructions 

File in Chapter 17 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
17-4, 17-28, 17-56, 17-60, 17-61, 17-63, 17-64, 17-70 and 17-71 

 
Distribution ESPHB 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 11, 2011 
  
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0212 
 
CHAPTER 14 – Participation Requirements/Welfare-to-Work Activities 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB changes: 
 
• Added rounding principle to this chapter, anything .5 and above would 

round to the next whole number. 
• Added monthly hour requirements. 
• Deleted a sentence referencing the applicable federal or state minimum 

wage for unsubsidized employment. 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0212 will be posted on the HS Website. 

  
Filing 
instructions 

Remove and Replace: 
 
14-6, 14-9 and 14-16 

 
Distribution TAD ESP 
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ESPHB #0210  (03/11)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 1, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0210 
 
CHAPTER 8 – Supportive Services 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change: 
 
Clarified information regarding Travel Claims over 60 days. 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0210 will be posted on the HS Website. 

 
Filing 
instructions 

Remove and Replace: 
 
Pages:  8-5, 8-20 and 8-27 

 
Distribution TAD ESP 

 
 
 
 
MC:BB:sg 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

FEBRUARY 14, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0209 
 
CHAPTER 17 – Work Experience (WEX)/Community Service 
 
 

 
Overview The purpose of this handbook letter is to inform Employment Services staff of 

the following changes: 
 
• The San Bernardino County Airports Department has a 

Subsidized/Unsubsidized Memorandum of Understanding (MOU); this 
MOU permits subsidized WEX to operate a county owned vehicle. 

• The WEX 6 is imaged into C-IV every two weeks and indexed under 
WEX/CS forms. 

 
Filing 
instructions 

File in Chapter 17 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Pages:  17-4, 17-28, 17-38 and 17-39 

 
Effective date This Handbook Letter is effective February 22, 2011. 

 
Posting ESPHB Letter #0209 is posted on the HS Website. 

 
Distribution ESP 
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ESPHB #0208 (02/11)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

FEBRUARY 11, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0208 
 
CHAPTER 4 – Orientation/Appraisal/Reappraisal 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB change: 
 
• The script on the Appointment Letter (ADM 102 CIV) to schedule 

Orientation/Appraisal (O/A) has been updated. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
 
4-4 
 
Add: 
 
4-4.1 

 
Distribution TAD ESP 

 
 



ESPHB #0207  (01)11  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 27, 2011 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0207 
 
CHAPTER 9 – Job Readiness Activities 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB change: 
 
• Verification for time spent online in the district office participating in Job 

Search related activities not captured on the Plan 108 CIV, will be 
documented on the Attendance Tracking (TAD ESP 819) form and 
imaged in each case by the Employment Services Specialist. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
9-1 and 9-7 

 
Distribution TAD ESP 
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ESPHB #0206  (12/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 15, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0206 
 
CHAPTER 17 – Work Experience and Community Service Training 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes: 

• Unpaid/unsubsidized WEX customers are not authorized to operate 
county owned vehicles. 

• The Training Site Request (TSR) spreadsheet is now listed by the WEX 
provider name. 

• Subsidized WEX may drive county vehicles if this provision is included in 
the site’s Memorandum of Understanding (MOU). 

• Subsidized WEX customers may operate motorized vehicles or other 
equipment necessary to perform assigned job duties at the discretion of 
the subsidized site.   

• Incorporated IIIN #10-019 adding Privacy and Security training 
information. 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0206 will be posted on the HS Website. 

 
Filing 
instructions 

File in Chapter 17 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
Table of Contents, Page 2 of 2 
Pages: 17-1, 17-4, 17-5, 17-7, 17-28 
 
Add: 
Pages: 17-74, 17-75, 17-76 
 
Obsolete: 
IIN 10-019 

 
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 29, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0203 
 
CHAPTER 9 – Job Readiness Activities 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB updates: 
 
• Adding information for 12 weeks of Job Search allowed during the 

preceding 12-month period. 
• Adding information on the four consecutive weeks of Job Search limit. 
• Incorporating IIN #09-073. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
 
Pages 9-3, 9-5, 9-6, 9-8 
 
Obsolete: 
IIN #09-073 

 
Distribution TAD ESP 
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ESPHB #0204 (11/10)  CVR LTR PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 22, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0204 
 
CHAPTER 25 – Case Management 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following update: 
 
• Employment Services Specialists will review the Business Intelligence 

(OBIEE) Workload Analysis page on a daily basis. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

File in Chapter 25 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
25-5 

 
Distribution TAD ESP 
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ESPHB #0205  (11/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER  24, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0205 
 
CHAPTER 15 – Employment 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change: 
 
Adding information regarding the Partnership for Employment and Economic 
Reinvestment (PEER) program. 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0205 will be posted on the HS Website. 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Table of Contents 
 
Add: 
 
15-32 through 15-36 

 
Distribution TAD ESP 
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ESPHB #0202  (09/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 30, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0202 
 
CHAPTER 23 – Teen Participation Requirements 
 
 

 
Overview The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following updates regarding completing a Plan 
107 CIV for: 
 
• Teen customers 
• Teen parents 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

File in Chapter 23 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Pages:  23-6 and 23-14 

 
Distribution TAD ESP 
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ESPHB #0200 (09/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 23, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0200 
 
CHAPTER 13 – Action Plan/Time Limits 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB updates: 
 
• CalWORKs Stage One Child Care Request Form and Payment Rules 

(CCP 7) is not required if there is a pending/active Child Care case. 
• Included monthly hours in required participation hours. 
• Included Exclusion from Assessment. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
 
13-1 
13-3 through 13-4 
13-6 through 13-13 
13-17 

 
Distribution TAD ESP 
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ESPHB #0199 (09/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 21, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0199 
 
CHAPTER 12 – Assessment and Learning Disabilities 
 
 

 
Overview The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB update: 
 
• The Employment Services Specialist (ESS) and Supervising Employment 

Services Specialist I (SESS I) will sign the Plan 109 CIV prior to faxing it 
to the LDE provider. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
 
12-18 

 
Distribution TAD ESP 
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ESPHB #0198  (09/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 8, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0198 
 
CHAPTER 8 – Supportive Services 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB updates: 
 
• Reimbursing Victor Valley customers at the County Adult bus pass rate. 
• Authorizing gas card issuances up to the maximum monthly 

reimbursement amount. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
 
8-15, 8-18, 8-21 and 8-26 

 
Distribution TAD ESP 
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ESPHB #0197  (09/10)  CVR LTR  PAGE 1 OF 1  

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 8, 2010 
 
EMPLOYMENT SERVICES HANDBOOK LETTER  #0197 
 
CHAPTER 21 – Inter-County Transfer (ICT) / Inter-District Transfer (IDT) 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following changes: 
 
• Updating the list of Zip codes and telephone contact information for TAD 

ESP offices.  
• Adding San Bernardino TAD 02 office to the list of TAD ESP offices. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
21-4 and 21-5 

 
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

AUGUST 18, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0195 
 
CHAPTER 18 – Noncompliance 
 
 

 
Overview The purpose of this handbook letter is to inform Employment Services staff of 

the following additions to the handbook: 
 
• The CCP 7 is a required form to be completed if there is no 

active/pending Child Care (CC) case.   
• The EW will review the NA 840 to ensure all budget information is 

correct. 

 
Filing 
instructions 

File in Chapter 18 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Pages:  18-5 and 18-14 

 
Effective date This Handbook Letter is effective September 7, 2010. 

 
Posting ESPHB Letter #0195 is posted on the HS Website. 

 
Distribution ESP 
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ESPHB #0196 (08/10)  CVR LTR  PAGE 1 OF 1  

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

AUGUST 19, 2010 
 
EMPLOYMENT SERVICES HANDBOOK LETTER  #0196 
 
CHAPTER 4 – Orientation/Appraisal (O/A) and Reappraisal 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB updates: 
 
• ESP staff conducting the Orientation presentation must allocate time for a 

Child Care (CC) Eligibility Worker (EW) to make a presentation for Stage 
One CC program. 

• Imaging original documents at the Appraisal appointment. 
• Updated the C-IV page names. 
• Clarified the time frame for starting the noncompliance process for 

customers who have missed their appointment for O/A and have not 
rescheduled O/A. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
Pages: 4-7 through 4-9 

 
Distribution TAD ESP 
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ESPHB #0194  (08/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

AUGUST 6, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0194 
 
CHAPTER 3 – Exemptions 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change: 
 
• Added a volunteer example for a two-parent household. 

 
Filing 
instructions 

File in Chapter 3 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
3-4 
 
Add: 
3-4.1 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0194 will be posted on the HS Website. 

 
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

AUGUST 3, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0193 
 
CHAPTER 17 – Work Experience (WEX) and Community Service Training 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change: 
 
• Added information regarding required forms to be displayed when I-9s 

(Employment Eligibility Verification) are reviewed or completed. 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0193 will be posted on the HS Website. 

  
Filing 
instructions 

File in Chapter 17 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
17-25 
17-31 

 
Distribution TAD ESP 
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ESPHB 0191 (07/10)  CVR LTR PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 15, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0191 
 
CHAPTER 15 – Employment 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change: 
 
• Self-employment clarification 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
15-10 
 
Add: 
 
15-10.1 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0191 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 

 
JULY 15, 2010 

 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0192 
 
CHAPTER 17 – Work Experience (WEX) Community Service 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes: 
 
• A WEX extension beyond the 12-month limit requires Employment 

Services Manager (ESM) approval 
• Subsidized WEX can work more than eight hours a day without being 

paid overtime 
• Automated Task for WEX/Community Service 

 
Filing 
instructions 

File in Chapter 17 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
17-5 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0192 will be posted on the HS Website. 

  
Distribution TAD ESP 
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ESPHB #0190 (7/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 1, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0190 
 
CHAPTER 25 –Case Management 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following changes: 
 
• Closing automated Tasks. 
• Starting non-compliance process for no-show appointments. 
• Scheduling same day Child Care appointment when needed for customer 

to start an activity. 
• Scheduling appointments for Active cases with no activity. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
25-5 
25-7 
25-9 
25-12 
25-13 

 
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 1, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0190 
 
CHAPTER 25 –Case Management 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following changes: 
 
• Closing automated Tasks. 
• Starting non-compliance process for no-show appointments. 
• Scheduling same day Child Care appointment when needed for customer 

to start an activity. 
• Scheduling appointments for Active cases with no activity. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
25-5 
25-7 
25-9 
25-12 
25-13 

 
Distribution TAD ESP 
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ESPHB #0189  (07/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 2, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0189 
 
CHAPTER 18 – Non Compliance 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following changes: 
 
• Selecting Task options from the Task Types drop down. 
• Updating Welfare-to-Work (WTW) status on sanction effective date. 
• Signing an Activity Agreement WTW 2 when a case is pending in 

Appeals process. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
18-14 
18-17 
18-22 
18-27 
18-38 

 
Distribution TAD ESP 
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ESPHB #0188  CVR LTR PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 1, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0188 
 
CHAPTER 4 – Orientation, Appraisal, and Reappraisal 
 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following changes: 
 
• Selecting options from the Task Type drop down. 
• Informing customers of Child Care (CC) services during Orientation and 

Appraisal (O/A). 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
 
4-5  

 
Distribution TAD ESP 
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 SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JUNE 10, 2010 
 
EMPLOYMENT SERVICES HANDBOOK LETTER  #0187 
 
CHAPTER 8 – Supportive Services 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB changes: 
 
• Avoiding duplication of supportive services. 
• Approving transportation services for restored CalWORKs cases. 
• Issuing monthly bus passes for customers requesting public 

transportation advances. 
• Authorizing additional gas cards to meet a customer’s needs to 

successfully participate in his/her activity for the month. 
• Expanding the list of allowable items that may be approved as Ancillary, 

including car registration fees. 
• Instructions on how to replace a lost, stolen, or destroyed customer 

warrant. 
• Instructions on when a CalWORKs Stage One Child Care Request Form 

and Payment Rules (CCP 7) is required. 
• Instructions for Mount San Antonio College (Mt. SAC) Bursar’s Office 

Service Arrangements. 
• Adding information on State Funded Car Insurance. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
Table of Contents 

Pages: 8-2, 8-10, 8-12, 8-17, 8-29, 8-30, 8-31, 8-32, and 8-37 through 8-59 
 
Add: 
Pages: 8-60 and 8-61 
 
Obsolete: 
IIN 09-043 ERRATA 

 
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JUNE 9, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0186 
 
CHAPTER 17 – Work Experience (WEX) Community Service 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Deeming clarification of required monthly hours. 
• Adding monthly hours to the PLAN 111 CIV. 
• Examples of WEX/Community Service calculation. 
• Incorporate IIN #09-073 into this chapter, regarding WEX/Community 

Service and Job Readiness. 

 
Filing 
instructions 

File in Chapter 17 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Table of Contents, page 2 of 2 
17-55 through 17-73 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0186 will be posted on the HS Website. 

  
Distribution TAD ESP 
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ESPHB #0185  (04/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 28, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0185 
 
CHAPTER 15 – Employment Activities 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
Removed a sentence pertaining to excused absences. 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 15-16 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0185 will be posted on the HS Website. 

  
Distribution TAD ESP 
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ESPHB #0184  (04/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 22, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0184 
 
CHAPTER 18 – Noncompliance 
 
 

 
Overview The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB changes: 
 
• Clarification for the Employment Services Specialist (ESS) to send the 

NA 840 even if s/he misses the three (3) business day timeframe. 

 
Effective date This Handbook Letter is effective upon receipt. 

 
Filing 
instructions 

Remove and Replace: 
 
Page 18-2 

 
Distribution TAD ESP 
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ESPHB #0178  (04/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 14, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0178 
 
CHAPTER 18 – Noncompliance 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
Clarify the sanction cure process. 

 
Filing 
instructions 

File in Chapter 18 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
18-27 
18-28 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0178 will be posted on the HS Website. 

 
Distribution TAD ESP 
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ESPHB #0177  (04/10)  CVR LTR  PAGE 1 OF 1  

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 5, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0177 
 
CHAPTER 16 – Education and Training 
 
 

 
Overview The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB changes: 
 
• In-House Job Skills activity has been added to the list of Job Skills 

Directed Related to Employment activities. 
• Applicants Authorization for Release of Information (ABCDM 228) is 

required when referring customers to the Life Management Skills activity. 

 
Effective date This Handbook Letter is effective when received. 

 
Filing 
instructions 

Remove and Replace: 
16-7  
16-7.1  

 
Distribution TAD ESP 
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ESPHB #0176  (03/10)  CVR LTR PAGE 1 OF 1  

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 3, 2010 
 
EMPLOYMENT SERVICES PROGRAM HANDBOOK LETTER  #0176 
 
CHAPTER 19 – APPEALS, DISCRIMINATION, SPECIAL SERVICES, AND 
CONFIDENTIALITY 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB changes: 
 
Telecommunication Device for the Deaf (TDD) phone number has been 
updated. 

 
Filing 
instructions 

File in Chapter 19 of the Employment Services Program Handbook.  
 
Remove and Replace: 
 
Page 19-15 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0176 will be posted on the Human Services (HS) Website. 

  
Distribution TAD ESP 
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ESPHB #0173  (03/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 18, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0173 
 
CHAPTER 16 – Education and Training 
 
 

 
Overview The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB changes: 
 
• Monthly participation requirement hours have been added. 
• Job Search has been added for customers completing a Vocational 

Training activity.  

 
Effective date This Handbook Letter is effective when received 

 
Filing 
instructions 

Remove and Replace: 
Pages: 16-13 and16-41 

 
Distribution TAD ESP 

 
 
 
 
 
MC:MG:wsb 
 



ESPHB #0172  (02/10) NONCOMPLIANCE CVR LTR PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 15, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0172 
 
CHAPTER 18 –Noncompliance 
 
 

 
Overview The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB changes: 
 
• Good Cause will be granted to second parent once the first parent shows 

verification of meeting the 152 hour monthly participation requirement. 
• Welfare-to-Work Status page will be updated within three (3) business 

days of the sanction effective date. 
• The Employment Services Specialist (ESS) will review a case to 

determine what action is necessary on the third day of the following 
month for customers who may be discontinued before the sanction is 
effective. 

 
Effective date This Handbook Letter is effective upon receipt. 

 
Filing 
instructions 

Remove and Replace: 
 
Pages:   
18-11 
18-21 
18-22.1 
 

 
Distribution TAD ESP 
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ESPHB #0171  (03/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 25, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0171 
 
CHAPTER 21 – ICT/IDT 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB change. 
 
• Permission to Release Domestic Abuse Information When Moving to 

Another County form (WTW 37). 
• County responsibilities for customers who are victims of Domestic Abuse, 

and their case is transferred to another county. 
• Updated zip codes served by the Hesperia and Victorville TAD district 

offices. 

 
Filing 
instructions 

File in Chapter 21 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
Pages: 21-1, 21-4, 21-5, 21-6, 21-7 
 
Add: 
Page: 21-7.1 

 
Effective date This Handbook Letter is effective immediately. 

   
Distribution TAD ESP 
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ESPHB #0175  (03/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 1, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0175 
 
CHAPTER 21 – ICT/IDT 
 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB change: 
 
• San Bernardino TAD 01 and Victorville TAD addresses and phone 

numbers have been updated. 

 
Filing 
instructions 

File in Chapter 21 of the Employment Services Program Handbook.  
 
Remove and Replace: 
 
Page 21-5 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0175 will be posted on the Human Services (HS) Website. 

