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Summary

This policy memo implements the revised and new policies and procedures listed below.

¢ Individual Job Search Periods: Allows individual job search to continue beyond
12 weeks or 3 calendar months, if appropriate.

¢ Individual Job Search Documentation: Allows the participant 10 calendar days
following the end of each month during which the participant made a job search to
provide form 470-3099, Job Search Record.

¢ Recovery of Family Self-Sufficiency (FSSG) Overpayments: Allows recovery
of FSSG grant overpayments.

¢ Limited Benefit Plan for Failure to Verify Hours of Employment or
Participation:

e Adds the requirement to send a clear written reminder and give a participant
another opportunity when the participant fails to provide verification of hours of
employment or hours of participation in other PROMISE JOBS activities.

e Removes the provision that allows participants to cure an imposed first or
subsequent limited benefit plan (LBP) when the participant verifies the hours of
employment or activity participation by the tenth day following the effective date
of the LBP.

Use the instructions in this memo in lieu of any contrary instructions in the PROMISE
JOBS Provider Manual. The PROMISE JOBS Provider Manual will be updated as soon as
possible.
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Changes to the following policies are effective immediately and retroactively to January
1, 2014:

¢ Individual Job Search Period
¢ Individual Job Search Documentation
¢ Recovery of FSSG Overpayments

Changes to the following policy are effective February 1, 2014:

¢ Limited Benefit Plan for Failure to Verify Hours of Employment or Participation
Please make this information available to PROMISE JOBS staff in each PROMISE JOBS
Territory as quickly as possible. PROMISE JOBS staff, please direct any questions to

your PROMISE JOBS Coordinators at IWD. If anyone else has questions, please contact
Angela Madison by e-mail at amadiso@dhs.state.ia.us or by calling (515) 281-6082.
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INDIVIDUAL JOB SEARCH PERIODS

Former Policy (PROMISE JOBS MEMO 165, page 9):

The designated period for job search activities should not exceed five weeks ending on
a Friday within the same calendar month. The total period for each episode of
individual job search shall not exceed 12 weeks or three calendar months.

Former Procedure:

Use the Job Search Plan Agreement to notify a participant in writing of the expectations
and verification requirements in job search activities for individual job search.

Identify the individual job search plan period in the Job Search Plan Agreement.
Determine a period for the plan of up to five weeks ending on a Friday within the same
calendar month.

A participant may use these individual job search plans for up to 12 consecutive weeks
or 3 consecutive calendar months. Example:

Ms. A has a varied job history. She wants flexibility to look for work in several areas.
Ms. A and her PROMISE JOBS worker decide that Ms. A will use the individual job
search plans that are up to five weeks in length.

In her Family Investment Agreement, she indicates she will use individual job search
for the months of February, March, and April. If she has not found employment in
three months, she and the worker agree that Ms. A should use the work experience
component.

February has four Fridays: February 7, 14, 21, and 28
e Ms. A’s job search plan for the month of February will include all of these weeks.

e Ms. A’s job search plan for this month of February cannot include five weeks as
there are not five weeks that end on Friday.

March has four Fridays: March 7, 14, 21, and 28
e Ms. A’s job search plan for the month of March will include all of these weeks.

e Ms. A’s job search plan for this month March cannot include five weeks as there are
not five weeks that end on Friday.

April has four Fridays: April 4, 11, 18, and 25
e Ms. A’s job search plan for the month of April will include all of these weeks.

e Ms. A’s job search plan for this month of April cannot include five weeks as there
are not five weeks that end on Friday.




New Policy (Legal reference: 441 IAC 93.6(2) and 441 IAC 93.10(2)"“c”):

The designated period for an individual job search plan in a Job Search Plan Agreement
cannot exceed five weeks ending on a Friday within the same calendar month. If after
three consecutive calendar months of individual job search, the participant still has not
found employment, the worker must review the participant’s situation for possible
barriers to employment or possible need for training to increase employability.
Individual job search may continue, if appropriate, but combining it with other activities
should be considered.

