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Employment Services Policy Manual
SUBJECT: Welfare-to-Work Intake Process

OVERVIEW

	Summary:
	CalWORKs has work rules and time limits for people on cash aid. 

	
	Some applicants may get a “Diversion” payment to meet a special need instead of completing the application process.


POLICY

Intake flow

	Application
	The Intake staff takes applications for CalWORKs, CalFresh, Medi-Cal and CMSP programs.

	Notification
	WTW workers receive a report when a CalWORKs application is approved.

	Determine WTW Status
	The WTW worker reviews the case within 2 days of getting the report and determines if the customer is exempt from WTW or if the customer must be in a work activity. 

	Comply with Universal Engagement Rules
	WTW rules state that when cash aid is granted  work-eligible adults: 

· Will be actively participating in an approved activity within 30 days 

· May get a WTW plan up to 90 days after the Job Club/Search ends if scheduled into Job Search within 30 days after:

· The cash eligibility is approved, or 

· The date the adult is required to participate.

	Orientation
	Customers who are not working and were not in Job Club/Search during the past year will be scheduled into Orientation.

	
	“Your WTW 24-Month Time Clock” informing notice (CW 2208) must be provided to applicants during Orientation.




WTW Intake Flow Exceptions:
	Employed Applicants
	Customers that work may need a one-on-one Orientation meeting.  Their worker will go over the WTW rules with them.

	Diversion
	Customers who receive a CalWORKs Diversion payment are not eligible for CalWORKs and are not required to attend Orientation. 

	Self Initiated Programs (SIP)
	Customers that are enrolled in college or a job training program may be eligible for the Self-Initiated Program (SIPs). 
· The customer must be enrolled in a school program before Orientation


	Applicants

enrolled in adult education 
	School  may count as a WTW activity if the customer is enrolled in: 
· English-as-a-Second Language (ESL)
· Adult Basic Education 

· General Educational Development (GED) 

	
	The customer needs to be enrolled in classes before Orientation


	Nested Teens
	Teens who do not have their high school diploma or GED must attend a GED/diploma program after finishing Orientation. 

	 Cal-Learn
	Teens parents under the age of 19, who do not have a high school diploma or GED, are required to participate in the Cal-Learn program 

	Exempt
	Customers may be excused from WTW activities, if they meet one of the WTW reasons for exemption.


Mandatory Participants

	Mandatory Participants


	CalWORKs customers who are not exempt must be in WTW activities.

	
	An adult who has a penalty is still required to participate in WTW activities unless s/he has a good reason to be exempt. Adults may have a penalty if:
· Not cooperating with Local Child Support Agency 

· Not immunizing their children

· A child under 16 does not meet school attendance rules 

	
	Teens age 16 and 17 who are not regularly attending school on a fulltime basis.


Work Eligible Individual

	Work Eligible

Individuals
	A Work-Eligible Individual (WEI) is 

· an adult (or teen parent) receiving CalWORKs aid or 

· a parent living with a child receiving CalWORKs 

	Work Participation Rate (WPR)
	All WEI are counted when reporting how many customers are meeting the work rules.

	WEI Exceptions
	These adults are not WEI:

· A non-citizen who is not a lawful permanent resident
· A teen parent who is not the head-of-household 

· Parent taking care of a disabled family member in the home, if the family member cannot care for himself (Proof is required)
· People getting: 

· State Cash Assistance Program for Immigrants (CAPI)
· Supplemental Security Income (SSI) or 
· Social Security Disability Insurance (SSDI)
· Unaided caretaker relatives
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