  
Distribution TAD ESP 
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ESPHB #0174  (03/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 1, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0174 
 
CHAPTER 19 – APPEALS, DISCRIMINATION, SPECIAL SERVICES, AND 
CONFIDENTIALITY 
 

 
Purpose The purpose of this Handbook Letter is to inform Employment Services 

Program (ESP) staff of the following ESPHB changes: 
 
• Telecommunication Device for the Deaf (TDD) phone number has been 

updated,  
• Address for San Bernardino TAD 01 has been updated, and 
• TDD procedure Step/Action table has been revised. 

 
Filing 
instructions 

File in Chapter 19 of the Employment Services Program Handbook.  
 
Remove and Replace: 
 
Pages 19-16, 19-19, and 19-20 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0174 will be posted on the Human Services (HS) Website. 

  
Distribution TAD ESP 
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ESPHB #0170  (01/10)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 7, 2010 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0170 
 
CHAPTER 18 – Noncompliance 
 
 

 
Purpose The purpose of this Handbook Letter is to provide Employment Services 

Program (ESP) staff with the new instructions added on how to request a 
sanction on cases scheduled to be discontinued. 

 
Filing 
Instructions 

File in Chapter 18 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
18-22 and 18-23 
 
Add: 
18-22.1 

 
Effective Date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0170 will be posted on the Human Services (HS) Website. 

 
Distribution TAD ESP 
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ESPHB #0169  (12/09)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 7, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0169 
 
CHAPTER 7 – Self-Initiated Program (SIP) 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
Clarified Vocational Education time tracking. 

 
Filing 
instructions 

File in Chapter 7 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
7-27 
7-40 

 
Effective date This Handbook Letter is effective December 21, 2009. 

  
Posting ESPHB Letter #0169 will be posted on the HS Website. 

  
Distribution TAD ESP 
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ESPHB #0168  (12/09)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 7, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0168 
 
CHAPTER 16 – Education and Training 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
Life Management Skills Classes provided by the Department of Behavioral 
Health (DBH) at designated Transitional Assistance Department (TAD) 
district offices. 

 
Filing 
instructions 

File in Chapter 16 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
16-7 
 
Add: 
 
16-7.1 

 
Effective date This Handbook Letter is effective December 14, 2009. 

  
Posting ESPHB Letter #0168 will be posted on the HS Website. 

  
Distribution TAD ESP 
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ESPHB #0166  (11/09)  CVR LTR PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 20, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0166 
 
CHAPTER 14 – Participation Requirements, Welfare-to-Work Activities 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff that Monthly Work 

Participation Requirement hours have been added to this chapter 

 
Filing 
instructions 

File in Chapter 14 of the Employment Services Policy Handbook 
 
Remove and Replace: 
Pages 14-4, 14-7, 14-8, and 14-29 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0166 will be posted on the HS Website 

 
Distribution TAD ESP 
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ESPHB #0165  (11/09)  CVR LTR  PAGE 1 OF 2 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 20, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0165 
 
CHAPTER 7 – Self-Initiated Program (SIP) 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
• Implementing new SIPs as Vocational Education (Voc Ed) activities 

effective 11/23/09. 
− The ESS will continue to enter new SIPs on the SIP Detail page, 

through the SIP List page, and follow all SIP requirements. 
• Changing current SIPs to Voc Ed activities when the SIP customer 

comes into the district office to complete a new WTW 2 for the new 
semester or quarter.    

• All SIPs will be entered as a Voc Ed activity instead of a SIP activity so 
C-IV can track the Voc Ed 12-month time clock, if the customer has not 
used his/her Voc Ed 12-month time limit. 

• The ESS and the Program Integrity Division (PID), for WPR verification 
purposes, will need to continue to review the case and manually count 
the months the customer has participated in a SIP or Voc Ed activity to 
ensure accuracy. 

• Attendance for the SIP will be added under either Voc Ed, Education 
Directly Related to Employment or Job Skills Training Directly Related to 
Employment, whichever applies. 
− If the customer is in a Voc Ed activity, attendance must be tracked 

under the Voc Ed activity in order for C-IV to tick a month of Voc Ed. 
− If no attendance is entered, a month of Voc Ed will not be ticked in 

the C-IV system. 
− If the ESS does not want a month in Voc Ed to count towards the 

customer’s 12-month time clock because the customer met WPR with 
another activity, s/he can untick the month on the Voc Ed Track Detail 
page.  See C-IV User Guide – Activity Attendance. 

• Removed all references to “SIP activity” and replaced with “SIP”, since 
the ESS will no longer enter a SIP activity. 

• Exempt volunteers are required to meet Federal WPR. 

Continued on next page 



ESPHB #0165  (11/09)  CVR LTR  PAGE 2 OF 2 

Chapter 7 – Self-Initiated Program (SIP), Continued 

 
Filing 
instructions 

File in Chapter 7 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective November 23, 2009. 

  
Posting ESPHB Letter #0165 will be posted on the HS Website. 

  
Distribution TAD ESP 
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ESPHB #0164  (11/09) CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 16, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0164 
 
CHAPTER 21 – ICT/IDT 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
• Place the ICT out customer in Good Cause – No Transportation status. 

 
Filing 
instructions 

File in Chapter 21 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
21-6 

 
Effective date This Handbook Letter is effective December 7, 2009. 

  
Posting ESPHB Letter #0164 will be posted on the HS Website. 

  
Distribution TAD ESP 
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ESPHB #0163  (11/09)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 6, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0163 
 
CHAPTER 8 – Supportive Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
• The Department of Environmental Health Services (DEHS) has been 

added as a provider for Food Worker Certification. 

 
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
8-29, 8-30 and 8-31 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0163 will be posted on the HS Website. 

  
Distribution TAD ESP 
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ESPHB #0162  (10/09)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 20, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0162 
 
CHAPTER 7 – Self-Initiated Programs (SIPs) 
 
 

 
Purpose The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following updated ESS resources for SIPs: 
 
• Added link to access Financial Aid Award Letter information for Victor 

Valley College students, and 
• 2009-10 list of approved education/training programs. 

 
Filing 
instructions 

File in Chapter 7 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
7-24 
7-31 
 
Add: 
7-31.1 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0162 is posted on the HS Website. 

 
Distribution TAD ESP 
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ESPHB #0161  (10/09) CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 13, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0161 
 
CHAPTER 8 – Supportive Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
• Authorization levels have changed. 

 
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
8-9 
8-30 
8-36 

 
Effective date This Handbook Letter is effective November 2, 2009. 

  
Posting ESPHB Letter #0161 will be posted on the HS Website. 

  
Distribution TAD ESP 
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ESPHB #0160  (10/09)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 5, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0160 
 
CHAPTER 18 – Noncompliance 
 
 

 
Purpose The purpose of this Handbook Letter is to inform TAD ESP staff of the 

clarification for contacting and scheduling the 2nd parent to participate in 
Welfare-to-Work (WTW) activities when s/he is no longer eligible to the 2nd 
parent Good Cause status reason. 

 
Filing 
instructions 

File in Chapter 4 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
• 18-11 
• 18-29 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0160 is posted on the HS Website. 

 
Distribution TAD ESP 

 
 

 
 
 
MC:MP:bw 
 



ESPHB #0159  (10/09)   CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 1, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0159 
 
CHAPTER 15 – Employment 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
The Income Reporting Threshold amounts have changed. 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
15-18 

 
Effective date This Handbook Letter is effective October 1, 2009. 

 
Posting ESPHB Letter #0159 will be posted on the HS Website. 

 
Distribution TAD ESP 

 
 
 
MC:BB:bw 
 



ESPHB #0158  (09/09)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 10, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0158 
 
CHAPTER 16 – Education and Training 
 

 
Purpose The purpose of the Handbook Letter is to inform ESP staff of the following 

ESPHB changes or new information: 

• Acceptable attendance verification for on-line course, 
• Job Corps community resource information for a customer’s education 

and training activity, 
• Referral Process for Preschool Services Department (PSD),  
• Referral process for ESP Contracted Providers, and 

− Web link for WTW Contracted Vocational Education Provider List 
− San Bernardino County does not accept reverse referrals from 

education and training providers.   
• Web link to verify financial aid for customers attending Victor Valley 

College.  

 
Filing 
instructions 

File in Chapter 16 of the Employment Services Policy Handbook.   

Remove and Replace: 
Table of Contents 
Pages:  16-18, 16-23, 16-36, 16-40 through 16-42, and 16-47 
 
Add: 
Pages:  16-27.1 and 16-27.2 

 
Effective date This Handbook Letter is effective 09/21/09. 

 
Obsolete KD FAQ: 

2941 

 
Posting ESPHB Letter #0158 will be posted on the HS Website. 

 
Distribution TAD ESP 
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ESPHB #0157  (09/09) CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 8, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0157 
 
CHAPTER 8 – Supportive Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
• The Omnitrans bus rates change effective September 8, 2009. The new 

rates are currently in the C-IV system.  Current Omnitrans tickets/passes 
will be honored through September 30, 2009. 

 
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
8-14 
8-15 

 
Effective date This Handbook Letter is effective September 8, 2009. 

  
Posting ESPHB Letter #0157 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

AUGUST 25, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0155 
 
CHAPTER 17 – Work Experience (WEX) and Community Service Training 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
• A subsidized employment (paid WEX) customer cannot use excused 

absence time to count toward the Work Participation Rate (WPR); 
therefore the WEX Coordinator will write the WTW 2, Welfare-to-Work 
Plan – Activity Assignment with five (5) hours per week of additional 
hours in Job Skills Training Directly Related to Employment. 

• Added language to clarify deeming 20 or 30 hours per week of a 
WEX/Community Service activity. 
− 20 hours per week for a single custodial parent, or all families, and  
− 30 hours per week for a two-parent household. 

 
Filing 
instructions 

File in Chapter 17 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
17-27 
17-28 
17-57 

 
Effective date This Handbook Letter is effective September 8, 2009. 

  
Posting ESPHB Letter #0155 will be posted on the HS Website. 

  
Distribution TAD ESP 
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ESPHB #0156  (08/09)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

AUGUST 27, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0156 
 
CHAPTER 4 – Orientation/Appraisal (O/A) and Reappraisal 
 
 

 
Purpose The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following policy changes: 
 

 
• Clarified when CalWORKs recipients who had previously attended 

Orientation/Appraisal (O/A) should be scheduled to attend another O/A. 

 
Filing 
instructions 

File in Chapter 4 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
4-3 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0156 is posted on the HS Website. 

 
Distribution TAD ESP 
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ESPHB #0154  (08/09)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

AUGUST 18, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0154 
 
CHAPTER 3 – Exemptions 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
• Added clarification that the care of a child under six (6) months of age; 

commonly referred to as the limited exemption is a six (6) month 
exemption. 

• Changed reference from care of a child in the AU, for a child under 12 
months of age, to care of a child in the home. 

 
Filing 
instructions 

File in Chapter 3 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
3-14 
3-15 

 
Effective date This Handbook Letter is effective September 8, 2009. 

  
Posting ESPHB Letter #0154 will be posted on the HS Website. 

  
Distribution TAD ESP 
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ESPHB #0153  (08/09) CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

AUGUST 7, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0153 
 
CHAPTER  14 – Participation Requirements, Welfare-to-Work Activities  
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Changed Attendance Verification map title to Attendance. 
• Added information regarding entering attendance for customer activities. 
• Added introductions to some map sections. 
• Added information regarding Vocational Education and Training time 

limits. 
• Updated the WPR Verification folder access list. 

 
Filing 
instructions 

File in Chapter 14 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Table of Contents 
14-2 
14-18 
14-22 through 4-32 

 
Effective date This Handbook Letter is effective August 17, 2009. 

  
Posting ESPHB Letter #0153 will be posted on the HS Website. 

  
Distribution TAD ESP 
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ESPHB #0151  (07/09) CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 10, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0151 
 
CHAPTER 14 – Participation Requirements, Welfare-to-Work Activities 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Added a block for informing all customers that they can make up time for 

an unexcused and/or unpaid absence in the same month. 
• Added information about entering monthly hours on the Welfare-To-Work  

Plan – Activity Assignment (WTW 2) for: 
− Single custodial parents with a child under six,  
− Household with one Work-Eligible Individual (WEI) in the home 

(including single custodial parent with child over six), and  
− Household with two WEIs in the home. 

• Clarified that the Journal entry must document the reason for an excused 
absence or holiday.  

 
Filing 
instructions 

File in Chapter 14 of the Employment Services Policy Handbook. 
 
Remove and Replace: 

• 14-29 
• 14-30 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0151 will be posted on the HS Website. 

  
Distribution TAD ESP 
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ESPHB #0150  (07/09)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 9, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0150 
 
CHAPTER 9 – Job Readiness Activities 
 
 
 

 
Overview The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following revisions and additions in the ESPHB Chapter 9: 
 
• Clarified that self-directed Volunteer Services Site Development for 

Community Service activities for customers is optional and the ESS is 
responsible for assisting customers finding a suitable Community Services 
site. 

  
Filing 
instructions 

File in Chapter 9 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
9-15 

  
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0150 is posted on the HS Website. 

  
Distribution TAD ESP 
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ESPHB #0149  (07/09) CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 2, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0149 
 
CHAPTER 7 – Self Initiated Program (SIP) 
CHAPTER 14 – Participation Requirements, Welfare-to-Work Activities 
CHAPTER 15 – Employment 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
• The Federal Minimum Wage increases from $6.55 to $7.25 on 

July 24, 2009. 

 
Filing 
instructions 

File in Chapters 7, 14, and 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
7-19 
14-20 
15-4 
15-10 
15-11 

 
Effective date This Handbook Letter is effective July 24, 2009. 

  
Posting ESPHB Letter #0149 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JUNE 17, 2009 
 

EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0144 
 
CHAPTER 9 – Job Readiness Activities 
 

 

Overview The purpose of this Handbook Letter is to inform TAD ESP staff of the 
following revisions and additions in the ESPHB Chapter 9. 
 

• Added Orientation/Appraisal (O/A) and Assessment under Job Readiness 
activities. 

• Added a map title for multiple paths for scheduling Job Readiness by 
scheduling customers for a Speed Search activity of two weeks for 
customers meeting a certain criteria. 

• Added a map title for the ‘Limits On Counting Job Readiness Activities’ to 
clarify the differences for counting against the four consecutive week and 
six week limits rolling 12-month limit: 
− Removed references to the Federal Fiscal Year (FFY) limit and added 

preceding 12-month limit. 
− Added time tracking limits have started over effective 10/01/08. 
− Added six week limit for conversion of hours for 20/30 hours per week 

of federal participation. 
− Clarified the four consecutive weeks cannot not be converted to hours. 

• Replaced Economic Development Agency (EDA) with Department of 
Workforce Development Department (WDD). 

• Added a map title for self-directed Volunteer Services Site Development for 
Community Service activities for customers not able to find employment 
during Job Readiness activities. 

• Revised policy of keeping Employer Contact Verification (PLAN 108 CIV) 
and district Job Search logs for three months to 90 days following the end 
of each Federal Fiscal Year (FFY) for Program Integrity Division (PID) 
verification purposes. 

 

• Added TAD ESP throughout chapter. 
• Corrected grammar and formatting as necessary. 
• Removed “Job Services” and “Job Readiness (Job Club),” and replaced 

with “Job Readiness” for consistency throughout the chapter.  

  

Filing 
instructions 

File in Chapter 9 of the Employment Services Policy Handbook. 
 

Remove and Replace: 
 

Entire Chapter 

  

Effective date This Handbook Letter is effective immediately. 

  

Posting ESPHB Letter #0144 is posted on the HS Website. 

  

Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MAY 7, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0148 
 
CHAPTER 18 – Noncompliance 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
If the sanction has not been applied after seven (7) calendar days, the ESS 
will e-mail the original request to the SESS I, following the chain of 
command. 

 
Filing 
instructions 

File in Chapter 18 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
18-17 
18-22 

 
Effective date This Handbook Letter is effective May 18, 2009. 
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Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 22, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0147 
 
CHAPTER 18 – Noncompliance 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• The ESS will schedule the customer’s appointment within 10 calendar 

days from the date the NA 840/NA 841/NA 845 is sent. 
• The ESS will make every effort to reschedule the customer’s appointment 

within the 20-day noncompliance timeframe. 
• The ESS checks the appropriate box and enters appropriate information 

on the NA 840, NA 841, NA 845 which lists the reasons a customer may 
be sanctioned.   

• EWs are no longer required to send a 10 day negative action Notice of 
Action (NOA) because the customer received notice of their cash aid 
reduction on the NA 1242 which is attached to one of the forms below: 
− NA 840, or NA 817 (for all parent families). 
− NA 840, NA 845, or NA 816 (for two-parent families).  

• The WTW 31 – Request to Stop a Welfare-to-Work Sanction is an 
optional form. 

• References to the C-IV VER 100 – Verification Request List have been 
removed from the chapter. 

• The ESS will take action on no-show appointments by the end of the 
business day or first thing the following morning. 

• The sanction process is applicable to homeless (no address) customers. 
• NAR 1 – No Address Responsibilities form. 
• If a volunteer stops participating and an exemption still applies, the ESS 

will change the customer’s WTW status and Work Registration Code to 
exempt. 

• Incorporated ESPHB Chapter 5 – Good Cause into this chapter.  
• Documentation of good cause. 
• If the sanction has not been applied after ten (10) calendar days, the ESS 

will e-mail the original request to the SESS I, following the chain of 
command. 

• Good cause 2nd parent status. 