New Procedure:

Follow current procedures for writing Job Search Agreement Plans found in PROMISE
JOBS Memo 165 beginning on page 9. In addition, this new procedure allows the
participant to continue in job search after a total of three calendar months if they have
not yet found employment. If after three months, the participant has not gained
employment, the worker and participant should consider including other PROMISE JOBS
activities in the Family Investment Agreement with each additional Job Search
Agreement Plan created. Example:

Same as example in current procedure. However, if Ms. A has not found employment
after three months, Ms. A and the worker may agree that Ms. A should continue with
additional individual job search plans and include other PROMISE JOBS activities in Ms.
A’s Family Investment Agreement. Or, Ms. A and the worker may agree on
participation in other PROMISE JOBS activities only.

Implementation:

Apply the new policy upon issuance of this memo.

INDIVIDUAL JOB SEARCH DOCUMENTATION
Former Policy (PJPM, page 96; PROMISE JOBS MEMO 165, page 10):

The participant must provide form 470-3099, Job Search Record, within five working
days after the last working day of any week during which the participant has made a
job search.

Consider the participant to have met the documentation requirement if the participant
has completed the following information on the Job Search Record:

¢ Sufficient information to identify the employer that was contacted or the activity
that was completed,

¢ The date the contact was made or the activity was completed,
¢ The amount of time spent on the contact or activity, and

¢ The participant’s signature.



New Policy (Legal reference: 441 IAC 93.10(2)“c”):

The participant must provide form 470-3099, Job Search Record, within 10 calendar
days following the end of each month during which the participant made a job search.

New Procedure:

Follow current procedures outlined in PROMISE JOBS MEMO 165 beginning on page 10
as to what constitutes a complete Job Search Record. The participant will submit job
search records within 10 calendar days following the end of the month during which the
participant made a job search.

Implementation:
Existing Job Search Plans:

Any Job Search Plan Agreement that includes January 1, 2014, or later, in the job
search schedule is not valid unless the due date for each week of job search included in
the plan is the tenth calendar day following the end of the month of scheduled job
search. Allow the participant to continue job search according to the invalid Job Search
Plan Agreement until you and the participant develop a new Job Search Plan
Agreement. Schedule the participant with an appointment to develop a new and valid
Job Search Plan Agreement at the earliest available time but no later than February 28,
2014.

DO NOT impose a Limited Benefit Plan (LBP) for failure to provide documentation
of job search for any week identified in the invalid plan. Examples:

1. Job Search Plan Agreement written on November 22, 2013, as follows:

Job Search Schedule Date Job Records Due
November 30 to December 6, 2013 December 13, 2013
December 7 to December 13, 2013 December 20, 2013
December 14 to December 20, 2013 December 27, 2013
December 21 to December 27, 2013 January 6, 2014

This Job Search Plan Agreement is valid as none of the scheduled days are January
1, 2014, or later.




2. Job Search Plan Agreement written on December 20, 2013, as follows:

Job Search Schedule Date Job Records Due
December 28, 2013 to January 3, 2014 January 10, 2014
January 4 to January 10, 2014 January 17, 2014
January 11 to January 17, 2014 January 24, 2014
January 18 to January 24, 2014 January 31, 2014
January 25 to January 31, 2014 February 7, 2014

This Job Search Plan Agreement is NOT VALID as scheduled days are January 1,
2014, or later. An LBP does not apply if the participant failed to provide
documentation of any week of job search included in this plan.

LBPs:

If a person is currently in the process of choosing an LBP for failure to provide
documentation of job searches and the job search plan includes job search for a
week that includes a day that is January 1, 2014, or later with a due date of five
working days following a week of job search, PROMISE JOBS cannot start the LBP. If
PROMISE JOBS has started an LBP for failure to provide documentation of job
searches and the job search plan includes job search for a week that includes a day
that is January 1, 2014, or later, PROMISE JOBS needs to stop the LBP and consider it
in error. IM needs to reinstate without an application as of the effective date of the
LBP.

RECOVERY OF FAMILY SELF SUFFICIENCY (FSSG) OVERPAYMENTS
Former Policy:

Former policy did not allow for recovery of FSSG overpayments.

