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related to the program

10.3 Appendix C: FSET
Fundable Component
Activities

Added three examples

10.4  Appendix D: Supportive
Services Allowable
Expenses

Updated details of FSET fundable component activites

10.6  Appendix F: FSET Worker
Time Frames

Clarified second Saturday of the month time frames

FSET Handbook Release 20-02




1.4 FSET COMPONENt ACHVILIES ......uvviiieeeieiiiie e e ettt e st e e st e e e e e e e e e s et e e e e e e nnnanes 2

3.5 Contacting the PartiCIPant ...........ccueei it 3

3.5.2 NUMDET Of CONLACTS.....cciiieiieeeecitiiie et e e e e e e e e e e e e e e e e e e enneeeeeas 3
4.6 PIN COMMENTS ...ttt e e e e e e e e e e e e st e e e e e e e e e aaaeeeaeaaaaannnnsbrnsnneeeeaeaaens 4
5 SUPPOITIVE SEIVICES. ... .eieiiiieeiiiiiiii ettt e et e e e e st b e e e e e e ab b et e e e e e ssbeeeeeeeennnneeeeas 6
6.5 Tracking FSET PartiCIPatioN ..........uueiiiiiiiiiiee et e e e e e e et e e e e e snneeae e e 8

6.5.1 Monthly PartiCiPation ...........cccuuiieieiiiiiiie e e e e e e e e e e e e e e e e 8
8.1 EmMPIoymeNnt PIAaN REVIEWS .......coiiiiiiiiie ittt 9

8.1.1 Time Frames for Employment Plan REVIEWS ............cccviiiiieiiiiiieeiiiee e 9
RS B ISY =T 1o 1= o PP RRP 10
9.4 Managing Fraud, Waste, and ADUSE ............ooiiiiiiiiiiie e 11
10.3 Appendix C: FSET Fundable Component ACHIVItIES ..........cccvveeeeiiiiiiiiee e 12
10.4 Appendix D: Supportive Services Allowable EXPENSES .......ccccceevcvveeeeeeiiiiiieee e, 21
10.6 Appendix F: FSET Worker Time FramesS.........cocciiiiiiieiiiiie e 25



1.4 FSET COMPONENT ACTIVITIES

The Food and Nutrition Service (FNS) structures the SNAP employment and training
program into components including supervised job search, job search training, workfare,
work experience, education, self-employment, and job retention. Wisconsin’s FSET
components also include formal assessment and on-the-job training. FSET workers
assign participants to program activities that fall within one of the program components.

FSET activities are classified as qualifying and non-qualifying activities. In order to meet
the ABAWD work requirement through FSET patrticipation, ABAWDs must participate in
qualifying activities for at least half of their total required hours. FSET agencies are
required to provide qualifying activities so that all ABAWDs who enroll in FSET are able
to meet the work requirement by participating in FSET, if they choose. FSET workers
must not assign ABAWDs to non-qualifying activities for more than half of their total
required hours.

Employment search, WhICh falls within the superwsed job search component is a non-
qualifying activity. ,
tr&tmng—eem-penent—ts—alse%qen—qeahtymg—aeww— Enrollment and orlentatlon do not

fall within any of the components and are also non-qualifying activities. All other
component activities are qualifying activities.

FSET agencies must offer a variety of activities in order to comprehensively address the
unique needs of each participant. See FSET Handbook 10.3 Appendix C: FSET
Fundable Component Activities for a complete list of FSET fundable activities.



3.5 CONTACTING THE PARTICIPANT
3.5.2 Number of Contacts

At a minimum, FSET workers must schedule a second appointment for individuals who
miss their initial appointment.

The Department of Health Services strongly encourages FSET agencies to continue
scheduling additional appointments beyond the required two appointments for ABAWDs
who fail to attend these scheduled appointments.

FheOther than multiple attempts to schedule enrollment and orientation, which may be
documented under one PIN comment, the FSET worker should document in PIN
comments information relating to each contact that is attempted.

See FSET Handbook 4.6 PIN Comments for detailed policy requirements regarding PIN
commenting.