Continued on next page 
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Employment Services Policy Handbook Letter #0147, Continued 

 
Filing 
instructions 

File in Chapter 18 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Chapter 18 

 
Effective date This Handbook Letter is effective May 1, 2009. 
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Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 8, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0143 
 
CHAPTER 4 – Orientation/Appraisal (O/A) and Reappraisal 
 
 

 
Purpose The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following policy changes: 
 

 
• Added information on when CalWORKs recipients are scheduled to 

attend O/A. 
• Added a new WTW 1 – Welfare-to-Work Plan Rights and Responsibilities 

form must be signed by the customer each time s/he completes an O/A.  
• Removed references for requiring CalWORKs recipients to be scheduled 

for O/A if s/he had not attended one within the last 12 months. 

 
Filing 
instructions 

File in Chapter 4 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
• 4-3 
• 4-7 
• 4-9 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0143 is posted on the HS Website. 

  
Distribution TAD ESP 

 
 

 
 
 
 
MC:SB:bw 
 



 

ESPHB #0145  (03/09) CVR LTR  PAGE 1 OF 1  

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 30, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0145 
 
CHAPTER  8 – Supportive Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Added information regarding the sales tax increase effective 04/01/09 for 

the ESS completing a Ancillary Service Arrangement: 
− One percent sales tax increase statewide,  
− Increase from 7.75% to 8.75% for San Bernardino County, and 

 9.00% for the cities of San Bernardino and Montclair. 

 
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
8-34 

 
Effective date This Handbook Letter is effective 04/01/09. 

  
Posting ESPHB Letter #0145 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 16, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0142 
 
CHAPTER  21 – ICT/IDT  
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Zip codes 92268 and 92374 were removed from the Barstow ESP district 

office listing.  

 
Filing 
instructions 

File in Chapter 21 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
21-4 

 
Effective date This Handbook Letter is effective April 6, 2009. 

  
Posting ESPHB Letter #0142 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 23, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0146 
 
CHAPTER 16 – Education and Training  
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

updates to the ESPHB Chapter 16 – Education and Training: 
 
• Updated the Preschool Services Department (PSD) referral and progress 

report information.  
• Added information informing ESS staff that the ESP 733.4 or the PLAN 

102 CIV is used to capture monthly attendance and progress for 
Contracted Service Providers. 

• Updated ES to ESS. 

 
Filing 
instructions 

Remove and Replace: 
 
• 16-37 
• 16-40 
• 16-41 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0146 is posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 2, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0141 
 
CHAPTER  8 – Supportive Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Clarification for the ESS to issue a timely NOA to a customer when 

supportive services are approved and/or denied. 
• Removed reference for the ESS using the CDC 4 as referral form to the 

appropriate Child Care program.  

 
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
• 8-1 
• 8-2 
• 8-4 
• 8-29 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0141 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

FEBRUARY 20, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0140 
 
CHAPTER  15 – Employment  
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Added new bullet regarding employment verification. 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
15-4 
15-6 

 
Effective date This Handbook Letter is effective March 2, 2009. 

  
Posting ESPHB Letter #0140 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

FEBRUARY 10, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0139 
 
CHAPTER 14 – Participation Requirements, Welfare-to-Work Activities  
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Changed wording of Job Readiness time period from “rolling” to 

“preceding” 12 months. 

 
Filing 
instructions 

File in Chapter 14 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
14-17 

 
Effective date This Handbook Letter is effective March 2, 2009. 

  
Posting ESPHB Letter #0139 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
 
MC:BB:bw 
 



 

ESPHB #0139  (02/09) PARTICIPATION REQUIREMENTS, 14-17 
 WELFARE-TO-WORK ACTIVITIES 

Definitions of Welfare-to-Work Activities, Continued 

  
Job Readiness  Job Readiness activities provide the customer with training to learn job 

seeking and interviewing skills, to understand employer expectations, and to 
learn skills designed to enhance the capacity to move toward self-sufficiency. 
 
Job Readiness as a stand-alone activity is limited to four consecutive weeks 
and six weeks total for the preceding 12 month time period.  
 
This is a core Federal and State activity up to four consecutive weeks, 
six cumulative weeks for the preceding 12 month time period and may 
count toward Federal and State WPR during those six weeks.  
 
After the six-week limit this activity will not count toward Federal or 
State WPR. See ESPHB Chapter 9 – Job Readiness for additional 
information. 

  
Community 
Service 

Community Service is a Welfare-to-Work training activity that is performed in 
the public or private nonprofit sector under the close supervision of the 
activity provider, and provides customers with basic job skills that can lead to 
employment while meeting a community need. 
 
When assigning customers to community service, use the WEX/Community 
Service Hours Calculation page to determine the maximum number of 
hours for which the customers may participate in these activities.  
 
WEX/Community Service Hours can be deemed (counted) up to 20/30 hours 
per week. For information on deeming (counting) WEX/Community Service 
hours, see ESPHB Chapter 17 – WEX/Community Service. 
 
The WEX/Community Service Hours Calculation page can be found in the 
C-IV system. See C-IV User Guide for instructions.   
 
This is a Federal and State activity. 
 
This activity counts toward Federal and State WPR. 

  
On-the-Job 
Training 

On-the-Job Training (OJT) is employment in which the customer is engaged 
in productive work that provides knowledge or skills essential to the full and 
adequate performance of the job. Wages are partially paid by agencies and 
programs such as the Workforce Development Department (WDD) and 
Employment Services Program (ESP) during a specified training period. 
 
This is a Federal and State activity. 
 
This activity counts toward Federal and State WPR. 

Continued on next page 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

FEBRUARY 10, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0138 
 
CHAPTER 15 – Employment 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• The ESS will review employed cases meeting the WPR priority approach 

quarterly the month after the QR 7 Submit month. 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
5-28 

 
Effective date This Handbook Letter is effective March 2, 2009. 

  
Posting ESPHB Letter #0138 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

FEBRUARY 9, 2009 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0137 
 
CHAPTER  25 – Case Management 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of a new chapter 

in the ESPHB. 

 
Filing 
instructions 

File in Chapter 25 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire Chapter 

 
Effective date This Handbook Letter is effective February 17, 2009. 

  
Posting ESPHB Letter #0137 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

FEBRUARY 9, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0136 
 
CHAPTER  1 – Introduction to the Transitional Assistance Department 
Employment Services Program  
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Removed Map sections titled: Tracking Customers, Journal Entries, and 

Case Maintenance. 
• These Map sections were revised and moved to the new ESPHB Chapter 

25 – Case Management. 

 
Filing 
instructions 

File in Chapter 1 of the Employment Services Policy Handbook. 
 
Remove: 
 
Pages 1-12 through 1-17 

 
Effective date This Handbook Letter is effective February 17, 2009. 

  
Posting ESPHB Letter #0136 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 19, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0135 
 
CHAPTER  3 - Exemptions  
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
• Added information regarding documentation of an exemption. 
• Added information regarding exempt, and excluded volunteers. 
• Added information regarding exempt and excluded customers. 
• Definition of Family Member. 
• Definition of SSDI. 
• Definition of SSI. 
• Added information regarding exemptions for parent or non-parent caring 

for a disabled family member living in the home. 
• Added information regarding exempt, and excluded SSI and SSDI 

customers. 

 
Filing 
instructions 

File in Chapter 3 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire Chapter 

 
Effective date This Handbook Letter is effective January 1, 2009 

  
Posting ESPHB Letter #0135 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 16, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0134 
 
CHAPTER 1 – Introduction to the TAD Employment Services Program 

 
Purpose The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following policy changes allowing optional use of Journal templates when 
entering mandatory Journal entries. 

 
Filing 
instructions 

File in Chapter 1 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 1-15 

 
Effective date This Handbook Letter is effective Immediately. 

  
Posting ESPHB Letter #0134 is posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 8, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0133 
 
CHAPTER 25 – Food Stamp Employment and Training (FSET) 

 
Overview The Food Stamp Employment and Training (FSET) Welfare-to-Work (WTW) 

program will be discontinued effective January 1, 2009. 
 
The following is a list of FSET WTW activities: 
 
• Employment 
• Job Club 
• Job Search  
• Workfare 

 
EW referrals Immediately upon receipt of Food Stamp Policy Handbook #6379, Eligibility 

Workers (EWs) will stop referring Food Stamp customers to WTW. 

  
Customer 
informing 
notices 

Notices will be mailed to all active FSET WTW customers on December 15, 
2008, stating beginning January 1, 2009 they are no longer required to 
participate in the FSET program in order to receive Food Stamps.  These 
notices will be printed and centrally mailed. 

 
FSET 
customer list 

A listing of FSET customers is located on the C-IV Resource Center under 
Special Reports – Mgmt Reports – Listings/Hints. There are 34 customers 
listed on this report. 

  
FSET ESS If an FSET customer contacts an FSET Employment Services Specialist 

(ESS) to participate in WTW, the ESS will inform the customer they are no 
longer required to participate in FSET to receive their Food Stamp benefits. 

Continued on next page 
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CHAPTER 25 – Food Stamp Employment and Training 
(FSET), Continued 

 
ESS actions Upon receipt of this ESPHB letter, the ESS will: 

 
• Call customers who have a scheduled appointment for fingerprinting or a 

physical to inform him/her the appointment has been canceled. 
• Follow current policies and procedures to close out all FSET activities,  
• Discontinue supportive services – NA 821 by sending the appropriate 

Notices of Action (if applicable) by December 15, 2008,  
– In the comments section, select other and enter “The FSET WTW 

program has been discontinued.” Note: This is all that will fit in the 
space provided in C-IV. 

• Deregister the FSET program on the FSET Status Detail page, Status 
Reason “Opened in Error”, and 

• Update the FSET Work Registration status to “Deferred”, Registration 
Status Reason “Program Not Offered in Area”.  

• Journal all actions taken. 

  
Resource 
databank 

The Resource Databank (RDB) has been updated to end date all Workfare 
sites as of December 31, 2008 so FSET customers can no longer be entered 
into these activities. 

  
Resource 
databank 
maintainers 

RDB maintainers will close out all FSET Job Club and FSET Job Search 
activities for their district offices with an end date of December 31, 2008. 

  
Notification to 
contracted 
providers 

Notification will be sent to the following contracted providers informing them 
of the discontinuance of the FSET program. 
  
• HS Personnel, to inform them TAD will no longer be requesting DOJ 

reports on FSET customers. 
• Public Health, to inform them of the contract cancellation for FSET 

physicals. 
• All Workfare sites, to inform them they will no longer be receiving FSET 

WTW customer referrals.  

  
Filing 
instructions 

Remove: 
 
Entire chapter 

 
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 26, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0132 
 
CHAPTER 2 – Welfare-to-Work Intake Process 
 
 

 
Purpose The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following policy changes with updated procedures for pending applications. 

 
Filing 
instructions 

File in Chapter 2 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 2-11 

 
Effective date This Handbook Letter is effective December 01, 2008. 

  
Posting ESPHB Letter #0132 is posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
 
 
MC:SB:wsb 
 
 



ESPHB #0131  (11/08) CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 26, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0131 
 
CHAPTER  8 – Supportive Services  
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
Transportation and ancillary authorization levels have changed and require 
additional approval. 

 
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
8-9 
8-30 
8-36 

 
Effective date This Handbook Letter is effective with all issuances on or after December 1, 

2008. 

  
Posting ESPHB Letter #0131 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 20, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0130 
 
CHAPTER 15 – Employment 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Reviewing employed cases quarterly instead of monthly. 
• Using the TAD 104 – Employment & Income Verification form instead of 

the VER 104 CIV form because Child Care, CalWORKs, and the 
Employment Service Program (ESP) may use this new form to get all 
program information. 

• Subsidized Employment, subsidized Work Experience (WEX) added to 
Chapter 14 – Participation Requirements, WTW Activities and deleted 
from Chapter 15 – Employment. 

• Took out block under Employment regarding “Planning Work Shut 
Downs” as this only pertains to unpaid Work Experience/Community 
Service customers. 

• Employment Specialist (ES) to Employment Services Specialist (ESS). 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire Chapter 

 
Effective date This Handbook Letter is effective December 1, 2008. 

  
Posting ESPHB Letter #0130 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 20, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0129 
 
CHAPTER 2 – Welfare-to-Work Intake Process 

 
Purpose The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following policy changes:  
 
• Orientation and Appraisal are now conducted at the same time. 
•  Work-Eligible Individual (WEI) definition has been revised due to 

10/01/08 TANF changes. 
• Removed Orientation and Appraisal listed separately as 

Orientation/Appraisal (O/A). 
• Added WTW 5 – Welfare-to-Work Program Notice to the chapter. 
• Removed the Orientation and Appraisal process and replaced with 

Orientation. 
• Revised the Table of Contents. 

 
Filing 
instructions 

File in Chapter 2 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
• Table of Contents 
• 2-1 through 2-3 
• 2-8 through 2-12 

 
Effective date This Handbook Letter and revised Orientation/Appraisal (O/A) process is 

effective as soon as administratively possible but no later than  
December 01, 2008. 

  
Posting ESPHB Letter #0129 is posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 20, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0128 
 
CHAPTER 4 – Orientation/Appraisal (O/A) and Reappraisal 
 

 
Purpose The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following policy changes: 
 

 
• Reorganized information in the chapter for easier location for information. 
• Orientation and Appraisal are completed on the same day. 
• All districts offices will conduct one Orientation daily at 9:00 am.  
• Combined ‘Scheduling Orientation’ and ‘Scheduling Appraisal’ sections. 
• Removed references to the obsolete CalWORKs Orientation Roster (CW 

OR 36). 
• Removed references to the WTW Program Notice (WTW 5) and replaced 

with WTW Plan – Rights and Responsibilities (WTW 1). 
• Added instructions and reference to the WEX Scheduling Appointment 

Script (WEX 7) for WEX customers making Orientation/Appraisal (O/A) 
reminder phone calls to other WTW customers.  

• Replaced Orientation and Appraisal listed separately throughout chapter 
with Orientation/Appraisal (O/A). 

 
Filing 
instructions 

File in Chapter 4 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
Entire chapter 

 
Effective date This Handbook Letter and revised Orientation/Appraisal (O/A) process is 

effective as soon as administratively possible, but no later than  
December 01, 2008. 

  
Posting ESPHB Letter #0128 is posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 10, 2008 
 

EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0124 
  
CHAPTER 7 – Self-Initiated Programs (SIPs) 
 

 
Purpose The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following policy changes: 
 

• Clarified SIP definition, satisfactory progress, and monthly attendance. 
• Revised forms summary with additional new forms and locations. 
• Incorporated Priority Approach and weekly participation requirements: 

– Two-parent SIPs may share the weekly participation requirement, 
– Clarified nonexempt SIPs must continue participation during breaks, 
– Revised examples of Priority approach throughout chapter, and 
– Assessment requirement for SIPs requiring a concurrent activity. 

• Supportive services and financial aid sections for SIPs: 
– Types of supportive services available and reimbursement criteria.  
– Added supportive services for on-line/distance learning. 

• Updated ESS resources for SIPs: 
– Community College Contact Information, and 
– 2008 list of approved education/training programs. 

• Clarified exempt volunteers do not have to meet weekly participation 
requirement. 

• Added section on supervised and unsupervised study time hours counting 
for the SIPs weekly participation requirement. 

• Clarified process for TAD ESP to provide aid verification for students 
receiving services from the Community College CalWORKs office. 

• Removed mid-quarter progress and replaced with monthly attendance. 
• Removed SIP termination and replaced with noncompliance/good cause 

determination.  
 

Other revisions/additions are as follows: 
• Chapter was reorganized for easier location of information. 
• Corrected grammar and formatting as necessary. 
• Removed “ES,” and replaced with “ESS” for consistency.  

 
Filing 
instructions 

File in Chapter 7 of the Employment Services Policy Handbook. 
Remove and Replace: 
Entire chapter 

 
Effective date This Handbook Letter and Study/Homework Time policy is effective 

immediately. 

  
Posting ESPHB Letter #0124 is posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 5, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0125 
 
CHAPTER  17 – Work Experience (WEX) and Community Service Training 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Community Service activities are limited to within 20 miles of the 

customer’s home address, exceptions can be made on a case-by-case 
basis with ESM or DD approval. 

• Calculating and deeming (counting) hours of unpaid WEX/Community 
Service. 

• Added Subsidized WEX to this chapter from the Employment chapter. 
• Eliminated references to the WTW 3 – form was obsolete. 
• Employment Specialist (ES) to Employment Services Specialist (ESS). 
• Supervising Employment Specialist I (SES I) to Supervising Employment 

Services Specialist (SESS I). 

 
Filing 
instructions 

File in Chapter 17 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire Chapter 
 
Obsolete IIN: 
 
#07-034 Errata 

 
Effective date This Handbook Letter is effective November 17, 2008. 

  
Posting ESPHB Letter #0125 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 03, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0127 
 
CHAPTER 3 – Exemptions 
 

 
Overview The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following revisions and additions in order to clarify information in Chapter 3 of 
the ESPHB: 
 
Monthly case reviews are no longer required for customers who are exempt 
from Welfare-to-Work (WTW).  

 
Filing 
instructions 

File in Chapter 3 of the Employment Services Policy Handbook. 

Remove and Replace: 
 
3-15 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0127 is posted on the HS Website. 

 
Distribution TAD ESP 

 
 
 
MC:SB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 4, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0116 
 
CHAPTER  6 – Domestic Abuse, Substance Abuse, Mental Health Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
• Exchanging information between ESSs and Domestic Violence Service 

Providers. 
• Providing customers with verbal and written information regarding 

Domestic Abuse. 
Employment Specialist (ES) to Employment Services Specialist (ESS). 

• Supervising Employment Specialist (SES I) to Supervising Employment 
Services Specialist (SESS I). 

• Victims of trafficking, Domestic Abuse, and other serious crimes may be 
Refugee Cash Assistance (RCA) eligible and if so are eligible to Domestic 
Abuse services and other WTW services. 