New Policy (Legal reference: 441 IAC 47.28(239B) and 441 IAC 93.12(239B)):

All PROMISE JOBS expense allowances are subject to overpayment recovery. For
purposes of overpayment and recovery, an FSSG payment is considered a PROMISE
JOBS expense payment. When an applicant, participant, or a provider receives an
FSSG payment for items for which funds were awarded were not purchased, services
that were approved and not obtained by the provider, a duplicate payment was issued
or when, according to receipts, the items purchased cost less than the funds received,
an overpayment is considered to have occurred and recovery is required.

New Procedure:
When you discover an FSSG overpayment, notify the lowa Department of Inspections

and Appeals (DIA) by making entries in the Overpayment Recoupment System. Follow
the procedures in 14-P, Overpayment Recovery Direct Claim Entry, to make the entries.

When completing the FSSG overpayment, select Program code 67 — OTHER PROMISE
JOBS EXPENSE ALLOWANCES.


http://www.dhs.state.ia.us/policyanalysis/PolicyManualPages/Manual_Documents/Master/14-P.pdf

Implementation:

Apply the new policy upon issuance of this memo and retroactively back to January 1,
2014, to any FSSG payment issued on or after January 1, 2014, if it is determined to be
overpaid.

LIMITED BENEFIT PLAN (LBP) FOR FAILURE TO VERIFY HOURS OF
EMPLOYMENT OR PARTICIPATION

Former Policy (PROMISE JOBS MEMO 165, pages 27-33):
Notify a participant in writing of verification requirements.

PROMISE JOBS is not required to send a written reminder to allow an additional
opportunity to participate when a participant fails to provide verification of hours of
employment or hours of participation in other FIA activities.

PROMISE JOBS must refer the participant’s file for a review when a participant fails to
provide verification of hours of employment or hours of participation in other FIA
activities. An LBP applies if a review concurs that the participant has chosen an LBP.

This policy applies only to failure to provide verification of hours (hours of employment
or hours of participation in other FIA activities). It is important to make a distinction
between failure to provide verification of hours of participation in an FIA activity and
failure to participate in an FIA activity. These are separate issues.

+ A written reminder is required when a participant fails to participate in an FIA
activity and for all other participation issues as described in the PJPM, FIA
PARTICIPATION ISSUES, Identifying Participation Issues, and

¢ A review must concur that the participant has chosen an LBP for the failure to
participate.

An LBP imposed for failure to verify hours of employment or hours of participation in
other FIA activities must be stopped if the client provides the verification by the tenth
day of the month following the LBP effective date unless participation is an issue and
the client has been previously notified of the issue. If the tenth day falls on a weekend
or holiday, the client must provide the verification by the next working day.

If the verification is provided by the due date and participation is not an issue, the LBP
must be stopped regardless of if the LBP is a first or subsequent. The LBP is considered
voided and will not count towards a subsequent LBP if the client chooses an LBP in the
future.

When an LBP is imposed for failure to verify hours of participation and the participant is
in an ongoing activity other than job search and required to provide verification by the
tenth day of each month, the LBP continues until:

¢ The participant provides the verification that was previously due, and
¢ Any additional verification that is due at the time the client provides the late
verification that resulted in the LBP.



When an LBP is imposed for failure to provide documentation of job search activities,
the LBP must be stopped if the client provides all the verification that is due according
to the current Job Search Plan Agreement by the tenth day of the month following the
effective date of the LBP unless participation is an issue and the participant has
previously been notified.

Former Procedure - Failure to Verify Hours of Participation (Employment or
Other FIA Activities)

Use the FIA or a letter to notify a participant in writing of the need to provide
verification of hours of participation (employment or FIA activities other than job
search).

Use the FIA and the Job Search Plan Agreement to notify a participant in writing of the
need to provide documentation of hours of participation in job search activities for
individual job search and structured job search. See PROMISE JOBS Memo 165,
beginning on page 34, for details on when to use the FIA or a letter or both.

If a participant fails to verify hours of participation by the due date stated in the written
notice and has not contacted you to ask for additional time or assistance:

¢ Do not send a written reminder to give the participant more time to provide the
verification.

+ Refer the participant’s case for a review.

