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l. PURPOSE

The purpose of this directive is to provide social services districts
with the policies and procedures for recipients' participation in
enpl oyment and training activities under the Job Opportunities and
Basic Skills Training (JOBS) Program and for the verification of
their "satisfactory participation”. The requirenents for specific
progress standards for selected JOBS activities are al so addressed.

BACKGROUND

New York State began operating JOBS on Cctober 1, 1990. The JOBS
programis designed to assist applicants for and recipients of Aid to
Dependent Children (ADC) and Hone Relief (HR) to becone self-
sufficient by providing needed enploynent-related activities and
supportive services.

JOBS establishes standards for recipients' participation and progress
in education, training and enploynent activities. The purpose of
t hese st andar ds is to insure that recipients' attendance is
sufficient and the assigned activities appropriate for them to
benefit and ultimately obtain unsubsidi zed enpl oynent.

PROGRAM | MPLI CATI ONS

Prior to JOBS, there were no participation or verification of
"satisfactory participation” requirenments for recipients assigned to
educati on, training and enploynent activities. Federal and State
JOBS regulations now require at Jleast a nonthly verification of
att endance for al | ADC and HR recipients enrolled in JOBS
activities. Federal rules also inpose mninmum activity schedule
requirenents in order for ADC recipients to be considered JOBS
partici pants. Additionally, districts nust, at regular intervals,

evaluate the progress of ADC and HR recipients enrolled in certain
JOBS training activities.

A JOBS Participati on Rates

In or der to qual i fy for enhanced f eder al financi al

partici pation, f eder al JOBS regul ations mandat e ADC
participation rates that states nust neet for Federal Fisca

Years (FFY) 1991 through 1995. The required participation rate
for ADC enpl oyabl es began at a relatively nodest 7% in FFY 1991
and steadily increases to 20%in FFY 1995, Under State law, a
district's failure to neet the required rate for any given
fiscal year <could reduce its JOBS |IV-F reinbursenent rate from
60%to 50%in the succeeding fiscal year. The specific required
participation rate for each fiscal year and the conputation
met hodol ogy is contained in 90 ADM 27 (Page 12), and EN Section
C 3-6.
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B. ADC JOBS "Parti ci pants”

Only an ADC recipient who neets the federal definition of a
"JOBS participant” can be included in the calculation of a
district's participation rate. The Departnent of Health and
Human Services (HHS) defines a JOBS participant as an ADC
reci pient who is scheduled to participate in JOBS activities for
an average of 20 hours or nore per week during any given nonth.
A recipient's actual weekly attendance nust be verified at |east
on a nonthly basis.

The 20 hour or nore weekly average activity schedule requirenent is
primarily directed at ADC recipients who are enrolled in education
traini ng, jobs skills training, post - secondary education, work
suppl enentati on and on-the-job training. It is t he f eder al
contention that wunder past training prograns ADC recipients did not
spend enough tinme in education and training activities for them to
acquire sufficient skills to | eave public assistance. The 20 hour
requirenent is seen as a neans to inprove the success of JOBS over
past prograns.

Al JOBS activities, except job devel opnent/job placenent and
case nmanagenment, may be used to neet the 20 hour schedule
requi renent. Reci pi ents may be concurrently enrolled in two or
nore JOBS activities to nake a 20 hour weekly schedule. A
recipient's activity hours nust be scheduled, structured and
supervi sed to count for JOBS participation. Honmewor k,
i ndependent study, Ilibrary time and other such wunstructured
activities cannot be included as part of a 20 hour weekly
schedul e. Exanples of activities that can be used for
partici pation include:

schedul ed tutoring sessions;

formal counseling sessions;

work study activities;

wor k sanpling or try-out enploynment.

O O o o

Individuals are counted as participants when they are on
schedul ed breaks during a school vyear. However , only high
school students who plan to return to school in the fall nmay be
considered JOBS participants duri ng t he sunmer recess.
I ndi vi dual s enrolled in post-secondary education or other
training and enploynent activities that break for the sumer
would have to be enrolled in an alternative activity(ies) to be
considered a JOBS participant during the sunmer nonths. Updates
to these individuals' Enploynment Subsystem Records are required
(See Attachnment A).