• Documentation of any need for alternative notice requirements. 
Customer communication and correspondence. 

• A list of contracted Domestic Abuse service providers is located on-line 
under TAD, Tools. 

 
Filing 
instructions 

File in Chapter 6 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire Chapter 
 
Obsolete: 
 
IIN #06-076 
IIN #07-097 

 
Effective date This Handbook Letter is effective November 17, 2008. 

  
Posting ESPHB Letter #0116 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 28, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0120 
 
CHAPTER 14 – Participation Requirements, Welfare-to-Work Activities 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following ESPHB 

changes. 
 
• Incorporated Priority Approach to increase WPR (IIN#08-005 Errata). 
• Incorporated Counting Hours of participation (IIN #07-034 Errata). 
• On-the-Job Training (OJT) definition added. 
• Work-Eligible Individual (WEI) definition added. 
• Single Custodial Parent definition added. 
• Two-parent family definition added. 
• Overall rate (all families) WPR definition added. 
• Engagement for Single Custodial Parents. 
• Marketing the Priority Approach. 
• A WEX/Community Service customer may not volunteer to participate in 

additional unpaid hours beyond the calculation. 
• For information on deeming (counting) hours of participation for a customer in a 

WEX or Community Service activity, see ESPHB Chapter 17. 
• Required hours of participation changed from 32/35 to 20/30/35 to coincide with 

Priority Approach. 
• Removed Safety Net and other CalWORKs unaided WEIs references to 

participation as they are not being served by TAD ESP. 
• Exempt volunteer information. 
• Holiday and excused absences counting in unpaid activities. 
• An excused absence cannot be used for vacation time. 
• Changed reference from Job Search to Job Readiness. 
• Separated Orientation/Appraisal into two separate categories. 
• Added Orientation, Appraisal, and Assessment count towards Federal and State 

WPR. 
• Job Readiness is now on a rolling 12 month time period, not Federal Fiscal year. 
• The hours a customer participates in VOC ED will not count toward the 

customer’s 12-month cumulative time limit, if they are participating in core 
activities for 20/30/35 hours per week. 

• Entering VOC ED, ABE, GED, ESL activities as either Jobs Skills Training 
Directly Related to Employment, or Education Directly Related to Employment. 

• TAD 255, Self-Employment Reference Guide. 
• Removed reference to Job Retention services. 
• Added chart for Core, Non-Core activities. 
• The ESS will sanction a customer for not reporting or providing verification of 

monthly activities because such documentation is required as proof of 
satisfactory progress in any assigned program activity. 

• Must have a signed ABCDM 228 Release of Information on file. 
• Supervising Employment Specialist I (SES 1) to Supervising Employment 

Services Specialist (SESS I) 
• Employment Specialists (ES) changed to Employment Services Specialist 

(ESS). 

Continued on next page 
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Chapter 14 – Participation Requirements, Welfare-to-Work 
Activities, Continued 

 
Filing 
instructions 

File in Chapter 14 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire Chapter 

 
Effective date This Handbook Letter is effective 11/03/08. 

  
Posting ESPHB Letter #0120 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 24, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0126 
 
CHAPTER  21 – Inter-County Transfer (ICT)/Inter-District Transfer (IDT) 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
• Cambodian speaking customers are not IDT’d to the Rancho TAD office. 

Refer to the ORHB page C-11. 

 
Filing 
instructions 

File in Chapter 21 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
21-4 

 
Effective date This Handbook Letter is effective November 3, 2008. 

  
Posting ESPHB Letter #0126 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 22, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0123 
 
CHAPTER 13 – Action Plan/Time Limits 
 

 
Overview The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following revisions and additions in order to clarify information in the ESPHB 
Chapter 13: 
 
• Specifications to the Welfare-to-Work Plan Activity- Assignment (WTW 2) 

when the activities in the PLAN 107 CIV change.  
• Added another PLAN 107 CIV for a completed example of a sample 

Action Plan.  
• With TANF Reauthorization,  

– State and Federal required participation has been removed and found 
in ESPHB Chapter 14 – Welfare-to-Work (WTW) activities, and 

– TAD Aid Code Definitions chart has been removed. 
• Added Time Limit reference as effective 11/01/08, Safety Net and other 

unaided work-eligibles are not to be served by TAD ESP.  

 
Filing 
instructions 

File in Chapter 13 of the Employment Services Policy Handbook. 

Remove and Replace: 
Entire Chapter 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0123 is posted on the HS Website. 

 
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 24, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0122 
 
CHAPTER 1 – Introduction To The TAD ESP Program 
CHAPTER 2 – Welfare-To-Work Intake Process 
CHAPTER 3 – Exemptions 
CHAPTER 9 – Job Services Activities 
CHAPTER 15 – Employment Activities 
CHAPTER 20 – Job Retention/Self-Sufficiency 
CHAPTER 22 – Safety Net and Other Unaided Work-Eligibles 

 
Overview The final 2008-09 Budget for County Human Services Programs resulted in a 

substantial decrease in funding statewide including the suspension of the 
CalWORKs Pay for Performance Incentives to counties.    Federal Work 
Participation Rate (WPR) requirements have not changed; however until it is 
administratively possible: 

• Work Eligible Individuals (WEIs) in a Welfare-to-Work (WTW) Program 
Status with an ‘Active WPR’ (I.e. Safety Net, Drug/Fleeing Felons, and 
other CalWORKs unaided WEIs) status will no longer receive services 
from the Transitional Assistance Department Employment Services 
Program (TAD ESP).    

• Job Retention Services are no longer available. 
 
A brief synopsis of general changes and major changes in each chapter are 
located in the blocks on the following pages. 

  
Purpose The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following policy changes to the Employment Services Policy Handbook 
(ESPHB) to reflect changes outlined in the overview. 

• Provided instructions for stopping services to ‘Active WPR’ and Job 
Retention customers. 

• Instructions for assigning current and ongoing ‘Active WPR’ cases to 
virtual district offices. 

 

• Removed all references to Pay for Performance (P4P) Incentives. 
• Deleted reference to the obsolete Job Retention – Informational Flyer 

[TAD ESP 814 (E/S)]. 
• Removed Chapter 20 – Job Retention and Self-Sufficiency. 
• Removed Chapter 22 – Safety Net and CalWORKs Other Unaided Work-

Eligibles. 
• Chapter numbers for Chapter 20 and Chapter 22 are reserved for future 

use. 

  
Effective date This Handbook Letter and policy is effective on November 1, 2008. 

 Continued on next page 
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Employment Services Policy Handbook Letter #0122, Continued 

  
WTW ‘Active 
WPR’ status 
identification 

Customers in ‘Active WPR’ status participating in WTW can be identified: 

• ESS Workload Inventory, and/or 
• ‘WPR Active’ Adhoc report posted (10/23/08) on the C-IV Resource  

Center under ‘Special Reports.’ 

  
WTW ‘Active 
WPR’ status 
case transfer 
process 

Effective immediately, Work-Eligible Individuals (WEIs) with an ‘Active WPR’ 
(I.e. Safety Net, Drug/Fleeing Felons, and other CalWORKs unaided WEIs) 
status will be reassigned to a generic Worker ID for each district, the ESS 
will take the following actions to transfer the case: 

 
Step Action 

1 Close all open activities in the C-IV system, enter the appropriate 
reason. Refer to C-IV User Guide, “Closing an Activity.” 

2 Issue appropriate Notices of Action to discontinue transportation 
supportive services at least ten (10) calendar days prior to the 
effective date of the change.  Refer to ESPHB Chapter 8 – 
Supportive Services. 

3 Create a detailed Journal entry on every action taken. 

4 
Notify Supervising Employment Services Specialist (SESS I) by 
email to review the WTW case for reassignment to a virtual 
generic Worker ID number.  

 
Note:  See ESPHB Chapter 13 – Action Plan/Time Limits for additional 
information for reassigning ‘Active – WPR ‘ (i.e. Safety Net, Drug/Fleeing 
Felons, and other CalWORKs unaided WEls) on an ongoing basis to a 
specific district Worker ID. 

   

Job retention 
case closure 

Effective immediately, Job Retention Services are no longer available.    The 
ESS will take the following actions to close Retention Services: 

 
Step Action 

1 
Close all open activities in the C-IV system, enter the 
appropriate reason. Refer to C-IV User Guide, “Closing an 
Activity.” 

2 

Issue appropriate Notices of Action to discontinue transportation 
supportive services at least ten (10) calendar days prior to the 
effective date of the change.  Refer to ESPHB Chapter 8 – 
Supportive Services. 

3 

Deregister ‘Active Enrolled’ WTW status cases only in C-IV. 
Enter a status of “Deregistered” and the appropriate Status 
Reason on the WTW Program Detail page. 
 

Note:  ‘Active WPR’ cases are reassigned to a generic Worker 
ID number for each district. 

4 Create a detailed Journal entry on every action taken. 

5 
Notify Supervising Employment Services Specialist (SESS I) by 
email to review the deregistered WTW case or for reassignment 
to the district’s generic Worker ID number.  

Continued on next page 
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Employment Services Policy Handbook Letter #0122, Continued 

  
Chapter 1 – 
Introduction to 
the TAD 
Employment 
Services 
Program 

The Introduction to the TAD Employment Services Program Chapter has 
been revised as follows: 
 
• Removed references to: 

– Pay for Performance Incentives, and 
– Serving customers in ‘Active WPR’ (I.e. Safety Net, Drug/Fleeing 

Felons, and other CalWORKs unaided WEIs) status. 
• Revised sanction case monthly reviews to the first three months of a 

WTW sanction. 

  
Chapter 2 – 
Welfare-to-
Work Intake 
Process  

The Welfare-to-Work Intake Process Chapter has been revised to clarify 
mandatory customers served by TAD ESP is limited to non-exempt aided 
Work-Eligible Individuals (WEIs). 

  
Chapter 3 – 
Exemptions  

The Exemption Chapter has been revised by: 
 
• Removing references to Safety Net, Drug/Fleeing Felons, and other 

CalWORKs unaided WEIs. 
• Revised monthly case reviews to the first three months of an exemption. 

 
Chapter 9 – Job 
Services 
Activities 

The Job Services Activities Chapter has been revised as follows: 
 

• Temporary Assistance to Needy Families (TANF) changes effective 
10/01/08: 
– Added four consecutive weeks counting toward Federal Limit are 

based on proceeding 12 month period effective 10/01/2008. 
– Removed reference to Job Readiness/Job Search as concurrent 

activities for single custodial customers as any time spent in this 
activity will start the Federal yearly limit for this activity. 

• Removed references for Safety Net, Drug/Fleeing Felons, and other 
CalWORKs unaided WEIs verified documentation for Job Readiness 
and/or Job Search. 

 
Chapter 15 – 
Employment 
Activities 

The Employment Activities Chapter has been revised as follows: 
 

• Removed reference to Job Retention Services. 
• Added instructions for deregistering employed customers who are 

discontinued from CalWORKs. 

 Continued on next page 
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Employment Services Policy Handbook Letter #0122, Continued 

  
Chapter 20 – 
Job Retention/ 
Self-Sufficiency 

The Job Retention/Self-Sufficiency Chapter has been removed. 

  
Chapter 22 – 
Safety Net and 
Other 
CalWORKs 
Unaided Work-
Eligibles 

The Safety Net and Other CalWORKs Unaided Work-Eligibles Chapter has 
been removed. 

 
Filing 
instructions 

File the following in the Employment Services Policy Handbook. 
 
Remove and Replace: 
• Chapter 1, pages 1-3 through 1-4, and 1-8 
• Chapter 2, page 2-3 
• Chapter 3, pages 3-3 and 3-15 
• Chapter 9, page 9-5 
• Chapter 15, page 15-29.1  
 
Remove: 
• Chapter 20 
• Chapter 22 

   
Posting ESPHB Letter #0122 is posted on the HS Website. 

   
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 22, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0121 
 
CHAPTER  18 - Noncompliance 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• The ESS will complete monthly case reviews for the first three months of 

a sanction. 
• Deleted note stating SIP activity would terminate and customer would be 

assigned to next appropriate activity. SIPs will be sanctioned and go 
through the same non-compliance process as all other customers if they 
do not meet participation requirements. 

 
Filing 
instructions 

File in Chapter 18 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
18-7 
18-22 
18-28 
18-30 
18-35 

 
Effective date This Handbook Letter is effective November 3, 2008. 

  
Posting ESPHB Letter #0121 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 17, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0119 
 
CHAPTER  5 – Good Cause 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• 2nd parent has Good Cause for not participating IF 1st parent is meeting 

participation requirements of 35 hours per week. 
• Employment Specialist (ES) to Employment Services Specialist (ESS). 
• Supervising Employment Specialist I (SES I) to Supervising Employment 

Services Specialist (SESS I). 

 
Filing 
instructions 

File in Chapter 5 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire Chapter 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0119 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 25, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0117 
 
CHAPTER  15 – EMPLOYMENT 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
The Income Reporting Threshold (IRT) chart has been revised. 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
15-18 

 
Effective date This Handbook Letter is effective October 1, 2008. 

  
Posting ESPHB Letter #0117 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
MC:BB:bw 
 



ESPHB #0115  (09/08) CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 24, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0115 
 
CHAPTER  8 – Supportive Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• ESP 751.2 Travel and Ancillary Services Claim Submission Notice is 

obsolete, all references have been deleted from the ESPHB. 
• SIP Supportive Services. 
• The ESS will use the CDC 4 – Child Care Intake Screening Sheet to 

determine if the parent/caretaker is potentially eligible to Stage One Child 
Care or if a referral to KidsnCare (KNC) or the Centralized Eligibility List 
(CEL) is necessary. 

• Child Care stages. 
• SESS I, and/or DD signing the NOA instead of the Service Arrangement 

for transportation approval. 
• Employment Specialist (ES) to Employment Services Specialist (ESS). 
• Supervising Employment Specialist I (SES I) to Supervising Employment 

Services Specialist (SESS I). 

 
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire Chapter 

 
Effective date This Handbook Letter is effective November 3, 2008. 

  
Posting ESPHB Letter #0115 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 22, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0118 
 
CHAPTER  25 – FSET 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB clarification. 
 
• There cannot be an open WTW and FSET case at the same time. 

 
Filing 
instructions 

File in Chapter 25 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
25-9 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0118 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 10, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0114 
 
CHAPTER 4 – Orientation, Appraisal, and Reappraisal 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
ESP 751.2 Travel and Ancillary Services Claim Submission Notice is 
obsolete, all references have been deleted from the ESPHB. 

 
Filing 
instructions 

File in Chapter 4 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 4-2 
Page 4-10 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0114 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

AUGUST 25, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0113 
 
CHAPTER  22 – Safety Net and Other Unaided CW Work-Eligibles 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
For instructions on how to complete the WTW 2, see F&P located under 
TAD, ESP forms. 

 
Filing 
instructions 

File in Chapter 22 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 22-9 

 
Effective date This Handbook Letter is effective August 25, 2008. 

  
Posting ESPHB Letter #0113 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 28, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0112 
 
CHAPTER 22 – Safety Net and Other Unaided CW Work-Eligibles 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
Supportive Service changes  

 
Filing 
instructions 

File in Chapter 22 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 22-5 
Page 22-7 

 
Effective date This Handbook Letter is effective August 4, 2008. 

  
Posting ESPHB Letter #0112 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 24, 2008 
 

EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0111 
 
CHAPTER 8 – Supportive Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Mojave Valley Transportation, Needles bus pass $28.50. 
• Victor Valley Transit, daily bus ticket $3.50 per day. 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 8-11 
Page 8-12 

 
Effective date This Handbook Letter is effective August 1, 2008. 

  
Posting ESPHB Letter #0111 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 21, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0110 
 
CHAPTER 14 – Welfare-to-Work Activities 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB correction. 
 
Example of concurrent activities. 

 
Filing 
instructions 

File in Chapter 14 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 14-7 

 
Effective date This Handbook Letter is effective July 21, 2008. 

  
Posting ESPHB Letter #0110 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 17, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0109 
 
CHAPTER  8 – Supportive Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• MARTA bus pass additions of: 

– $40.00 Dial-A-Ride, and 
– $15.00 OTM  

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 8-12 

 
Effective date This Handbook Letter is effective July 28, 2008. 

  
Posting ESPHB Letter #0109 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 17, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0108 
 
CHAPTER  6 – Domestic Abuse, Substance Abuse, Mental Health Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change. 
 
• Contact information and Referrals for Substance Abuse has changed to: 
 

ATTN:  Paul Terrazas, CATZ 
Department of Behavioral Health (DBH) 
Alcohol and Drug Services Administration 
Phone: (909) 873-4427 
Fax:  (909) 421-9466  

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 6-34 

 
Effective date This Handbook Letter is effective July 21, 2008. 

  
Posting ESPHB Letter #0108 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JUNE 27, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0104 
 
CHAPTER 15 – Employment 
 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

updates to the ESPHB Chapter 15, Section B – Subsidized Employment: 
 
• Added a forms block 
• Updated ES to ESS 
• Corrected WTW 6 to WEX 6 
• Updated customer to WEX worker 
• Corrected Job Services to Job Readiness (Job Club) 
• Added required background/fingerprinting process through HS Personnel 
• Added transitioning time frame from unpaid WEX to subsidized WEX 
• Added eTime submission requirements 
• Added adding/editing subsidized Customers in eTime 
• Added information regarding the WEX Project share drive 
• Added information concerning confidentiality and background results 
• Added information concerning physical results with medical restrictions 

 
Filing 
instructions 

Remove and Replace: 
 
Section B – Subsidized Employment 
 
Obsolete:  
 
• IIN #07-063 ERRATA 
• IIN #08-007 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0104 is posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 1, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0107 
 
CHAPTER 22 – Safety Net and Other Unaided CalWORKs Work-Eligibles 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Stage One Child Care is no longer available for Safety Net/Unaided 

CalWORKs Work Eligible customers for six months from the date their 
aid was discontinued. 
– Safety Net/unaided CalWORKs Work Eligible customers are eligible 

to Stage Two Child Care if they are enrolled in one of the following 
activities, and they were on CW within the last 24 months of being 
discontinued from aid. 