+ If the review concurs that the participant has chosen an LBP, make entry in PJCASE
to start an LBP.

¢ On the same day you start the LBP, send a letter to the client. Include the following
at a minimum:

e Explain that the LBP will be stopped if the client provides the late verification
within 10 days of the LBP effective date.

e If the lacking verification is for an activity that requires the client to verify hours
of participation monthly, explain that the client must also provide any additional
verification that is due at the time the late verification is provided. Specify the
verification that will be needed to stop the LBP (i.e., March Time and
Attendance).

e If the lacking verification is for a job search activity, explain that the client must
also provide all other Job Search Records that are due at the time the late Job
Search Record is provided.

e Provide information regarding the LBP and explain that a separate NOD will be
issued.

e Explain that FIP may be reinstated if the client provides the verification before
the LBP effective date.

e Explain that the client must reapply if the client provides the verification on or
after the LBP effective date but within 10 days of the effective date.
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Explain that the LBP will remain in effect if verification is not provided by the due
date.

Ask about problems or barriers that are keeping the client from providing the
verification or from participating.

Offer for client to speak with a supervisor regarding questions or problems.

PROMISE JOBS worker name and phone number.

Suggested text follows for failure to provide proof:

Begin the letter with the suggested text for the applicable situation:

¢ Failure to verify work hours:

You did not provide your agreed upon proof of your work hours. You agreed to
provide proof by . By not providing proof of these hours, you have chosen
the Limited Benefit Plan (LBP).

¢ Failure to provide verification of time and attendance:

You did not provide proof of your hours of attendance in for the month of

. You agreed to provide a completed Time and Attendance form by

<tenth day after the end of the month>.

Add these two paragraphs when required to provide verification
monthly:

Since you are required to send proof of your hours of attendance each month,
you must also provide all other Time and Attendance forms that are
due at the time you provide the late Time and Attendance form.

In addition to the late Time and Attendance form, you will have a completed
Time and Attendance form due on _<date> and <second date if applicable>.

Add the following paragraph if you have sent the client a written
reminder for failure to attend this activity in one of the three calendar
months prior to the LBP effective date:

If you did not return your Time and Attendance form because you have not
been attending the activity, your LBP will not be stopped unless problems are
keeping you from participating in job search activities.
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¢ Failure to provide Job Search Record:

You did not provide the Job Search Record to report your time spent in job search
activities for the week beginning and ending by _ <date> .

You agreed to provide the Job Search Record in your Job Search Plan Agreement.
By not providing a completed Job Search Record by the due date, you have chosen
the Limited Benefit Plan (LBP).

Since you are required to send proof of your job search activities each week, you
must provide the late Job Search Record and all Job Search Records that
are due at the time you provide the late Job Search Record.

Reminder: You agreed to participate in Job Search activities for hours each
week beginning - - and ending - -

See your Job Search Plan Agreement for the dates that you agreed to complete and
return a Job Search Record form. Contact me if you have questions.

e Add the following paragraph if you have NOT sent the client a written
reminder for failure to complete the required number of hours of job
search activities:

If you did not return your Job Search Record because you did not complete the
required number of hours of job search activity, contact me right away.

OR

e Add the following paragraph if you have previously sent the client a
written reminder for failure to complete the required number of hours
of job search activities with this episode of job search:

If you did not return your Job Search Record form because you did not
complete the required number of hours of job search activity, your LBP will not
be stopped unless problems are keeping you from participating in job search
activities.

End the letter with the following text for all situations:

If you do not provide the requested proof by _ <tenth day after LBP effective date,
i.e., May 10, 2009>, your LBP will remain in effect and be considered valid. You will
only be able to stop the LBP as stated in the Notice of Decision that will be sent to you
separately.
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Your LBP will begin <LBP effective date> . This means your FIP benefits will be
<canceled or reduced=> . DHS will send you a separate Notice of Decision that
will tell you more about your LBP and how it will affect your FIP benefits.

If you provide the requested proof by <tenth day after L BP effective date,
i.e.. May 10, 2009=> , your LBP will be stopped and will not count as a valid LBP if
you choose an LBP again.