A 20 hour weekly schedule is not suitable for every ADC
enpl oyabl e. Districts are not required, or expected, to have
all ADC enpl oyabl es participating in JOBS activities at or nore
than 20 hours a week. The individual recipient's service needs,
enpl oyment goal and potential for success should dictate who



Dat e

Trans.

April

No.

7, 1992

92 ADM 16 Page No. 4

participates in 20 or nore hours of weekly activities. These
specific individual factors should determne a recipient's
weekly hours of participation. Basi ng a 20 hour schedul e on
i ndi vi dual needs nmakes it progranmatical |y nmeani ngf ul
contributing to the ultimte success of the participant.

A 20 hour weekly activity schedule can be effectively
acconpl i shed by enhanci ng education and training activities with
a nodul ar approach. GCeneric nodules (e.g., life skills, world
of work orientation) and individual specific nodules (e.g.
academ c counseling, tutoring, work study) could be added, as
necessary, dependi ng upon the needs of the individual. Using a
variety of add-on nodules will give districts the flexibility to
enhance traini ng activities to neet both the 20 hour
participation requirenent and an individual's needs. Thi s
approach should also enable districts to readily neet the
federally required participation rates.

HR JOBS "Parti ci pants”

State Law does not inpose a 20 hour weekly schedul e requirenent
for HR recipients. They do not have to participate in JOBS
activities at any mninum hourly weekly schedule to be
considered JOBS participants as there are no mandatory JOBS
participation rates for HR recipients. HR reci pients enrolled
in any JOBS activities, except job devel opnent/job placenent and
case nmanagenment, nmay be considered JOBS participants.

Satisfactory Participation - ADC and HR Reci pi ents

Under federal rules, an ADC recipient who attends 75% of an
average 20 hour or nore weekly schedule over the course of a
nonth is considered to be "satisfactorily participating" and is
counted as a JOBS participant.

State rul es expand the concept of "satisfactory participation”
to i ncl ude ADC and HR recipients participating in JOBS
activities regardl ess of the nunber of weekly hours they are
scheduled. Al JOBS activity assignnments nust include a mninum
accept abl e att endance requi renent. Activity att endance
requirenents should be set so that there is sone quality
assurance that the individual would benefit from the activity
assi gnment . At t endance requirenents should be included in the
Enpl oyability Plan (EP)

Satisfactory participation for State purposes neans that al
recipients enrolled in JOBS activities nust neet a standard of
attendance set by the district. Seventy five percent attendance
of scheduled hours is the mninumlevel for a recipient to be
consi dered satisfactorily participating.

Districts have to verify the attendance of all recipients
participating in activities. When recipients do not neet the
75% or higher district attendance standard, they are not
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satisfactorily participating and nay be in non-conpliance with
enpl oyment activities. Districts will have to investigate the
circunstances of a recipient's unsatisfactory participation and
determne if a Conciliation Noti fication (DSS- 4230) is
war r ant ed.

The goal of "satisfactory participation" is to ensure a uniform
standard on what a mninmum acceptable |evel of participation
would be for each program activity. This could help the
recipient nore readily neet or attain his/her enploynment goal
Participation standards need to be explained to the client as a
positive measure, one that will assist recipients in devel opi ng
a daily schedule, improving their overall life skills, and
enhancing their prospects for success.

Satisfactory Progress

Federal and state regulations require districts to periodically
review whether an ADC or HR JOBS participant who is enrolled in

educational training, post - secondary education, job skills
training or on-the-job training is nmaking satisfactory progress
in those training activities. This includes recipients who

initiated the training thenselves rather than being assigned.
Satisfactory progress standards nay also be applied to job
readi ness training and work experience.

Satisfactory progress for JOBS participants enrolled in Post
Secondary Education and who are receiving l|oans and/or grants
under the Higher Education Act nust be governed by Hi gher
Education Act satisfactory progress standards for continued
receipt of the loans and grants. A student nust have a
cunul ative C average or its wequivalent at the end of each
academ c year or equivalent as determined by the institution to
be consi dered nmeki ng satisfactory progress for the purposes of
t he Hi gher Education Act.