 Employment, 
 Vocational Education and Training, and/or 
 Job Search (four consecutive weeks, not more than six weeks in a  
federal fiscal year).  

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
22-11 

 
Effective date This Handbook Letter is effective July 1, 2008. 

  
Posting ESPHB Letter #0107 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JUNE 27, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0106 
 
CHAPTER 15 – Employment 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• WTW 2 for Employed customers – Hours on the WTW 2 can vary as 

long as the reported hours are with the same employer, and the hours 
meet Federal participation requirements (20, 30, 35). 
− For example: The ESS states on the WTW 2 under “Hours per 

week: 20-30” and if this customer is a Single Custodial Parent with a 
child under six, as long as their employment hours do not fall below 
20 hours per week, the ESS will not need to complete a new WTW 2. 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
15-7 
15-28 
15-29 
 
Add: 
 
15-29.1 

 
Effective date This Handbook Letter is effective July 7, 2008. 

  
Posting ESPHB Letter #0106 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
 
 
MC:BB:wsb 
 



ESPHB #0105  (06/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JUNE 23, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0105 
 
CHAPTER 16 – Education and Training  
 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

updates to the ESPHB Chapter 16 – Education and Training: 
 
• Updated ES to ESS.  
• Added information informing ESS staff that the list of Contracted Service 

Providers is available on the TAD website. 
• Added information informing ESS staff that the ESP 733.4 will be used to 

capture monthly attendance and progress for Contracted Service 
Providers. 

 
Filing 
instructions 

Remove and Replace: 
 
Page 16-37 

 
Effective date This Handbook Letter is effective 07/01/2008 

  
Posting ESPHB Letter #0105 is posted on the HS Website. 

  
Distribution TAD ESP 

  
 
MC:MP:bw 
 



ESPHB #0103  (06/08) TABLE OF CONTENTS PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JUNE 10, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0103 
 
CHAPTER  14 – Welfare-to-Work Activities 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Federal Minimum Wage increases to $6.55 on July 24, 2008 

 
Filing 
instructions 

File in Chapter 14 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 14-17 

 
Effective date This Handbook Letter is effective July 24, 2008. 

  
Posting ESPHB Letter #0103 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JUNE 10, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0102 
 
CHAPTER  15 – Employment 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Federal Minimum Wage increases to $6.55 on July 24, 2008 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
15-5 
15-11 
15-12 

 
Effective date This Handbook Letter is effective July 24, 2008. 

  
Posting ESPHB Letter #0102 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MAY 28, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0099 
 
CHAPTER 12 – Assessment and Learning Disabilities 
 
 

 
Overview The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following revision in order to clarify information in the ESPHB Chapter 12: 
 
• Clarified that the customer attends the Assessment activity on during the 

first three (3) days of Job Search. 
• Added hyperlink for the California’s job market information on the 

Employment Development Department’s website. 
• Included other revisions/additions are as follows: 

– Added TAD ESP throughout chapter. 
– Corrected grammar and formatting as necessary. 
– Removed “Employment Specialist” and “ES,” and replaced with 

“Employment Services Specialist” and “ESS” for consistency 
throughout the chapter. 

 
Filing 
instructions 

File in Chapter 12 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
Entire Chapter. 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0099 is posted on the HS Website. 

 
Distribution TAD ESP 

 
 
 
 
MC:SB:bw 
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ESPHB #0100  (05/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MAY 28, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0100 
 
CHAPTER 9 – Job Services Activities 

 
Overview The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following revisions and additions in order to clarify information in the ESPHB 
Chapter 9. 
 
• Clarified documenting actual hours of participation by deleting “San 

Bernardino County policy is that one in-person employer contact could 
represent one hour of Job Search activity toward the 32/35-hour weekly 
State participation requirement” when evaluating job search contact 
verification. 

• Revised forms block to include new forms used for Job Services: 
– Authorization for Use of Photograph/Videotape and Release of 

Information [ESP/CalWORKs 229G (also available in Spanish)], and 
– Job Readiness Workshop – “Work Opportunity Book” (TAD ESP 40). 

 
Included other revisions/additions are as follows: 
 
• Added TAD ESP throughout chapter. 
• Corrected grammar and formatting as necessary. 
• Removed “Employment Specialist” and “ES,” and replaced with 

“Employment Services Specialist” and “ESS” for consistency throughout 
the chapter.  

  
Filing 
instructions 

File in Chapter 9 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire Chapter 

  
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0100 is posted on the HS Website. 

  
Distribution TAD ESP 

  
 
MC:SB:bw 

 



ESPHB #0101  (05/08) CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MAY 20, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0101 
 
CHAPTER  8 – Supportive Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB change: 
 
Included clarification that the DOC 102 ESP Needs Verification imaging 
coversheet must be used when imaging a Service Arrangement requiring 
authorization. 

 
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
8-7.1 
8-24 through 8-25 

  
Posting ESPHB Letter #0101 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
MC:MF:bw 
 



ESPHB #0096  (05/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MAY 15, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0096 
 
CHAPTER  21 – ICT/IDT 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Replacing Employment Specialist (ES) with Employment Services 

Specialist (ESS). 
• Replacing “working” days with “calendar” days. 
• Address changes for Redlands, Hesperia, and Mountain District. 

 
Filing 
instructions 

File in Chapter 21 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective May 19, 2008. 

  
Posting ESPHB Letter #0096 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
 
 
MC:BB:bw 
 



ESPHB #0098  (05/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MAY 8, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0098 
 
CHAPTER  18 – Noncompliance 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Pre-Sanction Home Calls have been terminated and have been removed 

from this handbook chapter  
• Post Sanction Home Calls have been added to the chapter 
• Replaced Employment Specialist (ES) with Employment Services 

Specialist (ESS) 
• Replaced “calendar” days with “working” days. 

 
Filing 
instructions 

File in Chapter 18 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective May 19, 2008. 

  
Posting ESPHB Letter #0098 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 8, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0097 
 
CHAPTER  8 – Supportive Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Travel Reimbursement Authorization Levels 
• Transportation Assistance (step/action table) 
• Travel Claim Reimbursement (stage/description table) 
• Child Care Funding Stages 

 
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
8-1 
8-7 
8-42 
 
Add: 
 
8-7.1 
8-7.2 
8-42.1 

 
Effective date This Handbook Letter is effective April 21, 2008. 

  
Posting ESPHB Letter #0097 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
MC:BB:bw 
 



ESPHB #0095  (04/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 10, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0095 
 
CHAPTER 2 – Welfare-to-Work Intake Process 

 
Purpose The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following policy changes:  
 
• Orientation and Appraisal are now separate activities. 
• Orientation and Appraisal may be separate appointments or conducted at 

the same time, depending on the situation. 
• Clarified that customers enrolled in vocational education/training 

programs at the time of Appraisal may qualify to be evaluated/approved 
as Self-Initiated Programs (SIPs).  

 
Revisions and additions in order to clarify information in the ESPHB 
Chapter 2: 
• Corrected grammar and formatting as necessary. 
• Added a Forms block for forms used during the WTW Intake process. 
• Added TAD ESP throughout chapter. 
• Added ESPHB chapter references for the overview of Intake flow topics. 
• Clarified the application and intake process for WTW customers. 
• Added ‘end dating’ the work registration code in C-IV. 
• Added scheduling Assessment for customers requiring concurrent WTW 

activities. 
• Removed the Orientation/Appraisal process and replaced with 

Orientation. 

 
Filing 
instructions 

File in Chapter 2 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
Entire chapter 

 
Effective date This Handbook Letter and revised Orientation and Appraisal process is 

effective May 05, 2008. 

  
Posting ESPHB Letter #0095 is posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
MC:SB:kc 
 



ESPHB #0093  (04/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 10, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0093 
  
CHAPTER 4 – Orientation, Appraisal, and Reappraisal 
 

 
Purpose The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following policy changes: 
 

 

• Orientation and Appraisal are now separate activities. 
• Orientation and Appraisal may be separate appointments or conducted at 

the same time, depending on the situation. 
• All districts offices will conduct two Orientations daily, one at 11:00 am 

and one at 3:00 pm.  
• Implementation of a standardized PowerPoint for Group Orientations. 
• Implementation of a new Appraisal appointment language typed into the 

ADM 102 CIV Appointment Letter. 
• New timeframe for completing Appraisal actions. 
• Implementation of a new WTW Program Notice for informing purposes 

(WTW 5).  
• Replaced Orientation/Appraisal (O/A) with Orientation and Appraisal 

listed separately throughout chapter. 
 

Other revisions/additions are as follows: 
 
• Added TAD ESP throughout chapter. 
• Added a References block in the Overview. 
• Corrected grammar and formatting as necessary. 
• Removed “Employment Specialist” and “ES,” and replaced with 

“Employment Services Specialist” and “ESS” for consistency throughout 
the chapter.  

 
Filing 
instructions 

File in Chapter 4 of the Employment Services Policy Handbook. 
 

Remove and Replace: 
IIN 08-026 

Entire chapter 

 
Effective date This Handbook Letter and revised Orientation and Appraisal process is 

effective on May 05, 2008. 

  
Posting ESPHB Letter #0093 is posted on the HS Website. 

  
Distribution TAD ESP 

 
 

MC:SB:bw 
 



ESPHB #0094  (04/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 03, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0094 
 
CHAPTER 16 – Education and Training 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

updates to the ESPHB Chapter 16: 
 
• Updated approval levels and required Supervisor and Management 

signatures.  
• Updated ES to ESS. 
• Updated SES I to SESS I. 

 
Filing 
instructions 

Remove and Replace: 
 
Page 16-43 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting date ESPHB Letter #0094 is posted on the HS Website. 

  
Distribution TAD ESP 

  
 
 
 
 
MC:MP:cds 
 



ESPHB #0093  (04/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 10, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0093 
  
CHAPTER 4 – Orientation, Appraisal, and Reappraisal 
 

 
Purpose The purpose of this Handbook Letter is to inform TAD ESP staff of the 

following policy changes: 
 

 

• Orientation and Appraisal are now separate activities. 
• Orientation and Appraisal may be separate appointments or conducted at 

the same time, depending on the situation. 
• All districts offices will conduct two Orientations daily, one at 11:00 am 

and one at 3:00 pm.  
• Implementation of a standardized PowerPoint for Group Orientations. 
• Implementation of a new Appraisal appointment language typed into the 

ADM 102 CIV Appointment Letter. 
• New timeframe for completing Appraisal actions. 
• Implementation of a new WTW Program Notice for informing purposes 

(WTW 5).  
• Replaced Orientation/Appraisal (O/A) with Orientation and Appraisal 

listed separately throughout chapter. 
 

Other revisions/additions are as follows: 
 
• Added TAD ESP throughout chapter. 
• Added a References block in the Overview. 
• Corrected grammar and formatting as necessary. 
• Removed “Employment Specialist” and “ES,” and replaced with 

“Employment Services Specialist” and “ESS” for consistency throughout 
the chapter.  

 
Filing 
instructions 

File in Chapter 4 of the Employment Services Policy Handbook. 
 

Remove and Replace: 
IIN 08-026 

Entire chapter 

 
Effective date This Handbook Letter and revised Orientation and Appraisal process is 

effective on May 05, 2008. 

  
Posting ESPHB Letter #0093 is posted on the HS Website. 

  
Distribution TAD ESP 

 
 

MC:SB:bw 
 



ESPHB #0091  (04/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 01, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0091 
 
CHAPTER 23 – Teen Participation Requirements 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

updates to the ESPHB Chapter 23: 
 
• Separated 16 and 17-year-old teen requirements from 19-year-old teen 

parent requirements  
• Added teen and teen parent definitions   
• Added monthly attendance and progress requirements  
• Added granting hours for two (2) months when the customer is attending 

school but not making satisfactory progress 
• Removed information regarding referring teens and teen parents to 

contracted service providers for HSD or GED.  

 
Filing 
instructions 

Remove and Replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0091 is posted on the HS Website. 

 
Distribution TAD ESP 

 
 
 
 
MC:MP:bw 
 



ESPHB #0092  (03/08)   CVR LTR PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 28, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0092 
 
CHAPTER  22 – Safety Net and Other CalWORKs Unaided Work Eligibles 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Child Care information updated to match current Child Care regulations. 
• Replace ES with ESS. 

 
Filing 
instructions 

File in Chapter 22 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Pg. 22-11 

 
Effective date This Handbook Letter is effective April 7, 2008. 

  
Posting ESPHB Letter #0092 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
 
 
MC:BB:bw 
 



ESPHB #0090  (03/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 27, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0090 
 
CHAPTER 1 – Introduction to the Transitional Assistance Department 

Employment Services Program 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

revisions and additions in order to clarify information in the ESPHB 
Chapter 1: 
 

• Added a references block and TAD mission statement in the chapter 
overview. 

• Added TAD ESP throughout chapter. 
• Removed “Employment Specialist” and “ES,” and replaced with 

“Employment Services Specialist” and “ESS” for consistency throughout 
the chapter.  

• Added the following blocks to the Definitions topic in this chapter: 
– TANF, 
– TANF Reauthorization, 
– Work-Eligible Individual, 
– California’s Work Verification Plan,  
– Economic Development Department,  
– Workforce Development Department, and 
– Pay-for-Performance Incentives. 

• Added a “Work First” culture topic. 
• Clarified Work Participation Rate (WPR) by adding: 

– WPR definition, 
– Verifiable documentation for paid and unpaid work-related activities, 
– Federal WPR requirements, and 
– WPR team communication. 

• Added Caseload management tools and resources block. 

 
Filing 
instructions 

File in Chapter 1 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
Entire chapter 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0090 is posted on the HS Website. 

  
Distribution TAD ESP 

 

MC:SB:bw 



ESPHB #0083  (03/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 27, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0083 
 
CHAPTER 20 – Job Retention and Self-Sufficiency 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

revisions and additions in order to clarify information in the ESPHB 
Chapter 20: 
 
• Corrected grammar and formatting as necessary. 
• Added TAD ESP throughout chapter. 
• Removed “Employment Specialist” and “ES,” and replaced with 

“Employment Services Specialist” and “ESS” for consistency throughout 
the chapter.  

• Added a forms table in the chapter overview. 
• Removed references from “discontinued from CalWORKs due to 

employment,” and replaced with “employed at the time of CalWORKs 
discontinuance.” 

• Added “…and Self-Sufficiency” to the footer throughout chapter.  
• Effective upon receipt, the case transfer process to initiate job retention 

services will be for all customers who are employed 32/35 hours per 
week at the time of CalWORKs discontinuance. 

• Added information about eligibility for Stage One Child Care. 
• Added verification for job search by use of the PLAN 108 CIV – Employer 

Contact Verification form. 
• Replaced “Projecting hours” block with “Documenting verified hours of 

employment” block. 

 
Filing 
instructions 

File in Chapter 20 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
Entire chapter 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0083 is posted on the HS Website. 

  
Distribution TAD ESP 

 

 
MC:SB:bw 

 



ESPHB #0089  (03/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 26, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0089 
 
CHAPTER  15 – Employment Activities 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB changes. 
 
• Newly Employed Customers 
• Monthly Monitoring of Employed Customers  
• Replaced ES with ESS 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Table of Contents 
15-28 
15-29 
 
Add: 
 
15-26.2 

 
Effective date This Handbook Letter is effective April 7, 2008. 

  
Posting ESPHB Letter #0089 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
MC:BB:cds 



ESPHB #0087  (02/08) CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

FEBRUARY 21, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0087 
 
CHAPTER  3 – Exemptions 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

ESPHB Chapter 3 – Exemptions change. 
 
• Determining an exemption for the Care of a Child under 12 months of 

age, referred to as a Full Exemption (FE). 
• Using the Full Exemption (FE) – Child Under One document located on 

the TAD Website under Tools.  

 
Filing 
instructions 

File in Chapter 3 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
3-8 
3-9 
3-10 
3-11 
 
Add: 
 
3-11.1 
3-11.2 

 
Effective date This Handbook Letter is effective March 3, 2008. 

  
Posting ESPHB Letter #0087 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
MC:BB:bw 
 
 
 



ESPHB #0088  (02/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

FEBRUARY 11, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0088 
 
CHAPTER  8 – Supportive Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

change to the ESPHB Chapter 8 
 
• Transportation Mileage Reimbursement rate changes from 26 cents to 

37.4 cents per mile effective March 1, 2008. ESs will issue an NOA with 
the current mileage reimbursement rate effective March 1, 2008. C-IV will 
change the mileage reimbursement rate in the system on March 24, 
2008. 

• The SES I, ESM or Deputy Director will sign the Service Arrangement if 
required to authorize payment. 

• New phone number for Morongo Basin Transit Authority (MBTA). 
• Adelanto ESP can use Valero gas cards. 

 
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
8-6 through 8-9 
8-12 
8-14 
8-15 
8-17 through 8-21 
8-23 
8-24 

 
Effective date The mileage reimbursement increase is effective March 1, 2008. ESs will 

reimburse customers at the rate of 37.4 cents per mile when they process 
March 2008 travel reimbursement claims received in April 2008. 
 
ESs will an NOA with the current mileage reimbursement rate beginning 
March 4, 2008. C-IV will change the mileage reimbursement rate in the 
system on March 24, 2008. 