4.6 RESERVEDBPIN COMMENTS

General Info regarding PIN Comments

FSET agencies should PIN comment all interactions with FSET patrticipants. All FSET
workers and DHS employees should be easily able to chronologically understand the
participant’s progress in the FSET program when reading the PIN comments. All PIN
comments should stay professional and avoid workers’ personal opinions about FSET

participants.

1. Orientation and Enrollment and Ongoing Assessments

All information gathered during the orientation and enroliment process as well as
ongoing assessments must be summarized into PIN comments includes
information that is entered into other pages of CWW including but not limited to
the barriers, assessments, and the participants’ strengths, needs and
preferences.

All discussions of supportive services, and referrals to community resources,
even if declined by the participant, must be included in PIN comments. If an
FSET agency loses contact with an FSET patrticipant, the FSET agency must
include any known information as to why the participant discontinued
communicating with the FSET agency.

2. Employment Plan Development

Details related to a participant's Employment Plan should be captured through
PIN Comments. Case workers should help participants brainstorm short-,
medium-, and long-term goals related to employment activities. All relevant
Assigned Activities should be documented in PIN comments.

All discussions of the participants’ short- and long-term goals and activity

assignments must be included in PIN comments. This means that if a

participant’'s employment plan is updated, a narrative of employment plan

discussion must be included in PIN comments. If a participant has a short term

goal of immediately obtaining employment, the FSET worker should encourage

the participant to explore long-term goals that lead to sustainable employment.
3. Communication with Outside Organizations

Communication with outside organizations including IM, other work programs,
training providers and employers, should be documented in PIN comments. If a
participant is co-enrolled in other work programs, this should also be documented
along with any interaction case worker has with contacts in the co-enrolled
program. All interactions with IM agencies should also be documented in PIN
comments. This includes, but is not limited to, interactions assisting participants




with obtaining exemptions, working with IM to update the ABAWD clock, and any
other relevant updates provided.
14, Template PIN Comments

Template PIN commenting is not generally encouraged by DHS but is
acceptable. To ensure that correct templates and correct information are being
used for each participant, it is best practice to double check templates and the
information contained within. If DHS finds consistent errors in template PIN
commenting, an agency may be directed to discontinue use of template PIN
comments.




5 SUPPORTIVE SERVICES

FSET agencies must provide supportive services to ABAWD and non-ABAWD
participants for reasonable and necessary expenses that directly relate to FSET
participation in allowable FSET activities. An ABAWD cannot be penalized for not
meeting the ABAWD work requirement if the FSET agency fails to provide supportive
services that are reasonable and necessary for meeting the FSET participation
requirement. Good cause hours should be provided if required supportive services are
unavailable to the participant.

For the purpose of determining whether a supportive service is reasonable and
necessary for meeting FSET participation, the federal government defines these terms
as follows:

Reasonable Cost: A cost is considered reasonable if it:

o Does not exceed that which someone who is careful with his or her finances
would pay,

e Provides a program benefit generally in line with its cost,

e Is comparable to other similar types of program costs, and

e Is within the scope of FSET.

Necessary Cost: A cost is considered necessary if it:

e Is taken on in order to carry out essential functions of FSET,

e Cannot be avoided without negatively impacting program services and
operations,

e There is a greater need for this expense compared to other competing needs for
administrative resources, and

e Does not duplicate existing efforts. The product or service must not be available
through another government program or available at no cost to the participant
through a private source (e.g. charitable donations).

Supportive services are not allowable as a stand-alone service. FoodShare
members cannot enroll in FSET for the sole purpose of receiving supportive services. A
participant must be enrolled and participating in at least one allowable FSET component
activity in order to be eligible for supportive services.

Example: Phil, a FoodShare eligible student, is referred to FSET. Phil requests help
with interviewing skills and finding work after graduation. He also needs help paying
for textbooks. Phil is assigned to an educational component and is enrolled in
interviewing and job seeking workshops. Supportive services for textbooks is
allowable because Phil is assigned to at least one allowable FSET component with




allowable activities, and he is not enrolling in FSET for the sole purpose of receiving
supportive services.