4 You may not have to reapply for FIP if you provide the requested proof before the
LBP effective date. DHS will reinstate your FIP benefits if you are otherwise
eligible.

4 You will have to reapply to get FIP benefits again if you do not provide the
requested proof by the LBP effective date. You may also need to sign a new Family
Investment Agreement (FIA).

Contact me right away at <your phone #> if you have problems that are
keeping you from providing the proof or from participating in your activity. You may
also contact me if you have any questions.

You may also talk with a supervisor about any problems or questions.
I hope that you decide to provide the requested proof. Thank you,

<Your Signature>

If the client provides all required verification by the tenth day of the month following
the LBP effective date and the participant’s attendance or participation is not an issue:

¢ Make entry in PJCASE to stop the LBP. Use stop reason “C”.

¢ Send the IM worker an email that includes the date the client provided the
verification. The IM worker needs this date to decide if FIP can be reinstated or if
the client must reapply. Suggested text follows:

FYIl: The LBP for __ (Client’'s name)  was imposed for failure to provide needed
verification. This person provided the needed verification on ___(date)__.
Therefore, the LBP will not count if this person chooses an LBP again.

For employment and activities other than job search, continue the LBP if the client
provides verification but not all of the required verification or the verification does not
adequately verify hours of participation. Send the client a letter within 2 working days
of receipt of the insufficient verification to specify the lacking verification and to explain
that the LBP will continue unless all required verification is received within 10 days of
the LBP effective date.
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For job search activities, continue the LBP if the client provides one or more of the
required Job Search Records but not all of the Job Search Records that are due by that
time. Send the client a letter within two working days of receipt of the late Job Search
Record to specify the Job Search Records that are still needed and to explain that the
LBP will continue.

When a job search client provides all of the required Job Search Records but the
records are either not complete or the client did not complete the required number of
hours of job search activity, follow the procedures at New Procedure — Job Search
Records Not Complete or Participant Does Not Complete Required Job Search Activity in
PJ Memo 165.

For employment and all activities, if the client does not provide any verification by the
tenth day of the month following the LBP effective date:

+ A first LBP remains active until the client reapplies for FIP and signs an FIA. The
LBP is valid and will count towards a subsequent LBP in the future.

¢ A subsequent LBP remains active through the six-month ineligibility period.
No further action is needed.

Former Procedure - Verification Shows Unsatisfactory Participation or
Attendance:

When an LBP is imposed for failure to verify hours of participation in an ongoing activity
other than job search, and the client provides the verification as required, and the
verification shows that the participant’s attendance or participation is unsatisfactory:

¢ Stop the LBP as described in the prior section if you did not send a written reminder
to the client regarding unsatisfactory participation or attendance in any of the three
calendar months prior to the LBP effective date. Send a written reminder regarding
the unsatisfactory participation or attendance as described in the PJPM, FIA
PARTICIPATION ISSUES or Participation Issues Specific to Classroom Training,
whichever applies.

+ Continue the LBP if the client’s participation or attendance in the specific ongoing
activity resulted in a written reminder regarding unsatisfactory attendance or
progress in one of the three calendar months prior to the LBP effective date.

¢ Exception: This policy does not apply when the client is in education activities and
the verification shows that the client is receiving less than a 2.0 grade point average
(or less than a higher average when required by the specific training facility or
curriculum). Apply the policies in PROMISE JOBS MEMO 165, beginning on page 22,
in this situation.
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Example:

An LBP is imposed effective April 1 for failure to provide a completed Time and
Attendance by March 10 to verify hours of attendance in GED. The client provides the
verification on March 30. The verification shows that the client did not attend GED as
scheduled. Either:

4 Stop the LBP and send a written reminder to the client regarding unsatisfactory
attendance in GED unless you sent a written reminder to the client regarding
unsatisfactory GED attendance in January, February, or March, or

4 Continue the LBP if the client’s attendance in GED has been unsatisfactory in the
past and you have sent a written reminder regarding unsatisfactory attendance in
January, February, or March. Send a letter as previously described.