  
Posting ESPHB Letter #0088 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
MC:BB:bw 
 



ESPHB #0086  (01/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 24, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0086 
 
CHAPTER 25 – Food Stamp Employment and Training 
 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

updates to ESPHB Chapter 25: 
 
• Added information regarding not creating Orientation and Appraisal (O/A) 

activities for Food Stamp Employment and Training (FSET) customers.     
• Added information regarding approved FSET activities. 

 
Filing 
instructions 

File in Chapter 25 of the Employment Services Policy Handbook 
 
Remove and Replace: 
 
Page 25-7 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0086 is posted on the HS Website. 

 
Distribution TAD ESP 

 
 
 
 
MC:MP:bw 
 



 

ESPHB #0085  (01/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 23, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0085 
 
CHAPTER  22 – Safety Net and Other CalWORKs Unaided Work-Eligibles 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

new ESPHB Chapter 22 – Safety Net and other unaided CalWORKs Work-
Eligible customers. 

 
Filing 
instructions 

File in Chapter 22 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire Chapter 22 – Deregistered/Exempt Status 
 
Obsolete: 
 
IIN #07-042 Errata 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0085 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
 
MC:BB:bw 
 



ESPHB #0082  (01/08)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 24, 2008 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0082 
 
CHAPTER 10 – Tax Credits 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

revisions and additions in order to clarify information in the ESPHB 
Chapter 10. 
 

• Clarified the Federal Tax Credit available with the expansion associated 
with the consolidated Work Opportunity Tax Credit (WOTC) effective 
through August 31, 2011:  
– Deleted references to the Welfare-to-Work Tax Credit (WTWTC). 
– Updated forms and references. 
– Updated age ceiling for Target Group G (Food Stamp) from 25 to 40 

years of age. 
– Removed income eligibility for Target Group C (Ex-Felons). 
– Added information about Target Group D (Designated Community 

Resident formerly High-Risk Youth). 
– Added information about Target Group F (Summer Youth). 
– Updated filing deadline for WOTC claimants from 21 to 28 calendar 

days after the start date of employment. 
– Added current information for Target Groups A through H.   
– Clarified information about Long-term Family Assistance Recipient 

(Target Group I) retaining a higher tax credit amount due to the 
merger of the former WTWTC with the consolidated WOTC. 

• Revised information regarding Earned Income Credit (EIC) for the 2007 
tax year. 
– Updated current earned income qualification and investment income 

amounts. 
– Updated maximum EIC credit amounts. 
– Included information about EIC forms [Pub 428 (E/S), Pub 429 (E/S), 

and W-5]. 

 
Filing 
instructions 

File in Chapter 10 of the Employment Services Policy Handbook.  
Remove and Replace:  
Entire Chapter 

  
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0082 is posted on the HS Website. 

  
Distribution TAD ESP 

  
MC:SB:bw 



 

  (12/07)  MC:BB:cds  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 6, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0081 
 
CHAPTER 21 – ICT/IDT 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

change to the ESPHB Chapter 21: 
 
• Zip Codes 

 
Filing 
instructions 

File in Chapter 21 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
21-4 
21-5 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0081 will be posted on the HS Website. 

  
Distribution TAD ESP 

 



ESPHB #0079  (12/07)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 17, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0079 
 
CHAPTER 12 – Assessment and Learning Disabilities 
 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

revisions and additions in order to clarify information in the ESPHB 
Chapter 12. 
 
• Added information about Learning Disability Schedules available on the 

TAD website under tools. 

 
Filing 
instructions 

File in Chapter 12 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
12-18 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0079 is posted on the HS Website. 

  
Distribution TAD ESP 

  
 
 
 
MC:SB:bw 
 
 



ESPHB #0080  (12/07)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 26, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0080 
 
CHAPTER 3 – Exemption 
 

   
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 3: 
 
• Reviewing and Re-evaluating an Exemption 
• Safety Net and exemption 
• Exemption journal requirements 
• 60-month CalWORKs exemptions that do not stop the clock 
• Information from Chapter 22 Deregistered/Exempt Status 

 
Filing 
instructions 

File in Chapter 3 of the Employment Services Policy Handbook 
 
Remove and Replace: 
 
Chapter 3 

 
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 20, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0077 
 
CHAPTER 9 – Job Services Activities 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

revisions and additions in order to clarify information in the ESPHB 
Chapter 9.  
• Clarified activities deemed and counted as Job Services activities:  

– Job Readiness (Job Club) is used throughout the chapter. 
– Added activities that may count under Job Services activities. 
– Deleted references to Unsupervised Job Search. 
– Listed Job Counseling and Job Placement as assistance. 

• Included calculation of hours, attendance, documentation, and 
verification of Job Services activities. 
– Clarified Federal participation hours regarding the four-

consecutive/six week total Federal fiscal limit (October 1st through 
September 30th) for stand-alone Job Services activities. 

– Clarified how concurrent Job Services activities when combined with 
other Federally approved activities will not count toward the Federal 
fiscal limit.  

– Deleted block about extending Job Services activities. 
– Added specifications to the calculation of one hour or more 

participation in a Job Services activity counts as a one week 
(beginning Monday and ending Sunday) of participation toward the 
Federal fiscal limit. 

– Added attendance policy information on documenting and verifying 
Job Readiness (Job Club) and/or Job Search. 

– Included information on approved Holidays and excused absences. 
– Clarified counting hours of Job Search based on employer contacts. 

• Included participation guidelines for volunteer customers attending Job 
Readiness (Job Club). 

• Revised forms block to include additional forms used for Job Services. 
• Added current information about Job Placement Services. 

 
Filing 
instructions 

File in Chapter 9 of the Employment Services Policy Handbook.  
Remove and Replace:  
Entire Chapter 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0077 is posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 20, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0078 
 
CHAPTER 15 – Employment Services Activities 
 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

revisions and additions in order to clarify information in the ESPHB 
Chapter 15. 
 
• Added information about paid Apprenticeship programs. 
• Benefits for ESP customers. 
• Instructions for finding Apprenticeship sponsors through the Division of 

Apprenticeship Standards (DAS) website. 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Table of Contents 
15-1 through 15-3 
 
Add: 
 
15-26.1 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0078 is posted on the HS Website. 

 
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 6, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0076 
 
CHAPTER 15 – Employment Activities 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

change to the ESPHB Chapter 15: 
 
• 30 Employment Letter - obsolete 
• 35 Employment Letter - obsolete 
• Self-Employment 
• Employment Verification 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
15-1 
15-7 
15-12 
15-13 
 
Add: 
 
15-12.1 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0076 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 5, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0075 
 
CHAPTER 14 – Welfare-to-Work Activities 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

change to the ESPHB Chapter 14: 
 
• Job Skills Training Directly Related to Employment 
• Education Directly Related to Employment (customers who have not 

received a HSD or equivalent) 
• Vocational Education beyond the 12-month limit 

 
Filing 
instructions 

File in Chapter 14 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
14-3 
14-16 
14-17 
14-20 
14-24 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0075 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 4, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0074 
 
CHAPTER 2– Welfare-to-Work Intake Process 
 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

revisions in order to clarify information in the ESPHB Chapter 2: 
 
• With TANF Reauthorization,  

– Added a Work-Eligible definition block clarifying who is included and 
excluded in the definition. 

• Deleted who does not participate block as Safety Net and other unaided 
Work-Eligibles are now to be served by ESP.  

• Added block for work registration code under ES responsibilities and 
Orientation/Appraisal completions. 

 
Filing 
instructions 

File in Chapter 2 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
2-1 
2-2 
2-11 
 
Remove: 
IIN 07-043 
IIN 06-070 ERRATA 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0074 is posted on the HS Website. 

 
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 4, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0073 
 
CHAPTER 16 – Education and Training  
 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

change to the ESPHB Chapter 16: 
 
• Updated definitions. 
• Added Education Directly Related to Employment (customers who have 

not received a HSD or equivalent). 
• Added Job Skills Directly Related to Employment. 
• Added ES steps for changing customers from Vocational 

Education/Training activity to Job Skills Training Directly Related to 
Employment or Education Directly Related to Employment after 12 
months of cumulative participation.  

• Added counting participation for customers who attend class but are not 
making satisfactory progress in ABE, ESL, or GED. 

 
Filing 
instructions 

File in Chapter 16 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire Chapter 

 
Effective date This Handbook Letter is effective immediately. 

  
Distribution TAD ESP 

 
 
 
 
 
MC:MP:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 21, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0070 
 
CHAPTER 8 – Supportive Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

change to the ESPHB Chapter 8: 
 
• G-845 – INS Document Verification Request 
• Replacement Green Card Information 
• Foothill Transit – Public Transportation 
• Victor Valley Transit Rate Changes 
• Gas Card Advance Information 

 
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire chapter 
 
Obsolete: 
 
IIN #07-070 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0070 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 14, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0072 
 
CHAPTER 20 – Job Retention and Self-Sufficiency 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

revisions and additions in order to clarify information in the ESPHB 
Chapter 20: 
 
• Removed references to unaided work-eligible customers from Ineligible 

customer information. 
• Clarified length of Ancillary services. 
• Clarified eligibility criteria for Child care services.  
• Added gas cards to Transportation services. 
• Removed references to Career Progression (CP), and replaced with  
      self-sufficiency. 
• Added length of service for Behavioral Health, Substance Abuse, and 

Domestic Violence services to three (3) months following CalWORKs 
discontinuance date,  

• Clarified Job Retention services for loss of employment. 

 
Filing 
instructions 

File in Chapter 20 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
Entire chapter 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0072 is posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 13, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0071 
 
CHAPTER 12 – Assessment and Learning Disabilities 
 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

revision in order to clarify information in the ESPHB Chapter 12: 
 
• Clarified that all Self-Initiated Program (SIP) customers requiring a 

concurrent activity to meet the minimum participation hours of 32/35 per 
week will require an assessment. 
– Deleted the following reference on page 12-3 in the Exclusion from 

Assessment block: “If the customer and the ES agree on concurrent 
activities, an Assessment is not required.” 

 
Filing 
instructions 

File in Chapter 12 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
Page 12-3 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0071 is posted on the HS Website. 

 
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 13, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0068 
 
CHAPTER 13 – Action Plan/Participation Hours 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

revisions and additions in order to clarify information in the ESPHB 
Chapter 13: 
 
• Instructions for determining the Action Plan (PLAN 107 CIV) end dates. 
• Specifications to the Welfare-to-Work Plan Activity- Assignment (WTW 2) 

when the activities in the PLAN 107 CIV change.  
• Deleted Time Limit reference as Safety Net and other unaided  
 work-eligibles are now to be served by ESP.  
• Added locations for the following forms: 

– PLAN 107 CIV,  
– Welfare-to-Work Plan Rights & Responsibilities (WTW 1), and  
– Welfare-to-Work Guidebook (ESP/CW 168). 

• Sample PLAN 107 CIV has been revised to include a completed example 
of a sample Action Plan.  

• Clarified a customer’s required participation at child(ren)’s school as a 
Community Service activity.  

• With TANF Reauthorization,  
– State and Federal required participation has been updated, and 
– TAD Aid Code Definitions chart has been revised with a column for 

count towards Work Participation Rate (WPR). 

 
Filing 
instructions 

File in Chapter 13 of the Employment Services Policy Handbook. 

Remove and Replace: 
Entire Chapter 

Remove: 
IIN 06-065 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0068 is posted on the HS Website. 

 
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 29, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0069 
 
CHAPTER 14 – Welfare-to-Work Activities 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 14: 
 
• Definition of Core activities 
• Definition of Non-core activities 
• Definition of Supported Work or Transitional Employment 
• Definition of Work-Eligible 
• ESP 735.2 form 
• NAR 1 – No Address Recipient Responsibilities 
• Ten approved State holidays 
• Semester breaks or planned school shut downs 
• On-line courses 
• Attendance Verification 

 
Filing 
instructions 

File in Chapter 14 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0069 will be posted on the HS Website. 

  
Distribution TAD ESP 

 
 
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 10, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0066 
 
CHAPTER 15 – Employment Activities 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 15: 
 
• Core hour definition 
• Non-Core hour definition 
• Income Reporting Threshold (IRT) Chart 
• Two or more employments 
• Counting Hours of Employment 
• Rounding up hours 
• Delete references to the WTW 3 – obsolete form 
• Delete references to the ESP 761.6 – obsolete form 
• How Work Study and On the Job Training (OJT) activities are entered in 

C-IV 

 
Filing 
instructions 

File in Chapter 15 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0066 will be posted on the HS Website. 

  
Distribution TAD ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 19, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0065 
 
CHAPTER 25 – Food Stamp Employment and Training 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 25: 
 
• FSET exemptions 
• Fingerprinting process 
• Lack of adequate transportation 
• Remote areas 
• Zip codes with available Workfare sites 

 
Filing 
instructions 

File in Chapter 25 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
25-4 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0065 will be posted on the HS Website. 

 
Distribution TAD ESP 

 
 
 
 
MC:BB:kc 
 



ESPHB #0064  (09/07)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 7, 2007 
 
ESMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0064 
 
CHAPTER 25 – Food Stamp Employment and Training 
 
 

 
Overview This handbook chapter has been updated to: 

 
• Include the new Food Stamp & Employment Training (FSET) 

fingerprinting process.  

 
Filing 
instructions 

Remove and Replace: 
 
Table of Contents 
25-1 
25-2 
25-5 
25-17 
 
Add: 
 
25-15.1 
25-15.2 

 
Distribution ESPHB 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

AUGUST 27, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0063 
 
Chapter 11 – Business Services, Job Placement, and Job Match 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 11: 
 
• EDA information 
• Definitions 
• Job Fairs 
• Customized Training 
• TAD Job Placement Specialist Duties 
• ESP 835-JPS Monthly Job Referral Report 

   
Filing 
instructions 

File in Chapter 11 of the Employment Services Policy Handbook. 
 
Remove and replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0063 will be posted on the HS Website.   

  
Distribution “TAD ESP” 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 05, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0062 
 
CHAPTER 8 – Supportive Services 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

change to the ESPHB Chapter 8: 
 
• Valero gas cards for Redlands ESP mountain residents only 

 
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 8-13 
Page 8-14 

 
Effective date This Handbook Letter is effective August 1, 2007. 

 
Posting ESPHB Letter #0062 will be posted on the HS Website. 

 
Distribution TAD ESP 

 
 
 
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JUNE 22, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0060 
 
Chapter 8 – Supportive Services 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 8: 
 
• Omnitrans bus pass fare increases 

  
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 8-11 

 
Effective date This Handbook Letter is effective July 1, 2007. 

 
Posting ESPHB Letter #0060 will be posted on the HS Website. 

 
Distribution “ESPHB” 

 
 
 
 
 
MC:SB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MAY 1, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0059 
 
CHAPTER 16 – Education and Training 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

change to the ESPHB Chapter 16: 
 
• LEP customers 
• Core, non-core activity information 
• WEX or Community service calculations below 20 hours per week 
• ESP 735.2 Attendance Report 
• ESP 735.2 Cover Letter 
• Excused absence documentation 
• Special Needs flag 
• GED Testing location, cost change 
• Preschool Service information 
• WTW 2 must show title of school program 

 
Filing 
instructions 

File in Chapter 16 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire Chapter 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0059 will be posted on the HS Website. 

 
Distribution TAD ESP 

 
 
 
MC:BV:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 26, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0055 
 
CHAPTER 18 – Noncompliance 
 
 

 
Overview This handbook chapter has been updated to: 

 
• Remove reference to durational sanctions  
• Add Pre-Sanction Home Call Information 
• Add “Typical” noncompliance flowchart 
• Clarify the WTW 2 must be completed in conjunction with the WTW 29 

and WTW 32 
• Clarify the WTW Sanction status is to be updated the first of the month 

the grant is reduced 
• Add three (3) working day time frames.  

 
Filing 
instructions 

Remove and Replace: 
Entire Chapter 
 
Remove: 
IIN 07-026 

 
Distribution TAD – ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 2, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0057 
 
CHAPTER 12 – Assessment and Learning Disabilities 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

change to the ESPHB Chapter 12: 
 
• COPSystem Comprehensive Career Guide 

 
Filing 
instructions 

File in Chapter 12 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
12-5 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0057 will be posted on the HS Website. 

  
Distribution TAD/ESP 

 
 
 
 
 
MC:BB:wsb 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 4, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0056 
 
CHAPTER 11 – Business Services, Job Placement, and Job Match 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 11: 
 
• JESD changed to Workforce Development Department (WDD) 
• New WDD phone number 
• New WDD website 
 
Reminder: Every WTW customer must be registered in the WDD system 

 
Filing 
instructions 

File in Chapter 11 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter #0056 will be posted on the HS Website. 

  
Distribution TAD/ESP 

 
 
 
 
 
MC:BB:wsb 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

FEBRUARY 15, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0052 
 
CHAPTER 3– Exemptions 
 
 

 
Overview This Handbook Letter provides new information to staff on the: 

 
• Definition of disability for SSI purposes, 
• Criteria for referring a customer to the SSI advocate, and 
• Role of the SSI Advocate. 

 
Summary of 
changes 

In the Exemptions Chapter in the “CW 61 – Medical Report” section 
specific criteria are set forth for determining if a customer should be referred 
to the SSI Advocate. In this same section, a definition of disability for the SSI 
program is provided. 
 
Also in the Exemption Chapter in the “SSI Advocacy” section the duties of 
the SSI Advocate are outlined for staff. 