Supportive services for an FSET participant must be tracked on the Track Supportive
Services page in the CARES Worker Web (CWW) FSET Tool. This sereenpage is used
to list all instances of support services being requested, provided, or referred to a
participant, along with the cost of each FSET-provided supportive service. Supportive
services provided by the FSET agency, but funded by an outside source, must be
tracked on this page with a zero dollar amount entered for the cost. When referrals are
made to an outside agency that provide a supportive service, that supportive service
does not need to be tracked on the Track Supportive Services page.




6.5 TRACKING FSET PARTICIPATION

6.5.1 Monthly Participation

FSET agencies must collect and record attendance information in CWW for assigned
activities for all ABAWD and non-ABAWD participants. All participation documentation
must be obtained from the FSET participant, work site or other education and training
providers on a monthly basis (at minimum). The documentation must be maintained in
the participant’s electronic case file (ECF). FSET agencies must provide participants
with a variety of methods for submitting participation hours including, but not limited to,
in-person, over the phone, email, 24-hour drop boxes, and fax.

FSET agencies are responsible for collecting group activity participation when multiple
participants are engaged in the same activity at one location. It is the primary
responsibility of the participant to return the paperwork to the agency verifying
participation in activities that involve an activity log. The agency should make
arrangements to get the paperwork directly from the service provider when possible.

Individuals assigned to job retention should be assigned to exactly one hour per month
of job retention See FSET Handbook 1.4.6 Job Retention for more information on this
activity. Record the number of work hours under the employment activity code. Any
additional activities should be recorded under that specific activity code.



8.1 EMPLOYMENT PLAN REVIEWS

8.1.1 Time Frames for Employment Plan Reviews

For ABAWDs who are participating in FSET to meet the ABAWD work requirement, the
EP must be reviewed at least once every three-menths90 days. For non-ABAWDs and
ABAWDs who are meeting the work requirement outside of FSET, the EP must be
reviewed at least once every six-months180 days.

A new EP can be created earlier than the original end date. A new EP should be
created when there is a change in ABAWD status. When a change in ABAWD status
results in the participant needing to meet the work requirement, FSET workers must
contact the ABAWD as soon as possible to create an EP with enough activity hours to
meet the work requirement.




8.5 DISENROLLMENT

FSET disenroliment is completed on the Participant Summary page in the CWW FSET
Tool. The primary reasons for disenrolling a participant from the FSET program include:

1. A participant met the work requirement by obtaining unsubsidized employment
for 80 hours per month, has been verified to be an ABAWD with a non-TLB
referral, and chooses not to participate in FSET. Disenrollment should not occur
while a participant is receiving job retention services for a job obtained as a result
of participating in FSET. A participant is eligible to receive up to 90 days of job
retention services through FSET even if he or she is no longer eligible for
FoodShare.

If an FSET participant loses FoodShare eligibility, the FSET agencies must not
disenroll FoodShare ineligible participants until after the sixth (6th) day of
the month following the month FoodShare closed. On the referral update, the
effective date displays the date FoodShare eligibility ends. Disenrollment of a
FoodShare ineligible participant must be completed no later than the last day of
the month following the month FoodShare eligibility was lost and FoodShare
closed. Information in CARES Worker Web (CWW) may show that FoodShare is
scheduled to close because the FoodShare interview or other requirements were
not completed prior to adverse action. FoodShare may reopen within the same
month or the following month.

2. Non-ABAWDs and ABAWDs with a non-TLB referral type who have not
participated in FSET for two months without good cause. Non-participation is
defined as a complete lack of contact from the participant to the FSET agency.
Non-ABAWDs and ABAWDs with a non-TLB referral type who participate fewer
than 12 hours per month are considered to be participating in the FSET program
and should not be disenrolled without their consent. This disenrollment reason
does not apply to ABAWDs with a TLB referral type.

Prior to disenrolling a non-ABAWD or an ABAWD with a non-TLB referral type for
non-participation, the worker must attempt to make contact by letter or telephone
to determine why the individual is not participating and to determine if the
employment plan (EP) should be revised to include different services.
3. Non-ABAWDs or ABAWDs with a non-TLB referral type requests to end services.
This disenrollment reason does not apply to ABAWDs with a TLB referral type.