Former Procedure — Job Search Records Not Complete or Participant Does Not
Complete Required Job Search Activity:

When the client provides the late Job Search Record and all Job Search Records that
are due at that time and the client reported the required hours of job search activity
but did not provide all of the required information on the Job Search Records as
described in PROMISE JOBS Memo 165, beginning on page 10:

¢ Stop the LBP as described earlier if you have not previously sent a written reminder
regarding an incomplete Job Search Record form during this episode of job search.
Send a written reminder regarding the incomplete Job Search Record as described in
the PJPM, FIA PARTICIPATION ISSUES.

¢ Continue the LBP if the client has failed to provide complete information on a Job
Search Record form in the past and you have previously sent a written reminder
regarding an incomplete Job Search Record during this episode of job search.

When an LBP is imposed for failure to verify hours of participation in job search
activities by providing a Job Search Record by the due date stated in the Job Search
Plan Agreement, and the client provides the Job Search Records as required, and the
records show that the client did not participate in job search activities for the required
number of hours:

¢ Stop the LBP as described earlier if you have not sent the client a written reminder
for failure to participate in job search activities for the required number of hours
during this episode of job search. Send a written reminder regarding the
unsatisfactory participation or attendance as described in the PJPM, FIA
PARTICIPATION ISSUES.

+ Continue the LBP if the client has failed to participate in job search activities for the
required number of hours in the past and you have previously sent a written
reminder regarding failure to participate in job search activities during this episode
of job search.
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If the client does not provide any verification by the tenth day of the month following
the effective date of the LBP:

¢ A first LBP continues until the client reapplies for FIP and signs an FIA. The LBP is
valid and will count towards a subsequent LBP in the future.

¢ A subsequent LBP remains active through the six-month ineligibility period.
No further action is needed.

New Policy (Legal reference: 441 IAC 93.10(1), 441 IAC 93.13(1), 441 1AC 93.13(3),
441 IAC 93.16(1), 441 1AC 93.16(2)):

PROMISE JOBS must notify a participant in writing of verification requirements. If a
participant fails to provide verification of hours of employment or hours of participation
in other FIA activities, PROMISE JOBS must send a written reminder and give the
participant another opportunity to provide the verification. A limited benefit plan (LBP)
applies if the participant continues to fail to provide the verification after receiving a
written reminder.

A participant cannot end an LBP imposed for failure to verify hours of employment or
hours of participation in other FIA activities by providing the verification. If the LBP is a
first, the client can end it by reconsidering and signing an FIA. If the LBP is a
subsequent, the client cannot take any action to reconsider the LBP until the six-month
period has ended.

New Procedure:

Continue to use the FIA or a letter to notify a participant in writing of the need to
provide verification of hours of employment or participation in other activities other
than job search.

Use the FIA and the Job Search Plan Agreement to notify a participant in writing of
the need to provide documentation of hours of participation in job search activities
for individual job search and structured job search.

If a participant fails to provide verification of hours of employment or participation
in other FIA activities by the due date stated in the written notice and has not
contacted you to ask for additional time or assistance:

¢ Send a clear written reminder to give the participant more time to provide the
verification. The clear written reminder should:

Identify the participation issue and the action needed to resolve it
Clarify expectations

Attempt to identify barriers to participation

Offer supervisory intervention

Include an explanation of the limited benefit plan either by:

arNPRE

e Describing the limited benefit plan in the text of the reminder, request or
letter, or
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e Attaching Comm. 170, Understanding the Limited Benefit Plan, or
e Sending form 470-0813, Notice of Appointment or Participation, which
includes an explanation of the limited benefit plan.

If a participant fails to verify hours of employment or participation in other FIA activities
after receiving the clear written reminder, PROMISE JOBS makes entry into PJCASE to
start a limited benefit plan (LBP) if a review concurs that the participant has chosen a
LBP.

If the LBP is a first, the client can end it by reconsidering and signing an FIA.

If the LBP is a subsequent, the client cannot take any action to end or reconsider the
LBP until the six-month period has ended.

Implementation:

Apply the new policy and procedure to limited benefit plans imposed on or after
February 1, 2014.

PROMISE JOBS MEMO 165, Limited Benefit Plan (LBP) for Failure to Verify Hours of
Employment or Participation, pages 25 to 32 are obsolete.