 
Filing 
instructions 

Remove and Replace: 
ESPHB Exemptions Chapter pages 3-10 – 3-10.1, 3-13, and 3-14 

 
Distribution TAD - ESPHB 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 12, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0054 
 
CHAPTER 12 – Assessment and Learning Disabilities 
 
 

 
Overview Updates to this handbook provide ESP staff with example questions to assist 

in screening Limited English Proficient (LEP) customers for learning 
disabilities.  The examples will assist the bilingual Employment Specialist 
(ES) in determining which individuals may need a Learning Disability 
Evaluation (LDE). The ES may refer the LEP to a LDE any time a learning 
disability is suspected. 
 
Clarification was added to enter language other than English on the LDE 
referral form before sending to contracted provider. 
 
General clean-up of the chapter to ensure consistent terminology throughout. 

 
Filing 
instructions 

Remove and Replace: 
 
Entire chapter 12 

 
Distribution ESPHB 

 
 
 
 
 
MC:VO:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

FEBRUARY 20, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0053 
 
Chapter 8 – Supportive Services 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 8: 
 
• Mileage Reimbursement Rate changed from 23 cents per mile to 26 

cents per mile effective February 1, 2007. 

  
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
8-6 
8-8 
8-16 
8-17 
8-19 
8-21 

 
Effective date ESs will reimburse customers at the rate of 26 cents per mile when they 

process February 2007 travel reimbursement claims received in March. 

 
Posting ESPHB Letter #0053 will be posted on the HS Website. 

 
Distribution “TAD ESP” 

 
 
 
 
 
MC:BB:wsb 
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SAN BERNARDINO COUNTY HUMAN SERVICES  
 

JANUARY 11, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0051 
 
CHAPTER 10 – Tax Credits 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 10: 
 
• Revised website pages 
• New EIC information 
• Child Tax Credit (CTC) information 

 
Filing 
instructions 

File in Chapter 10 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Chapter 10 

 
Effective date This Handbook Letter is effective immediately. 

  
Posting ESPHB Letter # 0051 will be posted on the HS Website. 

 
Distribution “TAD ESP” 

 
 
 
 
MC:BB:lc 
 



ESPHB #0050  (1/07)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 11, 2007 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0050 
 
CHAPTER 8 – Supportive Services 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 8: 
 
• The California ID fee for low-income individuals has increased to 

$7.00 

   
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 8-27 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0050 will be posted on the HS Website. 

  
Distribution “TAD ESP” 

  
 
 
 
 
MC:BB:wsb 
 



 

ESPHB #0049  (12/06)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 20, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0049 
 
CHAPTER 6 – Domestic Abuse/Substance Abuse/Mental Health Services 
 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 6: 
 
• The ES obtains ESM approval after three (3) months of a stand-alone 

Mental Health activity. 
• The ES does not need the ESP 737 form for a stand-alone Mental Health 

activity. 
• ES referrals to Mental Health services. 

  
Filing 
instructions 

File in Chapter 6 of the Employment Services Policy Handbook. 
 
Remove and replace: 
 
6-2 
6-35 
6-53 
6-63 

 
Effective date This Handbook Letter is effective immediately. 

 
Distribution “TAD ESP” 

  
 
 
 
 
MC:BB:wsb 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

DECEMBER 7, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK #0048 
 
CHAPTER 25 – FSET 
 
 

 
Overview This handbook letter will update the process for referring FSET customers to 

Public Health for medical examinations. New referral processes are effective 
12/18/06. 

 
Filing 
instructions 

Remove and Replace: 
 
Table of Contents 
Pages 14-17 
 
Remove: 
 
IIN # 06-065 

 
Distribution TAD - ESP 

 
 
 
 
 
MC:VO:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 21, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0047 
 
CHAPTER 6 – Domestic Abuse/Substance Abuse/Mental Health Services 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 6: 
 
• Instructions to create a new Action Plan when a customer has a dual 

diagnosis. 
• The ESP 733.4 Attendance and Progress Report (monthly) is completed 

by the provider and routed to the ES by the 10th calendar day of every 
month. 

• ESP 711.56 form name change to HS 711.56. 
• HS 711.56 replaces the ESP 711.8 Progress Report. 
• The 60-month clock stops for Domestic Abuse Good Cause cases. 
• SESI approval needed to extend Good Cause status beyond 30 days. 
• HS Release of Information now called the HS 39. 
• Imaging action step added. 
• Customer receives copies of the HS 711.56 and the ABCDM 228 

Applicant’s Authorization for Release of Information when referred for 
services. 

• The ES obtains ESM approval after three (3) months of a stand-alone 
Substance Abuse activity. 

• The ES does not need the ESP 737 form for a stand-alone Substance 
Abuse activity. 

• The ES must notify a contracted provider via the ESP 019 when a 
customer is dropped from services or becomes ineligible for services. 

 
Filing 
instructions 

Remove and Replace: 
 
Entire Chapter 

 
Distribution TAD -ESP 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

NOVEMBER 13, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0046 
 
Chapter 8 – Supportive Services 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 8: 
 
• Deleted all references to amending the WTW Plan (a new plan must be 

created). 
• Travel claims need a date stamp. 
• Mojave’s monthly bus pass is $38.00. 
• The County reimburses the customer within ten working days. 
• Use the HSS 48 (E/S) Declaration form. 

  
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire Chapter 8 

 
Effective date This Handbook Letter is effective immediately. 

 
Posting ESPHB Letter #0046 will be posted on the HS Website. 

 
Distribution “ESP” 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 24, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0044 
 
CHAPTER 1 – Introduction to the Transitional Assistance Department 

Employment Services Program 
 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB, Chapter 1:  
  
• Added case manager duties 
• Added facilitator duties 
• Added Federal Fiscal year job search time limit information 
• Added C-IV and Journal entry information 
• Added IEVS New Hire Report information 
• Added Special Needs accommodation flag information 

 
Filing 
Instruction 

Remove and Replace: 
 
Entire Chapter 

  
Distribution TAD - ESP 

 
 
 
 
 
MC:VO:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

OCTOBER 30, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK #0045 
 
CHAPTER 25 – FSET 
 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB, Chapter 25:  
  
• FSET 61 form name change 
• Added information that hours may not be combined  
• Added communication information between ESS and EW 
• Updated Journal entry and C-IV information 
• Added instructions for tracking attendance 
• Added disqualified customer stage description chart 
• Added new Workfare site list location 
• Added instructions to add Fax number to FSET 202 

 
Filing 
instructions 

Remove and Replace: 
 
Entire chapter 
 
Remove: 
 
IIN#06-057 Errata 

 
Distribution TAD - ESP 

 
 
 
 
 
MC:VO:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 12, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0043 
 
CHAPTER 4 – Orientation/Appraisal/Reappraisal 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 4: 
 
• To consistently use the term “customer”, and 
• To align the ESP handbook with the CalWORKs handbook 

   
Filing 
instructions 

File in Chapter 4 of the Employment Services Policy Handbook. 
 
Remove and replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective immediately upon receipt. 

 
Posting ESPHB Letter #0043 will be posted on the HS Website.   

  
Distribution “ESP” 

  
 
 
 
 
MC:BB:wsb 
 



ESPHB #0042  (09/06)   CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 11, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0042 
 
CHAPTER 7 – Self-Initiated Education And Training Programs (SIPS) 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

change to the ESPHB Chapter 7: 
 
• To consistently use the term “customer”, and 
• To align the ESP handbook with the CalWORKs handbook 

   
Filing 
instructions 
 

File in Chapter 7 of the Employment Services Policy Handbook. 
 
Remove and replace: 
 
7-4 

 
Effective date This Handbook Letter is effective immediately upon receipt. 

 
Posting ESPHB Letter #0042 will be posted on the HS Website.   

  
Distribution “ESP” 

  
 
 
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 11, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0041 
 
CHAPTER 9 – Job Services Activities 
 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

change to the ESPHB Chapter 9: 
 
• To consistently use the term “customer”, and 
• To align the ESP handbook with the CalWORKs handbook 

 
Filing 
instructions 

File in Chapter 9 of the Employment Services Policy Handbook. 
 
Remove and replace: 
 
Pages 9-2 and 9-5 

 
Effective date This Handbook Letter is effective immediately upon receipt. 

 
Posting ESPHB Letter #0041 will be posted on the HS Website. 

 
Distribution “ESP” 

 
 
 
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 12, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0040 
 
CHAPTER 2 – Welfare-to-Work Intake Process 
 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 2: 
 
• To consistently use the term “customer”, and 
• To align the ESP handbook with the CalWORKs handbook 

 
Filing 
instructions 

File in Chapter 2 of the Employment Services Policy Handbook. 
 
Remove and replace: 
 
Entire Chapter 

 
Effective date This Handbook Letter is effective immediately upon receipt. 

 
Posting ESPHB Letter #0040 will be posted on the HS Website.   

  
Distribution “ESP” 

  
 
 
 
 
MC:BB:wsb 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

SEPTEMBER 12, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0039 
 
CHAPTER 25 – Food Stamp Employment and Training 
 
 

 
Overview Effective 10/1/06, the Employment Services Program will implement the 

Food Stamp Employment and Training (FSET) Program for San Bernardino 
County.  The Community Action Partnership (CAP) previously administered 
the program. 

 
In this chapter This chapter contains information for implementing and monitoring the FSET 

program. Information included in this chapter: 
 
• FSET Customer 
• Work Activities 
• Non-participation 
• Medical Examination  
• Supportive Services 
• Forms 

  
Transition 
instructions 

In an effort to provide seamless service and to impact the customer as little 
as possible during the transition, instructions included in this cover letter will 
provide direction for handling the new and existing FSET customer.  
 
New FSET customers –  
When assigning new FSET customers to an activity follow instructions in this 
chapter. If a customer wishes to attend a Workfare site in an area that has 
not been established or medical exams are not available, offer an in-house 
activity such as Job Club or Job Search to meet program requirements.  

Continued on next page 
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CHAPTER 25 – Food Stamp Employment and Training, 
Continued 

 
Transition 
instructions 
(continued) 

Existing FSET customers –  
Customers currently in Workfare sites must meet with the FSET ESS in their 
district to determine if their Workfare site has a valid Contract with TAD, sign 
a new Workfare Assignment notice, FSET 202, and arrange supportive 
services as needed.  New medical examinations are not required for 
customers who were assigned to Workfare activities by CAP. Mailing lists will 
be provided and all existing customers must be scheduled to meet with the 
FSET ESS by 9/30/06. 

 
If the existing 
customer… 

Then… 

Is attending a 
worksite that has 
entered into a 
contract with 
TAD, 

• Schedule an appointment to meet with the 
customer, 

• Explain program requirements and services 
available,  

• Have the customer sign a Workfare Assignment 
notice, FSET 202, listing their current Workfare site 
as their activity, 

• Arrange supportive services, if needed,  
• Enter C-IV screens,  
• Journal all information, and 
• Image signed documents into C-IV. 

Is attending a 
worksite that did 
not enter into a 
contract with 
TAD, 

• Schedule an appointment to meet with the 
customer, 

• Explain program requirements and services 
available,  

• Offer Job Club/Job Search to meet program 
requirements, if customer declines and if available, 
assign a new Workfare site, 

• Have the customer sign a Workfare Assignment 
notice, FSET 202, listing their current Workfare site 
as their activity, 

• Arrange supportive services, if needed,  
• Enter C-IV screens,  
• Journal all information, and 
• Image signed documents. 
 
Note: If Workfare site is unavailable and customer does 

not wish to attend an in-house activity, notify the 
EW to apply the 15% exemption for 30 days.  
ESS to hold case and review in 30 days to 
arrange next appropriate activity. 

Continued on next page 
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CHAPTER 25 – Food Stamp Employment and Training, 
Continued 

 
Appointment 
letter 

Appointment letters must be sent to all FSET customers currently attending a 
Workfare site through CAP.  Contracts between CAP and the Workfare site 
will expire on 9/30/06 and the customer will not be allowed to continue their 
participation at the site unless the Workfare site has entered into a new 
contract with TAD.   

Workfare sites will be listed and available in the C-IV Resource Databank.  

The FSET customer must meet with the FSET ESS to sign a Workfare 
Assignment notice, FSET 202 or FSET203, Job Services Assignment notice.  
 
• A list of current FSET customers will be distributed to the appropriate 

FSET ESS on 9/13/06.   
• The FSET ESS will schedule the appointment via the C-IV appointment 

letter, ADM 102 C-IV.   
• Include in the comment section of the appointment letter the following 

verbiage: 

“Effective 10/1/06, the work activities that  you have participated in to 
meet the Food Stamp work requirements will be handled through the 
Transitional Assistance Department’s Employment Services Program 
(ESP).  Community Action Partnership will no longer handle these work 
activities.  All orientations, time sheets, supportive services, and any 
other related activity under the Workfare program will be handled through 
the ESP office in your area.  You must come to this appointment to 
discuss your Workfare participation and new ways to meet your Food 
Stamp work requirements.” 

  
Homeless 
customers 

Send the appointment letter to the mailing address listed in C-IV.  If the 
mailing address is the TAD Eligibility office, send the letter to the TAD office 
via interoffice mail, with “homeless” written on back of the envelope.  The 
customer is required to pick up mail by the 10th of the month. 

  
Communication Communication between Employment Services and Eligibility will be very 

important to the efficient transition of the FSET program.  The ESS and the 
EW are encouraged and expected to share program knowledge and 
customer information needed to effectively administer the FSET program.  

  
Filing 
instructions 

Add: 
 
Entire Chapter 

  
Distribution “ESP” 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 12, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0038 
 
CHAPTER 13 – Action Plan/Participation Hours 
 
 

 
Purpose The purpose of the Handbook Letter is to inform ESP staff of the following 

changes/additions to the ESPHB Chapter 13: 
 
• WTW 3 is obsolete. 
• Individual assessment includes: ABLE, CAPS, COPS, COPES. 
• Customers must sign an Action Plan as soon as possible but no later 

than two weeks after an assessment is completed. 
• The Action Plan (PLAN 107 CIV) and the WTW 2 Activity Assignment 

may not be changed or edited once the form has been signed. 
• Sample PLAN 107 C-IV has been revised. 
• TAD Aid Code Definitions have been revised. 

 
Filing 
instructions 

File in Chapter 13 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective July 24, 2006. 

 
Posting ESPHB Letter # 0038 will be posted on the PDD on-line handbook website. 

  
Distribution “ESP” 

 
 
 
 
 
MC:BB:wsb 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JULY 13, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0037 
 
CHAPTER 14 – Welfare-to-Work Activities 
 
 

 
Overview The purpose of this Handbook letter is to inform ESP staff of major changes 

to Chapter 14. The entire Chapter has been rewritten to include: 
 
• New terms and definitions introduced in ACL 06-09.  
• Identifies Federal and State work activities 
• Identifies which activities satisfy Federal and State Work Participation 

Requirements (WPR) 
• Explains when to count non-core hours as core hours for participation 

purposes 
• Introduces information regarding specified educational activities 
• Vocational Education/Training time limits 

 
Posting ESPHB Letter #0037 will be posted to the ESP online Handbook. 

 
Filing 
instructions 

Remove and Replace: 
Chapter 14 

 
Effective date This handbook letter is effective upon receipt. 

  
Distribution “TAD-ESP” 

  
 
 
 
 
MC:VO:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JUNE 20, 2006 
 
EMPLOYMENT SERVICES PROGRAM HANDBOOK LETTER #0030 
 
CHAPTER 16 – Education and Training 
 
 

 
Overview This Handbook letter contains revisions and additions in order to clarify 

information in this Chapter. 

 
Handbook 
updates 

• New Monthly Time and Attendance form (ESP 737) added to Chapter 
• State and Federal WPR information added to Chapter 
• Exceptions to core hourly requirement found in ACL 06-09 introduced in 

this Chapter 
• Vocational Education combined with 20 hours of core participation will 

not count towards State 12-month cumulative core activity time limit 
regulation added to Chapter with instructions to track information via 
Journal entry 

• Department of Vocational Rehabilitation website address added 
• CalWORKs appointment and Job Interview were added to reasons for 

excused absences from vocational education/training activities 
• New procedures mandated by ACL 06-06 for verifying and tracking 

attendance added to the Chapter 
• Requirements to add Special Needs Flag for customers requiring Special 

Needs Accommodations  
• GED website and replacement certificate information updated 
• GED testing information and locations updated 
• Progress evaluation information updated 
• Community College CalWORKs Coordinator list updated 

 
Filing 
instructions 

Remove and Replace: 
 
Entire chapter 16 

 
Distribution All “ESP” offices 

  
 
MC:VO:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MAY 11, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0036 
 
CHAPTER 4 – Orientation/Appraisal/Reappraisal 
 
 

 
Overview The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 4: 
 
• Stress WTW activities and the benefits of the WTW program. 
• A recipient may need to be scheduled for Orientation if s/he has not 

attended Orientation within the last 12 months. 
• Each parent on a case will be seen separately because of confidentiality 

requirements and possible domestic violence issues. 
• Cal-Learn eligible cases. 
• Learning Disability screening. 

 
Filing 
instructions 

Remove and Replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective 5/22/06. 

 
Posting ESPHB #0036 will be posted on the HS Website. 

 
Distribution “ESP” 

 
 
 
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MAY 1, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0034 
 
CHAPTER 3 – Exemptions 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 3: 
 
• VER 105 CIV – Pregnancy Verification 
• Adding Work Registration Status 
• Only use the first page of the CW 61 for verification of the care of a 

household member 
• Sending an appointment letter  
• Definition of Chronic 
• Definition of Acute 

 
Filing 
instructions 

File in Chapter 3 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Pages: 
3-1 
3-3 
3-5 
3-6 
3-7 
3-8 
 
Add: 
 
Page 3-10.1 

 
Effective date This Handbook Letter is effective 5/15/06. 

