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                                                 PREFACE

This report has been prepared to comply with the requirements of 45 CFR 261.63 to submit an interim Work Verification Plan for validating work participation activities reported in the TANF Data Report and the SSP-MOE Data report.  Maine submitted its original Work Verification Plan on August 10, 2007 and a revised Work Verification Plan on August 15, 2008 and is now submitting a revised plan as requested by the U. S. Department of Health and Human Services (HHS).  This revised plan implements the changes in accordance with the TANF Final Rule.
Please note that Maine’s TANF Program consists of two parts: the financial portion of the program is referred to as TANF, while the jobs portion is referred to as ASPIRE (Additional Support for People in Retraining and Employment). 

Maine’s Department of Health and Human Services (DHHS, hereafter referred to as “the Department”) has opted to use the guidance document provided by HHS as a framework to provide information required in the plan, and to explain its process for meeting federal programmatic requirements by October 1, 2008.

In the first part of the plan, there is a discussion of the 12 work activities, and what the Department plans to do to meet the changes and challenges provided by the Final TANF Rule.
In the latter part of the plan, there is a discussion about how the Department will accommodate the technical requirements, such as data entry, to provide for verification of actual hours of participation. Some of these changes will involve systemic alterations to our present data system, and will be accomplished as time (and resources) permits – keeping in mind the date of October 1, 2008, when this plan must be fully in compliance with the TANF Final Rule.

This is to certify that the Maine TANF Work Verification Plan dated January 31, 2012 includes all the information required by the Regulations at 45 CFR 261.62(b) and accurately reflects the provisions under which Maine will be operating effective August 1, 2012. 

STATE AGENCY OFFICIAL:

Name: 

Dale Denno
Title: 
 
Director, Maine Department of Human Services, Office for Family Independence  

Signature: 
__________________________

Maine’s Work Verification Plan 

Department of Health and Human Services

Office for Family Independence 
This document describes the Work Verification Plan the Department intends to have in effect on August 1, 2012. If actual practices differ from the Department’s original intent, it will amend its Work Verification Plan to explain the differences as regulations require at 45 CFR 261.63(c). 

I. Countable Work Activities
For each of the 12 work activities, the Department addresses the four questions below in completing its Work Verification Plan and will respond to the questions specific to that activity. 

1. Describe the services or programs the State includes under the activity. (Services and programs must conform to the Federal definition of the activity.)

2. Describe how the State determines the number of countable hours of participation for the activity. If the State uses different methods for different services or programs within the activity, the State should describe each.

3. Describe how the State verifies the actual hours of participation for the activity. Include the procedures for obtaining and maintaining documentation of hours of participation.
4. Describe the methods of daily supervision for each unpaid work activity.

A. Unsubsidized Employment:

Unsubsidized employment means full- or part-time employment in the public or private sector that is not subsidized by TANF or any other public program.

• The determination of whether employment is subsidized, or not, depends on whether the employer, rather than the recipient, receives a subsidy. 

• Recipients whose employers claim a tax credit for hiring economically disadvantaged workers are considered to be in unsubsidized employment.

1. Describe the services or programs the State includes under the activity. (Services and programs must conform to the Federal definition of the activity.)
· Paid employment: full- or part-time employment in the public or private sector that is not subsidized by TANF or any other public program, with a wage at least equal to Maine’s minimum wage.  Programs included in ‘paid employment’ are:
i. Apprenticeship: Occupational skills training provided on site by an employer to a trainee while the trainee is engaged in productive work and academic studies in subject related to the trade, both resulting in knowledge, skills and abilities essential to the adequate performance of a job.
ii. Work Study: Paid employment provided by an educational institution as part of a participant’s financial aid. 
· Self-employment: involvement in an enterprise where the participant has direct control over the type and amount of service or product produced.
· Non-traditional employment: employment in occupations or fields of work where women (or men) comprise less than 25% of the individuals employed in such occupations or fields.
2. Describe how the State determines the number of countable hours of participation for the activity. If the State uses different methods for different services or programs within the activity, the State should describe each.

The Department determines the number of countable hours of participation in these ways:
· Paid employment: verification includes information from the employer, such as wage stubs or verbal confirmation including hours and hourly rate of pay. The countable hours may be projected forward for up to 6 months.