Districts wll have to develop, wth each of their training
providers, a witten policy which describes the mni rum standard
of progress a trainee or student nust achieve to denonstrate

sati sfactory progress. This standard should include both a
qualitative neasure of progress, such as a numrerical grade
average, a letter grade, |job conpetencies or cunulative grade

point average, and quantitative neasure of progress such as an
established amount of tine it should take the student to
conpl ete the training.

Many educational and job training providers already have
policies in place describing the standards of progress which a
student/trai nee nmust achieve to be considered progressing
satisfactorily. Districts will have to review these policies to
insure that they are consistent with the goals and objectives
that a district would have for training prograns. For those
providers wthout existing policies, the district will have to
work with the | ocal providers to develop such a policy.
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The qualitative and quantitative nmeasures of progress which can
be used to deternine satisfactory progress will vary with the
type of training in which the trainee is enroll ed. Attachnents
B and C provide typical neasures which mght be used by
providers to devel op standards of satisfactory progress.
Districts nay wish to consider a higher attendance requirenent
than 75% of scheduled hours as part of their satisfactory
progress standards. Activities such as work experience, QIT and
wor k suppl enent ati on shoul d have hi gher attendance standards for
themto be neani ngful activities. A specific training program
may al so need a hi gher attendance standard for any benefit to be
gai ned.
Wen setting a higher attendance requirement than 75% of
scheduled hours as part of a satisfactory progress standard,
districts must advise the client what is expected for himor her
to be in conpliance and good standing wth their activity
assi gnnent (s). A satisfactory progress standard that includes
an attendance requirenent higher than 75% should be clearly
stated in the individual's enployability plan

I V. REQUI RED ACTI ON

A ADC 20 Hour Participati on Requirenent
Social services districts nmust consider the federal 20 hour
schedul e requi renent when assigning ADC recipients to education
training and enploynment activities. Districts need to insure
that at least the mininumfederally nandated percentage of ADC
enpl oyables is appropriately schedul ed. Negotiations wth
service providers wll nost likely be needed to devel op
activities or groups of inter-related activities that would
provide selected ADC recipients wth purposeful 20 hour
schedul es.
B. Satisfactory Participation Verification

Social services districts nust track and verify the actua
attendance in activities of all ADC and HR  recipients.
Districts, working with their provider agencies, nust develop a
mechani sm for tracking actual weekly hour s of activity
att endance. This would entail either a nanual or m crocomputer
system operated by the district or provider agencies to record,
by activity and provider, a recipient's actual hours of
partici pation. Hours of participation nust be verified through
nonthly attendance reports, submtted by service providers,
detailing each recipient's actual weekly attendance for the
precedi ng nonth. (Attachnent D is a sanple attendance report.
Districts nmay use this format or a local equivalent.) Service
provi ders nust send recipient attendance reports to the district
at least on a nonthly basis.
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In Iieu of receiving nonthly attendance reports, a district may
choose to receive a nonthly sumary report on whether each
recipient's participation was satisfactory or non-satisfactory.
However, service providers mnust then nmaintain i ndi vi dua
reci pient nonthly attendance reports and have them avail abl e for
federal and State review (Attachnent E provides a nodel
satisfactory participation verification process for wupstate
districts.)

Satisfactory Participation - Nonconpliance

Reci pi ents who, by district standards, fail to satisfactorily
participate in program conponents nmay have willfully failed to
conply with enpl oynent requirenents.

Wien district staff are informed of a recipient's non-
sati sfactory partici pation, t hey nust i nvestigate t he
circunstances to determine if a Conciliation Notification (DSS-
4230) is warranted. Districts are encouraged to contact the
reci pient and deternmine if the reason(s) for non-satisfactory
participation is acceptable (e.g., sickness, failure of child
care or transportation arrangenents, etc.). Reci pients with a
pattern of non-satisfactory participation should have their
enpl oyability plan re-eval uat ed.

If the district determ nes that there does not appear to be a
good cause reason for the recipient's failure to achieve
sati sfactory participation, the district nust send the recipient
a Conciliation Notification (DSS-4230).

Satisfactory Progress

Social services districts nmust periodically request a statenent
fromthe education/training provider to docunent whether or not
a JOBS participant is denmonstrating satisfactory progress. This
nmust be based on the provider's and district's mutually agreed
upon standard of progress. The interval at which this
information will be required may vary with the type and |ength
of the training program (See Attachnent F for mninmm
intervals for validating satisfactory progress).