Note: FoodShare will be systematically scheduled to close at adverse action when
required action for a review or Six Month Report Form (SMRF) was pending
action, including pending verification. If the member completes the necessary
action to reopen FoodShare benefits, an updated referral will be sent to the FSET
worker showing that the participant is again eligible
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9.4 MANAGING FRAUD, WASTE, AND ABUSE

FSET agencies should match supportive services to the activities in which the
participant is involved. FSET agencies are required to provide payment to FSET
participants for expenses that are reasonable, necessary, and directly related to
participating in assigned FSET activities. Federal requlations allow payment to be
provided as a reimbursement for expenses incurred, or in advance as payment for
anticipated expenses in the coming month.

If an FSET agency suspects or has knowledge that a participant is using supportive
services for something other than an FSET activity, or is trading or selling supportive
services the following steps should be taken:

1. The FSET agency must discuss the matter with the participant.

2. If itis determined that the participant intentionally or unintentionally misused
FSET funds, the participant must be notified in writing that they will only receive
reimbursement for expenses that are reasonable and necessary, and directly
related to completing assigned activities, after documentation of the expense is
provided. FSET workers will seek supervisory approval prior to providing written

notification to the participant. A copy of the written notice must be scanned into
the Electronic Case File (ECF)

3. The participant must be informed that they are allowed to file for a fair hearing if
they do not agree with this decision.

4. Details of the steps taken to resolve this issue and the outcome must be
documented in PIN comments.

FSET agencies also have the ability to question good cause when it seems
guestionable and request verification. There is no means to recoup issued supportive
services. If the FSET participant is not attending their activities without valid good
cause, their participation hours should reflect the lack of participation. If the FSET
agency is notified that the IM agency is recouping a future month’s benefits, the FSET
agency should not issue supportive services in that month.

11



10.3 APPENDIX C: FSET FUNDABLE COMPONENT
ACTIVITIES

Code

Description

Details

Al

Post-Secondary
Ed. — Two
Years or Less

FhisAssign this activity may-be-assigned-for educational
courses with an industry-recognized credential that can

be completed in two years or less. This typically includes
short-term certificates or diplomas that may be earned

guiekly-through a local technical college-campus—i-does
sotinemee cotpses ob ofesethat nesmales fnko meoen
than-feursemesters-to-complete. Count the number of
hours the person is in the classroom and up to one hour
of unsupervised study time for each hour of class time;

unless-additional-study-time-is-warranted:.  Supervised

study time may also be assigned under this activity—and
tracked-for-attendance—purpeses. A statement from the
educational program indicating that an additional amount
of study time may be required to successfully complete
the course can be included in the assigned number of

hours . —Fekerlo—considerabion—ary—aarders—to-loarning

that may result in a participant needing additional study
time-

BE

Adult Basic
Education

FhisAssign this activity may-be-assigred-forio
participants who are engaged in an adult basic education
course thatis-net-tiedte-participation—njebor literacy
skills Leaising—Adali-basicoducalignisinsracton
desighed-tefocus-oncourses in the areas of reading,

mathematics, communication skills, social studies,
physical sciences, health—and-careereducation—Fhe

BERSe-ahassshibe—edulbasis coealon s lopropare
participants—for-employmentand health. Count the

number of hours the person is in the classroom and up to
one hour of unsupervised study time for each hour of

class timeunless-additional-study timeis-warranted.

Supervised study time may also be assigned under this
activity and tracked for attendance purposes. A
statement from the educational program indicating that
an additional amount of study time may be required to
successfully complete the course can be included in the

assigned number of hours.—Fake-into—consideration—any
sornorsto-deamnethat s rosn oot elnans
; ditional i\t

CE

Career Planning

FhisAssign this activity may-be-assighed-forparticipantsit

participant is receiving services to assessevaluate their

12



career interests-and, guide the career planning process-,
or advance their career, as long as the participant has a
realistic and viable goal. Examples include-career
assessment-educational-needs-assessment; career
exploration, job shadowing; evaluations for aptitude,

skills, reviewing labor market information and training
opportunities; and career guidance and counseling;—ané