· Self-employment: employment receipts and expenses; profit and loss statements; Schedule C of IRS Income Tax return; gross income less business expenses divided by federal minimum wage. These are the same methods used to determine eligibility for TANF benefits.  The countable hours may be projected forward for up to 6 months.
· Non-traditional employment: verification of wages stubs noting hours or hourly rate of pay; payroll documentation with hours; employer-generated statements containing hours.  The countable hours may be projected forward for up to 6 months.
· Included in hours of work for which individuals are paid, is paid leave and paid holidays.
3. Describe how the State verifies the actual hours of participation for the activity. Include the procedures for obtaining and maintaining documentation of hours of participation.
The Department bases countable hours of participation these ways:

· Paid employment: verification of wage stubs noting hours or hourly rate of pay; payroll documentation with hours; employer-generated statements containing hours.  If the Department cannot obtain wage stubs or other written documentation, the Department will contact the employer by telephone to verify hours of employment.  The Department will document the substance of this call (who verified hours and what the hours were) in the electronic case file. 
· Self-employment: employment receipts; profit and loss statements; gross income less business expenses divided by federal minimum wage.  This is the same method used in determining eligibility for TANF benefits.
· Non-traditional employment: verification of wages stubs noting hours or hourly rate of pay; payroll documentation with hours; employer-generated statements containing hours.

· A participant’s official case record is the electronic record contained in Maine’s Automated Client Eligibility System, hereafter referred to as “ACES”.   Verification of a participant’s hours of work participation will be documented in the participant’s electronic case record, instead of filing paper in a paper case record.
4. Describe the methods of daily supervision for each unpaid work activity. 

 N/A – Unsubsidized Employment is a paid work activity.
5. For self-employment, describe how the State counts and verifies the hours of participation. A State may not count more hours toward the participation rate for a self-employed individual than the individual’s self-employment income (gross income less business expenses) divided by the Federal minimum wage. The State may also describe an alternative methodology to count and verify hours a client is engaged in self-employment. 

For self-employment, the Department uses one of two methods to determine the number of countable hours of participation:

· For self-employment businesses that have been in operation for twelve or more months, the Department determines the countable hours of participation by taking the gross income minus expenses (adjusted gross) figure from Schedule C of the individual’s annual Income Tax Return filed with the U.S. Internal Revenue Service. Since the adjusted gross figure represents income for 12 months, the Department divides the annual adjusted gross income by 52 weeks to arrive at the weekly-adjusted gross income, which is divided by Federal minimum wage to arrive at the weekly hours of work. Annual Profit and Loss statements are handled in the same manner.  These are the methods used in determining eligibility for TANF benefits.  

· For businesses in operation for less than twelve months, if a schedule C is not available, the participant submits a monthly report of income and expenses.  The Department determines countable hours of participation by dividing the monthly gross income minus expenses by the Federal minimum wage.  The result is divided by the number of weeks in the report month to arrive at the weekly hours of work.  This is the method used in determining eligibility for TANF benefits. 
6. If the State intends to project forward hours of participation based on current, documented, actual hours, explain how it will make this projection. 

· The countable hours for both unsubsidized employment and self-employment is projected for up to 6 months.  For unsubsidized employment the Department uses the weekly average of work hours and enters the actual verified information into the participant’s electronic record if the past work history is indicative of work hours anticipated for the future 6 months.  

· For self-employment, when using a Schedule C or profit and loss statement, the gross sales, business expenses and number of months this reflects is entered into ACES.  The computer system determines the average monthly net profit and the number of average weekly hours of work participation. This average is used to project the future 6 months of work participation as long as the verified work history is expected to be the same in the future 6 months. Participants must report changes in circumstances. Participation is reviewed at least every 6 months (or sooner if circumstances warrant it).  For businesses in operation for less than twelve months, the verification provided by the business counselors is entered into the ACES system on the appropriate screen that tracks hours of participation, if the past work history is expected to be reflective of future work history. Participants will be instructed to notify their worker of any changes in employment information within 10 days (no change from present practice).  

B.     Subsidized Private and Public Sector Employment:

Subsidized private sector employment means employment in the private sector for which the employer receives a subsidy from TANF or other public funds to offset some or all of the wages and costs of employing a recipient.
Subsidized public sector employment means employment in the public sector for which the employer receives a subsidy from TANF or other public funds to offset some or all of the wages and costs of employing a recipient.

