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Employment Services Policy Manual

SUBJECT: Attendance/ Satisfactory Participation/ Satisfactory Progress
OVERVIEW:

	Summary:

	All Work-Eligible Individuals (WEI) must participate in WTW activities and have good progress  

	
	· Customers can complete the required hours in WTW activities during the WTW 24 month time clock, without a core activity.  
· When those 24 months are used, the customer must meet WTW activity hours in one of the Federal Activities.


POLICY:

	Federal Work Participation Rate (WPR) - Participation hours
	· One-parent households (HH): 
· With a child less than six years old must be active in WTW activities 20 hours per week 
· With no child less than six years old must be active in WTW activities 30 hours per week 
· Two-parent HH must be active in WTW activities 35 hours each week 

	Federal Core 
Participation hours
	· One-parent HH must be active in WTW core activities 20 hours per week to meet Federal WPR.
· Two-parent HH must be active in WTW core activities 30 hours per week to meet Federal WPR

	Satisfactory Participation
	· Attendance hours are reviewed monthly, and customers must meet the activity hours for each WTW activity in their plan

· Customers who don’t have satisfactory participation will be put in Non-Compliance

	Satisfactory Progress
	· Customers must attend classes and maintain a 2.0 Grade Point Average (GPA) to have satisfactory progress

· Attendance hours are reviewed monthly, and customers must meet the activity hours 

· Customers must have satisfactory progress to continue in the school program

· Customers who don’t have satisfactory participation will be put in Non-Compliance

	Volunteers
	Exempt customers can volunteer to be in WTW activities. 

	
	WTW Volunteers who do not have good attendance and good progess:

· May be dropped from the WTW Program or 
· May not get supportive services paid


	Timely Notice
	The WTW worker must give 10 days notice when Supportive Service payments change.  

	Deeming hours
	Core hours are “deemed” when Work-Eligible Individuals (WEI) are working the hours allowed by Fair Labor Standard Act (FLSA), even when WTW activity hours do not meet the WTW rules.

	
	Work experience or community service activity hours are reported as meeting the work activity rules if the hours are “deemed”.

	Non-Aided Work Eligible Individuals (WEI)
	Actual work hours are used for WEI not getting aid (drug felons, fleeing felons, sanctioned or timed-out parents).   They can’t have deemed work hours.

	Excused Absences
	Each WEI in unpaid work activities is allowed 10 state holidays and 80 hours of excused absences in a 12 month period.

· No more than 16 excused absence hours can be used in a month

	
	Excused absences are allowed for:
· semester breaks 

· planned work shutdowns 

· school appointments 

· medical appointments for self or dependents 

· caseworker appointments 

· childcare breakdown 

· own illness or child illness 

· family problems including domestic abuse issues 

· housing issues 

· transportation breakdown
· other similar problems

	
	Excused absences are allowed:

· If a customer is scheduled in a WTW activity
· If reported and verified

	Holidays
	Excused absences include these holidays: 

· New Year’s Day 

· Martin Luther King, Jr.’s Birthday
· President’s Day (Washington’s Birthday) 

· Memorial Day 

· Independence Day 

· Labor Day 

· Veteran’s Day 

· Thanksgiving Day 

· The day after Thanksgiving 

· Christmas Day  




� See Chapter 7A- Welfare-to-Work Activities for the list of Federal Core Work Activities.
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