%eehmeal—y&ppen—te-e*pedﬁe—se#—enﬁrpleyment—ésee

eRrR Advancement
cS Com.munlty
Service
: : oot . L f i
who-are-co-enrolledinanotherprogram-
activity if participant is engaged in service hours done for
the benefit of the public or its institutions. This activity is
set up by the participant or another organization outside of
FSET.
™ — I , ™ — |
Cretapized-Sldls Freet the-speciiic-needs—oi-an-employer—This pe of
cT - training-addresseslaber-shortagesfora-specific
I . .
- FhisAssign this activity may-be-assigred-when a
Driver's L . . :
DR Education participant is enrolled in a course of study whichthat

includes both classroom and behind-the-wheel instruction

13



designed to prepare the student to pass the Wisconsin
Driver’s License Examination.—Fhe-use-of FSETfunds-to
pay-for-a-driver s-lieense-is-only-allowable i-its -
reasonable-and ||ee| essany-for-an elllp|59.§llllellt & .'d E.'a"'"'g

EL

English as a
Second
Language

This activity may be assigned ferio participants whe-are
engagedenrolled in-an English as a Second Language
(ESL) course thatisnettied-toparticipation—injob-skills
Frebrirg—Ee s esonrsepi ey mlonded—e-leaeh
English-reading;—whriting—speaking;or trainings and

i : il I I : i :
English—The purpese-ofassighing-ESkLisactivities meant
to prepare participants for empleymentESL courses. This
code can be used when someone is enrolled in literacy
classes that assist with their ability to read or write. Count
the number of hours the person is in the classroom and
up to one hour of unsupervised study time for each hour
of class time. Supervised study time may also be
assigned under this activity-and-trackedforattendance
purpeses-. A statement from the educational program
indicating that an additional amount of study time may be
required to successfully complete the course can be
included in the assigned number of hours.

EO

Enrollment with
Orientation

participatesUse this code for individuals who participate in
a set of activities designed to orient and enroll the
individual teinto the FSET program. O+entation—is-the

process of providing comprehensive information to the

Assign this activity if a participant abeut-the FSET
program |||e'lluell III |g' e||e|ee|" aetlulltles.aﬁnel sup.peltlule I
Fhis—aetivityisis participating in a non-qualifying activity for

ABAWDSs, unless it makes up less than half of an
ABAWD'’s total monthly FSET patrticipation hours.
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ES

Supervised
Employment
Search

FhisAssign this activity may-be-assighed-to participants
engaged in irdividuatized—employment search ergreup
employment-search-training—FhisHheludes:that is tailored
to individual needs, suchas 1) Fmetime used to research
prospective employers; 2) Makirgmaking contact with
prospective employers to learn of job openings, whether
by phone, in person, or via the internet; 3)

Completingcompleting applications for job vacancies; 4)
Preparirgpreparing for job interviews; 5)
Interviewdnginterviewing for jobs; and 6) Resume-writing
workshops-

on effective job seeking and interviewing skills.

This is a non-qualifying activity for ABAWDS, unless it
makes up less than half of an ABAWD'’s total monthly
FSET participation hours.

HE

High School
Equivalency
Diploma or GED

FhisAssign this activity may-be-assigned-for FSEF
— it od ionalactivities —inciudi

participants who are receiving instruction and study time;
designed to prepare adulisto-takefor the tests and
courses-thatleadteaof General Educational
Development (GED) or High School Equivalency Diploma

JR

Job Retention
Senvices

Job retention—serdees can be provided for up to 90 days
to an individual who has secured employment after
enrolling in FSET. In most cases the individual is not
participating in other FSET components or assigned
activities. Job retention services may include: 1) job
retention reimbursement; 2) reviewing workplace
demands and employer expectations; 3) strategies to help
the individual stay employed; 4) job-specific problem
solving; and 5) crisis resolution.-Orh-ndividuals—whe-have
ocometbothor ompplovmont one o sondc oo Ladog

. btaini I Leiblofor iof

15



JS

Job Skills
Training

empleyer-Assign this activity when a participant is enrolled
in a training arranged to meet the specific needs of an
employer or a general training that prepares an individual
for a specific occupation within a particular employment
sector where they will not earn an industry recognized
credential. The training will provide skills to help the
participant obtain employment or to advance or adapt to
the changing demands of the workplace. Fraining—may

med%d—asssta#&s—and—legal—ass&taims—Count the number

of hours the person is in the training and up to one hour of
unsupervised study time for each hour of training time.
Supervised study time may also be assigned under this
activity. A statement from the training program indicating
that an additional amount of study time may be required to
successfully complete the training can be included in the
assigned number of hours.