Probati onary Peri od

In sone instances a student or trainee who failed to nake
sati sfactory progress nmay be reported to the district as naking
sati sfactory progress but placed in a probationary peri od. In
such cases, the provider and district should designate a period
of time during which the trainee can sufficiently inprove
performance to be considered satisfactory at the next reporting
i nterval . If the trainee/student fails to neet the standard of
sati sfactory progress following the probationary period, the
provi der should then report the student/trai nee as denonstrating
unsati sfactory progress.
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F. M tigating G rcunstances
A participant may fail to denopbnstrate satisfactory progress
because of sone tenporary nitigating circunstance, such as child
care problens, illness, transportation problens, etc. In this
case, the district nay consider the participant's progress as
sati sfactory because of mtigating circunstances. However, the
soci al services district nust take steps to help the partici pant
resolve the issue(s) which nay be interfering with t he
individual's ability to make good progress. This action could
take the form of assigning a case manager to the participant's
case or of establishing frequent contacts with the participant
to provide some direction and support. Such action nust be
taken on a tinely basis, well before conpletion of the next
progress report period.
G Failing to Make Satisfactory Progress

Satisfactory progress is largely dependent upon an individual's

ability, skill and educational |evel. An individual's
attendance can al so be a najor determ ning factor for himor her
to nmake satisfactory progress. When soneone fails to make
satisfactory progress the district nust i nvestigate t he
ci rcunst ance. If reason for a failure to nmmke satisfactory
progress is due to lack of activity attendance, it may be a case
of non-conpliance with enploynent activities. |In this situation

the district nust decide if a conciliation notice is warranted.

When an individual's attendance has net the district's standard
for satisfactory progress and satisfactory progress has not been

made, it is possible that the assigned education or training
program may be beyond the capability of the participant. In
this situation, the social services district nust re-evaluate

the participant's suitability for the particular activity. This
would take the form of a reassessnent of the individual's

capabilities to conplete the activity. Based on this
reassessnent, the district nmy reassign the participant to a
nore appropriate JOBS conponent. An individual can not be
sanctioned for failing to make satisfactory progress, when it is
an issue of ability. If the individual has complied wth
activity requirenents (i.e., attended all required sessions) and
still was unable to nmake satisfactory progress, there has been

no non-conpliance with enpl oynent activities.

18 or 19 Year O d Custodi al Parents:

If an 18 or 19 vyear old custodial parent fails to nake
sati sfactory progress in an educational conponent, the district
nmust require the recipient to enroll in a nore suitable
educational activity, or a nore appropriate work or training
program instead of <continuing in the current educationa
conponent .
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V. WWB | MPLI CATI ONS

A

Upst at e

WVS updates for satisfactory participation and progress are
limted to the Enmpl oynent Subsystem Updates to the subsystem

for

sati sfactory participation are based on t he nont hl y

attendance reports submitted by service providers. Subsyst em
updates for satisfactory progress are based on the periodic
progress reports. Potential subsystemrecord updates include:

1

Schedul ed Hours, the subsystem weekly hour field is limted
to schedul ed hours - if there is an increase or decrease in
the client's scheduled hours for an activity(ies), the
weekly schedul ed hours for an activity nust be wupdated on
Update Screen 2.

No updates to weekly hours are to be nade for an
i ndividual's actual hour s of partici pation in an
activity(ies).

Subsystem updates for individuals whose actual hours of
activity participation is not satisfactory are acconplished
through new status codes that indicate whether these
i ndividuals are in conciliation (Status Code 50), referred
for nonconpliance (Status Code 34), or assigned to another
activity (Status code 04).

If a conciliation notice is sent to a client for failure to
satisfactorily participate in an assigned activity, updates

to his or her subsystemrecord are required. The specific
conciliation reporting instructions are contained in the
April, 1991 Enpl oynment Coordinator letter from Reinaldo
Car dona

Conpl eti ons/ Term nations - Provider attendance reports that
indicate a client has conpleted or dropped out of an
activity require subsystem updates. Conpl etions are
reported by posting Status Code 07 (Conpleted) to the
conpleted activity(ies). Drop-outs are reported by posting
Status Code 19 (Al OGher Activity Termnations) to the
appropriate activity(ies).