 
Posting ESPHB Letter #0034 will be posted on the HS Website.   

  
Distribution “ESP” 

  
 
 
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

APRIL 4, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0032 
 
CHAPTER 12 – Assessment and Learning Disabilities 
 

 
Overview The purpose of this Handbook letter is to inform ESP staff of the following 

changes to Chapter 12: 
 
• Added Foster’s Assessment as an acceptable assessment tool to use in 

developing an Action Plan 
• Added verbiage to state Assessment is to be completed within the first 

three days of job services 
• ESS assessment analysis added to step action tables 
• Added instructions to add Special Needs flag when accommodations are 

needed 

 
Posting ESPHB Letter #0032 will be posted to the HS Website. 

 
Filing 
instructions 

Remove and Replace: 
 
Entire chapter 12 

 
Effective date Upon receipt of this handbook letter. 

  
Distribution “ESP” 

  
 
 
MC:VO:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 29, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0033 
 
CHAPTER 8 – Supportive Services 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 8: 
 
Welfare-to-Work customers pay the DMV reduced fee for California I.D. 
cards because the applicant meets income requirements from a public 
assistance program.  The reduced fee is currently $6.00. 

 
Filing 
instructions 

File in Chapter 8 of the Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Page 8-1 and page 8-27 

 
Effective date This Handbook Letter is effective April 10, 2006. 

 
Posting ESPHB Letter #0033 will be posted on the HS Website.   

  
Distribution “ESP” 

  
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

MARCH 23, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0031 
 
Chapter 21 – ICT/IDT 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 21: 
 
• IDT “Out” 
• ICT “Out” 

 
Filing 
instructions 
 

File in Chapter 21 of the Employment Services Policy Handbook. 
 
Remove and replace: 
 
21-2 
21-6 
21-7 

 
Effective date This Handbook Letter is effective April 3, 2006. 

 
Posting ESPHB Letter #0031 will be posted on the HS Website.   

  
Distribution “ESP” 

  
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

February 28, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0026 
 
Chapter 6 – Domestic Abuse/Substance Abuse/Mental Health Services 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 6: 
 
• Review Good Cause status monthly 
• Good Cause status over 30 days must be approved by SESSI, except for 

Good Cause 2nd parent 
• Journal entries 
• Replaced terminology from core to federal, and non-core to state 

   
Filing 
instructions 
 

File in Chapter 6 of the Employment Services Policy Handbook. 
 
Remove and replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective March 20, 2006. 

 
Posting ESPHB Letter #0026 will be posted on the HS Website.   

  
Distribution “ESP” 

  
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

MARCH 2, 2006 
 
ESP/CalWORKs HANDBOOK LETTER #0029 
 
Chapter 7 – Self-Initiated Education and Training Programs (SIP) 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 7: 
 
Updated list of approved education/training programs for 2006. 

   
Filing 
instructions 
 

File in Chapter 7 of the ESP/CalWORKs Employment Services Policy 
Handbook. 
 
Remove and replace: 7-13 

 
Effective date This Handbook Letter is effective January 1, 2006. 

 
Posting ESPHB Letter #0029 will be posted on the HS Website.   

  
Distribution “ESP” 

  
 
 
MC:VO:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

MARCH 15, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0028 ERRATA 
 
Chapter 5 – Good Cause Non-Participation 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 5: 
 
• Good Cause – 30 days or less 
• Review Good Cause every month 
• Good Cause beyond 30 days needs SESI approval, except for Good 

Cause 2nd parent 
• 60-month time clock stops for customers in Good Cause for domestic 

abuse; determined by the Time Limit unit 
• Plan 100 CIV – Good Cause for Non-Participation 
• Journal entry clarification 

   
Filing 
instructions 
 

File in Chapter 5 of the Employment Services Policy Handbook. 
 
Remove and replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective March 13, 2006. 

 
Posting ESPHB Letter #0028 ERRATA will be posted on the HS Website.   

  
Distribution “ESP” 

  
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

FEBRUARY 14, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0027 
 
Chapter 24 – Cal-Learn 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 24: 
 
• A 16 or 17-year old who has obtained a HSD or its equivalent 

   
Filing 
instructions 
 

File in Chapter 24 of the Employment Services Policy Handbook. 
 
Remove and replace: 
 
24-3 

 
Effective date This Handbook Letter is effective February 27, 2006. 

 
Posting ESPHB Letter #0027 will be posted on the HS Website.   

  
Distribution “ESP” 

  
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

FEBRUARY 14, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0025 
 
Chapter 3 – Exemptions 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 3: 
 
• Exemption journal entry information 
• A 16 or 17-year old who has obtained a HSD or its equivalent 
• Household member defined 

    
Filing 
instructions 
 

File in Chapter 3 of the Employment Services Policy Handbook. 
 
Remove and replace: 
 
Table of Contents Page 1 of 1 
3-1 
3-2 
3-3 
3-4 
3-6 

 
Effective date This Handbook Letter is effective February 27, 2006. 

 
Posting ESPHB Letter #0025 will be posted on the HS Website.   

  
Distribution “ESP” 

  
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

FEBRUARY 14, 2006 
 
EMPLOYMENT SERVICES HANDBOOK LETTER  #0024 
 
CHAPTER 13 – Action Plan/Participation Hours 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes/additions to the ESPHB Chapter 13: 
 
• Assessments 
• Individual Assessment 
• Action Plan 
• Action Plan Examples 
• Sample Action Plan 
• Time Limits 

 
Filing 
instructions 

File in Chapter 13 of the ESPHB Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective February 27, 2006. 

  
Posting ESPHB Letter #0024 will be posted on the HS Website. 

  
Distribution “ESP” 

 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 26, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0026 
 
Chapter 21 – ICT/IDT 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 21: 
 
• IDT “Out” 
• ICT “Out” 

 
Filing 
instructions 
 

File in Chapter 21 of the Employment Services Policy Handbook. 
 
Remove and replace: 
 
21-2 
21-6 
21-7 

 
Effective date This Handbook Letter is effective February 6, 2006. 

 
Posting ESPHB Letter #0026 will be posted on the HS Website.   

  
Distribution “ESP” 

  
 
MC:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES 
 

JANUARY 19, 2006 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0023 
 
CHAPTER 16 – Education and Training 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 16: 
 
• HSS website 
• Removal of form ESP 730.8 
• Length of Education/Training Program 
• Community College CalWORKs Coordinators 

   
Filing 
instructions 

File in Chapter 16 of the ESP/CalWORKs Employment Services Policy 
Handbook. 
 
Remove and replace: 
 
Pages, 16-2, 16-12, 16-44 

 
Effective date This Handbook Letter is effective January 19, 2006. 

 
Posting ESPHB Letter #0023 will be posted on the HS Website. 

  
Distribution “ESP” 

  
MC:VO:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

SEPTEMBER 21, 2005 
 
ESP/CalWORKs HANDBOOK LETTER #0022 
 
Chapter 3 – Exemptions 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 3: 
 
• Volunteer status 
• Public Health Nurse (PHN) Referral form – ESP 105 
• Exemption table 
• Exemption effective date 
• CW 61 accepted verification 
• SSI Advocates 

   
Filing 
instructions 
 

File in Chapter 3 of the ESP/CalWORKs Employment Services Policy 
Handbook. 
 
Remove and replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective October 3, 2005. 

 
Posting ESPHB Letter #0022 will be posted on the HS Website.   

  
Distribution “ESP” 

  
 
JV:BB:bw 
 
 
 



ESPHB #0021  (09/05)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

SEPTEMBER 1, 2005 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0021 
 
CHAPTER 21 – ICT/IDT 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 21: 
 
• IDT priority 
• Time frames for ICT/IDT 
• California city/county match list 
• Location of the ICT Coordinator’s List 

 
Filing 
instructions 

File in Chapter 21 of the ESPHB Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective September 12, 2005. 

  
Posting ESPHB Letter #0021 will be posted on the HS Website. 

  
Distribution “ESP” 

 
 
JV:BB:bw 
 



ESPHB #0020  (09/05)  CVR LTR  PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

SEPTEMBER 1, 2005 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0020 
 
CHAPTER 8 – Supportive Services 
 
 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 8: 
• Reimbursements under $10.00 
• Bus pass updates 
• Chevron gas cards 
• Changed scanned to imaged 
• Changed Clerk to Office Assistant 
• Manual Warrant Issuance 

 
Filing 
instructions 

File in Chapter 8 of the ESPHB Employment Services Policy Handbook. 
 
Remove and Replace: 
 
Entire chapter 

 
Effective date This Handbook Letter is effective September 1, 2005. 

  
Posting ESPHB Letter #0020 will be posted on the HS Website. 

  
Distribution “ESP” 

 
JV:BB:bw 
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SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

AUGUST 15, 2005 
 
ESP/CalWORKs HANDBOOK LETTER #0019 
 
Chapter 10 – Tax Credits 

 
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESPHB Chapter 10: 
 
• Revised website page 
• New EITC information 

   
Filing 
instructions 
 

File in Chapter 10 of the ESP/CalWORKs Employment Services Policy 
Handbook. 
 
Remove and Replace: 
 
Chapter 10 

 
Effective date This Handbook Letter is effective August 15, 2005. 

 
Posting ESPHB Letter #0019 will be posted on the HS Website.   

  
Distribution “ESP” 

  
JV:BB:bw 
 
 



ESPHB #0018  (08/05)  CVR LTR PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

AUGUST 4, 2005 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0018 
 
CHAPTER 15 – Employment Activities 

 
Overview This Handbook Letter revises information in Employment Services Policy 

Handbook Chapter 15, Employment Activities.  This chapter covers all 
aspects of employment, including subsidized employment.   

 
Highlighted 
changes 

This chapter includes new/updated information regarding: 
 
• Entering various types of employment information into the C-IV system 

– Explanation of when to enter “Yes” in the “Countable” field 
• Time frames for ES actions 
• Procedures for customers who are employed part-time 
• Procedures for customers who are self-employed 

– Using the federal minimum wage rate to determine the number of 
self-employment hours worked 

• Work Study 
• On-the-Job Training (OJT) 
• Monitoring the employed customer 
• All aspects of subsidized employment 

 
Filing 
instructions 

Remove and replace the entire chapter. 

 
Distribution Employment Services Program (ESP) 

 
 
 
 
 
JV:BG:bw 
 



ESPHB #0017 (04/05)  CVR LTR PAGE 1 OF 1 

SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

April 25, 2005 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER #0017 
 
CHAPTER 12 – Assessment/Learning Disabilities 
CHAPTER 16 – Education and Training 

 
Overview This Handbook Letter updates the Assessment/Learning Disabilities and the 

Education and Training chapters of the Employment Services Policy 
Handbook.  The purpose is to inform staff that a copy of the Referral to 
Activity form (Plan 109) must be given to the Supervising Office Assistant 
when referring a customer to the contracted provider for a Learning Disability 
Evaluation or for education/training services.  This is necessary for tracking 
purposes.   

 
Filing 
instructions 

Remove and replace pages:  
• 12-17 
• 16-37 
• 16-39 

 
Distribution Employment Services Program (ESP) 
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SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 

APRIL 19, 2004 

ESP/CalWORKs HANDBOOK LETTER #0016 
 
Chapter 24 – Cal-Learn 

  
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESHB Chapter 24: 
 
• Deletion of the SB EW/ESP 28 
• Added references 

  
Filing 
instructions 

File in Chapter 24 of the ESP/CalWORKs Employment Services Handbook. 
 
Remove and replace: 
 
Entire chapter 

  
Implementation 
date 

ESHB Letter #0016 has been posted on the HSS Website.  This Handbook 
Letter is effective immediately. 

  
Distribution Employment Services Program 
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SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 

April 15, 2005 

ESP/CalWORKs HANDBOOK LETTER #0015 
 
Chapter 21 – ICT/IDT 

  
Purpose The purpose of this Handbook Letter is to inform ESP staff of the following 

changes to the ESHB Chapter 21: 
 
• New zip code areas for ESP district offices 

  
Filing 
instructions 

File in Chapter 21 of the ESP/CalWORKs Employment Services Handbook. 
 
Remove and replace: 
 
21-1 
21-4 
21-5 

  
Implementation 
date 

ESHB Letter #0015 has been posted on the HSS Website.  This Handbook 
letter is effective immediately. 

  
Distribution Employment Services Program 
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SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

April 4, 2005 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0013 
CHAPTER 18 – Noncompliance 
 

 
Overview This handbook letter provides updates and clarification to the Noncompliance 

chapter of the Employment Services Policy Handbook.  Highlights are as 
follows: 
 
• References to the 18/24-month time clock have been removed. 
• Regulation references have been added. 
• Summaries have been added for general noncompliance forms, two-

parent noncompliance forms, and volunteer noncompliance forms. 
• Information has been incorporated regarding notifying the EW that a 

sanction needs to be applied. 
• Additional information and/or examples have been provided throughout 

the chapter. 

 
Filing 
instructions 

Remove and replace the entire chapter 18. 
 

 
Distribution Employment Services Program (ESP) 
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SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

January 12, 2005 
 
EMPLOYMENT SERVICES POLICY HANDBOOK LETTER  #0012 
 
CHAPTER 7  – Self-Initiated Education and Training Programs (SIPs) 
 
 

 
Overview Per regulation, each county’s list of approved education/training programs 

must be revised annually.  The list is developed with the assistance of local 
education providers.   

 
Effective date This information is effective immediately. 

 
Filing 
instructions 

Remove and replace:   
 
Page 7-13 

 
Distribution Employment Services Program (ESP) 
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SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 

December 9, 2004 

ESP/CalWORKs POLICY HANDBOOK LETTER #0010 
 
Chapter 8 – Supportive Services 

  
Purpose The purpose of this Handbook Letter is to inform ESP staff of a change to the 

ESPHB Chapter 8 due to C-IV.  The C-IV system will process payments for 
supportive services under $10.00, so the policy that we do not issue 
payments under $10.00 no longer applies. 

  
Filing 
instructions 

File in Chapter 8 of the ESP/CalWORKs Employment Services Handbook. 
 
Remove and replace: 
 
8-9 
8-28 

  
Implementation 
date 

This Handbook Letter is effective December 1, 2004. 

  
Posting ESHB Letter #0010 has been posted on the HSS Website.   

  
Distribution Employment Services Program 

  
JV:BB:bw 
 

 



 

ESPHB #0011  (12/04) CVR LTR  PAGE 1 OF 3 

SAN BERNARDINO COUNTY HUMAN SERVICES SYSTEM 
 

December 1, 2004 
 
EMPLOYMENT SERVICES POLICY HANDBOOK #0011 

 

 
Overview SB 1104 amended sections of the Welfare and Institutions Code pertaining to 

the development of the CalWORKs Welfare-to-Work (WtW) plan, WtW 
participation requirements, and the 18/24-month WtW participation period.  
Effective December 1, 2004 the CalWORKs 18/24-month time limit clock has 
been eliminated.  Federal activities have not changed; however state 
activities are now referred to as state core and non-core activities.  

 
Major 
changes 

The Employment Services Policy Handbook has been updated to reflect 
changes outlined in ACL 04-41.  Some of the major Handbook changes are 
as follows: 
 
• References to the 18/24-month time limit have been deleted. 
• The post-time-limit Community Service requirement has been eliminated. 
• Information about participation in core and non-core activities has been 

added. 
• Exceptions to the core requirement have been noted. 
• WtW participation requirements have been updated. 
• Timeline information for completion or revision of the Welfare-to-Work 

plan has been added. 

Continued on next page 
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EMPLOYMENT SERVICES POLICY HANDBOOK #0011, 
Continued 

  
Items of note The following items should be noted: 

 
• This new policy is applied throughout the caseload, effective December 

1, 2004. 
• Customers may be allowed to participate in any allowable WtW activity if 

they comply with work participation requirements during their CalWORKs 
60-month time limit for receiving cash aid. 

• Customers sanctioned for failing/refusing to participate in post-time-limit 
Community Service must still cure his/her sanction before aid can be 
restored; curing plans may require participation in Community Service 
and/or other appropriate WtW activities that are consistent with their 
Assessments and also meet core/non-core requirements. 

• Customers currently participating in post-time-limit Community Service 
must have their WTW plans reviewed/revised by March 1, 2005, and may 
now participate in other WTW activities if the ES determines those 
activities would be beneficial and would lead to employment. 

• SB 1104 requirements do not apply to customers in Self-Initiated 
Programs (SIPs). 

• Customers working 32/35 hours per week in unsubsidized employment 
before being assessed are still not required to sign the WTW plan. 

• For an individual who already is receiving cash aid and has an existing 
WTW plan dated prior to December 1, 2004, the ES must revise the 
WTW plan to reflect the new WTW requirements, and also have him/her 
sign it no later than March 1, 2005. 

• Use the revised WTW 1 (09/04) and the WTW 2 (09/04) available online 
in the ESP Handbook, under the Forms section.  

 Continued on next page 
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EMPLOYMENT SERVICES POLICY HANDBOOK #0011, 
Continued 

  
Filing 
instructions 

Remove and replace the following ESPHB chapters: 
 
• Chapter 1 
• Chapter 2 
• Chapter 3 
• Chapter 6 
• Chapter 7 
• Chapter 12 
• Chapter 13 
• Chapter 16 
• Chapter 17 
 
 
Remove and replace: 
 
Chapter 4, page 4-15 
Chapter 5, pages 5-2 through 5-5, and 5-7 
Chapter 14, index and pages 14-1, 14-3, 14-4, 14-10, 14-12 through 14-25 
Chapter 15, pages 15-25, 15-28 
Chapter 22, pages 22-3 through 22-4 
Chapter 23, page 23-3 
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