16



MO

Job Readiness/
Motivation

FhisAssign this activity may-be-assigred-to
wdividualsparticipants engaged in classes/ and activities

specifically designed to prepare them for work. Activities
are geared toward learning general workplace
expectations, work behavior; and seft-skills that-erhance
an-hdividual's—eareerprospeets-necessary to compete
successfully in the labor market. A high-quality job
readiness program uses various technigues and
approaches to build self-esteem and increase self-
confidence. Activities may include: 1) rstructionin-soft
skills—sueh-as-instruction in workplace expectations;

adaptability, integrity, and cooperation; 2} Courses
(including instruction on readinrg—ferinfermation—apphed
Arethoredeslocadns— o ten—Ero s en—se g,
eritical-thinking—and-appropriate attire); 2) workshops on
self-esteem, goal setting, etc.; and 3) courses on basic
computer skills ireluding—the-and use of the
laterpetinternet. Job readiness activities may be
completed independently or in a group setting.

If an individual is enrolled in a comprehensive job
readiness program curriculum, as long as the intent of the
component is met, it can include additional activities, such
as financial literacy, household management techniques,
and assistance with other life skills, that help an
individual’'s circumstances so they are a better able to
obtain or maintain employment.

17



OfieRiaten : L . . ’
Jass i ::5” s e I;;ls ”:? . g|=;|f o 55: ABAWD's total
_ ALy i pa —
Par-Te Fhis activity-may lbe a55|g|||ee|| ford SlEI p_altle_lpal AtS ”l'e. I
e Student for outside of the FSET program.
FhisAssign this activity—may-be-assigned when a person is
involved in a self-employment training or individualized
technical assistance program. In general, individuals
assigned to this component have sound business ideas
SE | Self-Employment | but lack the skills to successfully create and implement a
plan for successful self-employment. Participants receive
help to develop their business, create sound financial and
marketing plans, access grant and local self-employment
funds and provide other business support services.
: FhisAssign this activity may-be-assigred-fwhen a
Full-Time T . . -
SF | Employment: participant is employed or selfi-employed in a subsidized
2 position full-time (30 or more thanr-30-hours aper week
Subsidized Ly | : beidized | " ).
FhisAssign this activity may-be-assigred-fwhen a
Part-Time participant is employed lessor self-employed in a
SP | Employment: subsidized position part-time (fewer than 30 hours aper
Subsidized week-cndthe cmpployment e cpnefdizad by apothor
prograf:).
tional Fhis EEEE:".'% Fhay .IGE alsmgnal when E‘E.|GEHE|IE.I|GIEEIIE S ,
code
e — I . o — .
shoddboreeopdod nneohe netpdnr codos
Full-Time FhisAssign this activity may-be-assighred-when a
UF | Employment: participant is employed or seli-employed full--time (30 or
Unsubsidized more hours per week).
Part-Time FhisAssign this activity may-be-assighred-when a
UP | Employment: participant is employed or self-employed part-time (fewer
Unsubsidized than 30 hours per week).
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WE

Work
Experience/W-2

FhisAssign this activity may-be-assigred-for participants
who are job shadowing or learning work skills in an

unpaid work experience ata-public-er-not-for-profit
business-as part of the W-2 program.

WEF

Workfare

FhisAssign this activity may-be-assigred-to ABAWD-TLB
participants. Workfare is a qualifying activity for ABAWDs

who need to develop the basic skills and/or work history
necessary to enter the job market successfully. FSET
agencies should not assign employed participants to
workfare. Workfare positions may be established with
public or private non-profit employers-and-are-sinilarto
community-servicejobs-in-sectors, such as housing
authorities, parks and recreations, and sanitation
departments. The goal of workfare is for participants to
learn new job skills and establish work references.