Failure to Make Satisfactory Progress - Recipients who are
termnated from an activity for failure to nake
satisfactory progress are reported on the subsystem by
posting Status Code 40 (Termi nated Due to Failure to Make
Satisfactory Progress) wth the Activity Code for the
activity fromwhich they are being term nated.



Date April 7, 1992
Trans. No. 92 ADM 16 Page No. 10
B. New York City

I ndividuals who are determ ned through the Ofice of Enpl oynent
Services (OES) verification procedure to be not satisfactorily
participating in an assigned JOBS activity nust be renpved from
t he appropriate JOBS conponent in CES systens environnent. This
data should then be passed to WVB and reflected on the W5 CES
screen.

A/ EFFECTI VE DATE

This directive is effective May 1, 1992.

Gscar R Best, Jr.
Deputy Conm ssi oner
Di vi sion of | ncone M ntenance



ATTACHVENT A
Sunmer Program Partici pation

Under federal rules, those ADC recipients enrolled in education and
training activities that recess for the sunmmrer cannot be counted as JOBS

partici pants during the recess. The only exception is for high schoo
students who will be returning to school in the fall.

Districts must review all ADC individuals enrolled in Educationa
Training, Job Skills Training and Post Secondary Education. Upstat e
districts nmust nake appropriate updates to an ADC individual's Enpl oynent
Subsystemrecord to accurately report his/her sumrer participation. An ADC
i ndi vi dual , whose assi gned education and training activities recess during
the sunmer, rmust have hi s/ her Subsystem Record updated by posting status
code 3 (Pending Participation for all non-Mdical Reasons) wth the

appropriate Activity(ies) Code. The date the individual is expected to
return to the activity should be used as the anticipated conpletion date.

At the beginning of the fall training session, the individual should be
instated by posting Status Code 6 (Reenrolled) with those Activity Codes
t hat had been pended. If the individual will continue to participate in

education and training activities during the sumer, but at increased or
decreased weekly schedul ed hours, updates nust be nmade to the Hours-Per-Wek
Field on Subsystem Update Screen 2 (Site Participation) by using the
Subsysteni s change mechanism Any tinme an individual's scheduled activity
hours change, a Subsystem Screen 2 update i s needed.

No Enploynent Subsystem record changes are needed for high schoo
students who will be returning to school in the fall. Federal rules allow
states to consider them JOBS participants for the sumer nonths.



STANDARDS FOR SATISFACTORY PROGRESS - QUALITATIVE MEASURES

Educational Training Postsecondary Classroom Training On-the-Job Training
A + A S + S +
|Qualitative; |Qualitative] iQualitative; |Qualitative;
A + A S + S +

H.S.
A nunerical or letter
grade aver age.

Adult Basic Ed/Literacy
Readi ng grade | evel as
measured by a standard-
i zed reading test.

Q)
O

E
Di agnostic test score
conpared to score on
sanme pre-test.

ESL

Di agnostic test score
conpared to score on
sanme pre-test.

Cunul ati ve grade point
aver age.

A nunerical or letter
grade average. My be
based upon instructor
eval uation of a hands-

on practicum

st



STANDARDS FOR SATISFACTORY PROGRESS - QUANTITATIVE MEASURES

Educational Training Postsecondary Classroom Training
S + B + B + S
IQuantitative, iQuantitative, iQuantitative,
S + B + B + S
H.S. The student can be

The student can be
expected to conplete
hi gh school and

obtain a diplonma by the
targeted graduation date,
if the student continues
at the current

| evel of effort.

Adult Basic Ed/Literacy

The student can be
expected to achieve a
basic literacy |evel
(8.9 grade level)
within the prescribed
nunber of

i nstructional hours
(to be established

by SED).

GED

The student can be
expected to pass the
equi val ency test

after the prescribed
nunber of study hours.

ESL

The student can be expected
to denonstrate a | anguage
conmpetency in English after

the prescribed nunber of
study hours (to be
est abl i shed by SED).

expected to conplete
the required coursework
within the agreed

upon period of tine

i f hel/she continues at
the current |evel

of effort.

On-the-Job Training

The student can be
expected to success-
fully conplete the
training (receive a
passi ng grade,
receive a certificate,
gain the required job
conpet enci es) by the end
of the course if the
i ndi vi dual continues at
the current |evel of
effort.