A household’s monthly workfare participation requirement
is determined by dividing the FoodShare benefit amount
by the minimum wage. FSET agencies should document
in PIN comments when the participant lives in a
household that includes multiple ABAWDs sharing
responsibility for meeting workfare participation
requirements.

19




wWJ

Workfare Job
Search

m — I . T " — -
the-first 30-days—of a-werkiare—assighment\Workfare job
search may be assigned to ABAWDSs during the first 30
days after enrollment at initial certification prior to making
a workfare site placement. Workfare job search includes
activities outlined in the employment search activity
component. The household’s workfare hourly requirement
is determined by dividing the FoodShare benefit amount
by the minimum wage. Workfare participants are
considered to be participating in and complying with
workfare requirements during this 30-day job search
period and are meeting the ABAWD work requirement.

Thotebsoorebporsc e onb bo concnetod cimpe e
|||st| 3. O-elays alltﬁel emelllment at’ |||||t|al ee't'"eat'e'.'ﬁ.p”e.' t.e
An FSET participant who has more than one initial
certification may be assigned to werkiare\\Vorkfare job
search at each initial certification- but cannot be assigned
Workfare job search at recertification.

WX

Work
Experience/FSET

FhisAssign this activity may-be-assigred-for participants
who are job shadowing or learning work skills in unpaid
work experience at a private, public, or noi-for-profit

business-in-the-FSETprogram.
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10.4 APPENDIX D: SUPPORTIVE SERVICES ALLOWABLE

EXPENSES
Item skt Sometimes | Never | Other Details
Always
Only if required for FSET
participation and no other
Auto X transportation option is
insurance available. The insurance
payment should be limited to no
more than two months.
Auto
ownership X
tag, title,
licensing
Auto purchase X
Auto repairs X Only under specific conditions.*
Background X Only if required for employment
checks and training.
Books
Clothing for X
job interview
Uniforms almost always.
Clothing Otherwise clothing costs are
required for a X limited and must be reasonable
job and necessary for employment
as a part of job retention.
Commercial
driver's X Only if required for employment.
license
Computers,
X
laptops, etc.
Course
registration X
fees
To the extent that it is required
for employment and as funds
allow for reimbursement. Dental
Dental work X work costs are limited to minor

work, such as a cleaning. Major
work, such as oral surgery,
bridge work, braces, and

21




dentures, are not allowable
expenses.

Dependent
care costs

Driver license

Must be reasonable and
necessary for participation in an

applications T

and renewal employment and training
component or employment as a

fees : .
part of job retention.

Drug/alcohol Refer participant to another

counseling agency.

Drug tests Only if required for employment.
Must be reasonable and
necessary for participation in an

Equipment employment and training
component or employment as a
part of job retention.

Fines No exceptions for any type.

Fingerprinting Only if required for employment.

Gas

Legal services

Must be very minor (i.e. notary)
and directly related to
employment.

Licensing and
bonding fees
for work or
work
experience

Living
expenses and
stipends

Medical
expense

Only if minor and required for
employment, such as a
tuberculosis test.

Mental health
counseling or

Refer participant to appropriate
agency.

treatment

Must be reasonable and
Relocation necessary for employment as
expenses part of a job retention

component.

Safety items
(on the job)

Student
activity fees

Only if required to participate in
class.
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Student loans

Participants should apply for
financial aid.

;:-f:r']gélver S Only if required for employment.
Must be directly applicable to

Test fees employment and all other
funding sources exhausted.
Housing assistance may be
provided on a case-by-case
basis for emergency situations,
and only when all other funding
sources have been exhausted.
The rationale for housing
assistance must also be

;I]'(E):lrjr;ﬁ)r(])grary QOcumented in PIN comments
in the FSET Tool. Housing
assistance may be provided for
a period of one month
maximum per an individual's
FoodShare eligibility—period
fore—rrenhres i e
certification period}-
Must be reasonable and
necessary for participation in an

Tools employment and training
component or employment as
part of job retention.