ATTACHMENT D

JOB OPPORTUNI TI ES AND BASI C SKI LLS TRAI NI NG (JOBS) PROGRAM
PARTI Cl PANT TRAI NI NG PROGRESS REPORT

Nane of Participant:

Soci al Security Nunber:

Case Nunber:

Local District:

Nanme of Training Facility:

Dat e:

Next Report Date:

TO BE COMPLETED BY INSTRUCTOR:

Nanme of Activity:

Nurmmber of Cl ass
Report Week Day of Week Date Hours Attended

Mont h

abrwiNEkE

NS +
I TOTAL HOURS | HOURS l HOURS I PERCENT OF SCHEDULED |
l SCHEDULED l ATTENDED l ABSENT l HOURS ATTENDED l
S S S o :
| | | | |
| | | | |
| | | | |
| | | | |
NS +

| certify that the above named participant attended the activity for the
nunber of hours on the day(s) and date(s) specified. The participant's
progress is (check one) [ ] Satisfactory [ ] Unsatisfactory

Conmments (final report should include recommendations for foll ow up):

I NSTRUCTOR S SI GNATURE TELEPHONE NUMBER



Step

Step

Step

Step

Step

Step

Step

Step

Step

Step

Step

Step

10:

11:

12:

ATTACHMENT E

SATISFACTORY PARTICIPATION VERIFICATION
MODEL PROCEDURE - UPSTATE DISTRICTS

Revi ew the WNR 9413 (End of Month Active Enrollments by Activity
Desi gnation) or |ocal records for nanes of clients active in JOBS
activities as of the end of precedi ng nonth.

I dentify service providers through |local data sources or
Enpl oynent Subsystem

Mail client attendance reports to service providers by the 15th
of the nonth.

Service providers conplete the attendance reports and return to
the district by the 1st of the follow ng nonth.

District reviews attendance reports and records clients' actua
attendance on |l ocal systemby the 10th of the nonth.

Clients who have not satisfactorily participated and have not
identified mitigating circunstances, have a potential instance of
nonconpl i ance. They should be sent a conciliation notice.

A letter of inquiry on their attendance should be sent to al
clients for whom no attendance reports are received.

Supportive services should not be authorized for <clients unti
their activity attendance has been verified.

A determination should be nmade on whether there have been
supportive services overpaynents as result of a client's failure
to satisfactorily participate.

Client does not respond to conciliation notice. Districts nust
follow the conciliation procedure as outlined in 90 ADM 27. The
Enpl oynent Subsystem is wupdated as stated in the conciliation
reporting instructions.

Client responds to conciliation notice - Enploynent Subsystem
nmust be wupdated as outlined in the conciliation reporting
i nstructions.

Concili ati on Conference Results:

The Enploynent Subsystem is updated as outlined in t he
conciliation reporting instructions.



ATTACHMENT F

Job Opportunities and Basic Skills Training (JOBS) Program
Satisfactory Progress
Evaluation Timeframes

Program Satisfactory Progress Review

H GH SCHOCL Quarterly

ABE/ GED PREPARATI OV ESL Quarterly

POST SECONDARY Senmester or trinester basis

OCCUPATI ONAL CLASSROOM TRAI NI NG

0 1-6 nonths duration At the mdpoint

o Mre than 6 nps. duration At |east 2 Progress Reports should be
received prior to conpletion of the
training. The interval nmay be

devel oped locally, but in no case
should the first report exceed the
initial 4 nonths of training.

QT
o 6 nonths or |ess At the mdpoint
o More than 6 nonths At | east 2 Progress Reports should be
received prior to conpletion of the
training. The interval nay be
devel oped locally, but in no case

should the first report exceed the
initial 4 nonths of training.

For an individual enrolled in self-initiated training, the local district
shoul d seek information on the participant's progress fromthe provider at
t he tinme of and as part of the district's efforts to deternine
approval / di sapproval of the training. An individual's satisfactory progress
to-date should be a definite consideration in a district's general policy on
approvi ng/ di sapproving self-initiated training. After this initial progress
review, subsequent reviews should be made as close to the above prescribed
schedul e as possi bl e.