Training

materials

Transportation

expenses

(gas, bus fare)

Tuition and

fees

Uniforms

Union dues Only if required for employment.
Must be reasonable and

Vision needs necessary for participation in an

(glasses or employment and training

eye exam) component or employment as a

part of job retention.

*Auto repairs may be an allowable expense if all of the following conditions are met:
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e The repairs are reasonable and necessary for participation in an approved FSET
activity, and

e The FSET volunteer resides in a rural county or area of the state where there is
no or very limited public transportation, and

e Carpooling is not a realistic option, and

Cost estimates are verified from at least two auto repair shops, and

The title of the auto is registered in the name of the FSET volunteer, and

The FSET volunteer holds a valid driver’s license, and

The cost of the repairs will not exceed the value of the auto, and

Repairs are not for cosmetic reasons, and

Reimbursement is limited to a one-time expense, and

The agency can guarantee that the repairs cannot be paid by another source.

*»*Example 1: Lenny applies and becomes eligible for FoodShare in January 2019 and
maintains eligibility until his next recertification in December 31, 2019. Lenny received
temporary housing assistance in May 2019. Lenny would again become eligible for
another month of temporary housing assistance on January 1, 2020, the first month of
the new certification period.

Example 2: lvy applies and becomes eligible for FoodShare in January 2019 and
receives temporary housing assistance in February 2019. vy loses FoodShare eligibility
in May 2019 and reapplies and regains eligibility in August 2019. Ivy is again eligible for
temporary housing assistance after her new application in August 2019.

Example 3: Chrissy and her husband, Phil, apply and become eligible for FoodShare in
January 2019. Chrissy receives temporary housing assistance in February, 2019. In
June 2019 Chrissy loses FoodShare eligibility due to three TLBs while her husband,
Phil, remains eligible through December 2019. Chrissy regains eligibility for FoodShare
by meeting the ABAWD work requirement in June 2019. Chrissy would not be eligible
for temporary housing assistance until January 2020, the first month of the new
certification period.
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10.6 APPENDIX F: FSET WORKER TIME FRAMES

Time
Erames Importance
1st of the e Pull FSET enrollees detail report for expiring employment
month plans and/or schedule employment plan review appointments.
5th of the e Update the “Work Requirement Met” field indicating the prior
month month’s participation.
6th of the e Begin disenrolling individuals who are no longer eligible for
month FoodShare as of the end of the prior month.
e Update the “Anticipated to Meet Work Requirement” field.
ond e CARES Worker Web (CWW) pulls information from the “Work
Saturday of Requirement Met” field and uses it to update the FoodShare
the month clock.
Adverse e CWW pulls information from the “Anticipated to Meet Work
Action Requirement” field and uses it to update the FoodShare clock.
e An FSET participant should be contacted either by letter or
5 Business telephone within five business days of the FSET agency
Days receiving a referral.
e FSET initial appointments should be scheduled to occur
within 10 business days from the date the referral is received
10 Business (or effective date of FoodShare eligibility, if the referral is sent
early).
Days e Initial employment plan should be developed at initial
appointments.
o Workers will be able to preview an appointment letter created
within 12 calendar days of the actual appointment, and CWW
12 Calendar will send the letter overnight (If letters are created within 13
Davs days of the actual appointment, workers will be unable to view
Y the letter, but the system will automatically send it 12 days
before the appointment date).
e Non-ABAWDs and ABAWDs meeting the work requirement
2 Months outside of FSET (non-TLB referrals) may be disenrolled from

FSET if they have not participated in FSET for two months
without good cause.
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FSET workers have up to two calendar months from the
FoodShare eligibility end date to override a disenrollment.

90 Calendar
Days

FSET participants may receive up to 90 days of job retention
services after securing employment through FSET.

The longest duration of an ABAWD’s employment plan.
ABAWD employment plans must be reviewed every three
months, at minimum.

The number of time-limited benefits (TLBs) an ABAWD may
receive without meeting the work requirement.

The number of additional months an ABAWD may earn after
exhausting his or her three TLBs.

The longest duration of an FSET participant's employment
plan. Non-ABAWDs and ABAWDs with a non-TLB referral
must have employment plans reviewed every six months, at
minimum.

36 months

The duration of an ABAWD’s FoodShare clock.
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