• Subsidized employment is distinguished from work experience, because the participant is paid wages and receives the same benefits as an employee with no subsidy who performs similar work. 

• Subsidized employment does not include “on-the-job training” programs, where employers are subsidized to offset the costs of training. 

• The preamble outlines three subsidized employment models:

1. Work supplementation where TANF funds that would otherwise be paid as assistance are paid to employer;

2. A third-party contractor, like a temporary staffing agency, serves as employer of record and is paid a fee to cover salary, expenses and success in placing employees; and

3. Supported work for individuals with disabilities in an integrated setting. 

The State may also describe other “subsidized employment” models. 

· The Department has not utilized this work component, and no change is expected at this time.

C.
Work Experience:

Work experience (including work associated with the refurbishing of publicly assisted housing) if sufficient private sector employment is not available means a work activity, performed in return for welfare, that provides an individual with an opportunity to acquire the general skills, training, knowledge, and work habits necessary to obtain employment. The purpose of work experience is to improve the employability of those who cannot find unsubsidized employment. This activity must be supervised by an employer, work site sponsor, or other responsible party on an ongoing basis no less frequently than daily.

• An individual that is considered an “employee” under the Fair Labor Standards Act (FLSA) must be compensated at the applicable minimum wage. In addition, the FLSA’s overtime pay (for over 40 hours in a work week), child labor, and record keeping requirements also apply. Questions about the applicability the FLSA should be directed to the Department of Labor. 

• TANF assistance provided to work experience participants is not considered wages for Social Security, Federal income tax, or Earned Income Tax Credit purposes.

• A State may consider a participant to be an “employee” for purposes of workers’ compensation.

1. Describe the services or programs the State includes under the activity. (Services and programs must conform to the Federal definition of the activity.)

· Field Training (Skills) - Field Training is a training opportunity in either the public or private sector, not to exceed twenty-six (26) weeks in duration.
· The maximum average weekly hours per month that a participant can participate in Field Training is determined by adding the participant’s TANF benefit and Food Supplement Program (formerly known as the Food Stamp Program) benefit and dividing the sum by Federal or State minimum wage, whichever is higher.  Currently, Maine’s minimum wage ($7.25/hour effective October 1, 2008) is higher than the Federal minimum wage ($6.55/hour). 

· The purpose of Field Training is to provide the participant on-site career exploration, general occupational skills, socialization to work, work maturity skills and/or family/work management skills necessary to obtain employment.

· Field Training is a component for participants who:
1. Have little or no experience in a workplace;

2. Have a career goal or interest in which they have no experience; and

3. Have been unemployed for at least six months.
2. Describe how the State determines the number of countable hours of participation for the activity. If the State uses different methods for different services or programs within the activity, the State should describe each.

· Field Training providers and participants report daily hours of participation (time and attendance reports) at least bi-weekly to the Department.

· A participant engaged in Field Training is subject to the Fair Labor Standards Act (FLSA) and can only be required to participate for the number of hours equal to the total monthly TANF cash assistance amount plus the monthly Food Supplement assistance amount divided by the federal or state minimum wage, whichever is higher. .  Currently, Maine’s minimum wage ($7.25/hour effective October 1, 2008) is higher than the Federal minimum wage ($6.55/hour).  Participants who work the maximum hours allowed under the FLSA are considered to have met the weekly core activity hours for the TANF Program.
· Maine has received approval to operate a mini-Simplified Food Stamp Program for TANF recipients.  This permits the State to combine the value of TANF and food stamp benefits in the determination of maximum hours.
3. Describe how the State verifies the actual hours of participation for the activity. Include the procedures for obtaining and maintaining documentation of hours of participation.

· Hourly attendance is recorded and reported by the participant and confirmed by ASPIRE-TANF monthly. 
· Department staff records the verified hours of participation in the participant’s electronic case record. 

4. Describe the methods of daily supervision for each unpaid work activity. 

· Organizations and businesses providing Field Training opportunities will provide a structured work setting with daily supervision.
· Participants, enrolled in Field Training, receive daily supervision that is part of a formal agreement (Field Training Site Agreement) with the Department. The Field Training Site Agreement will identify the individual(s) who will provide daily supervision of the work activity.  Field Training providers will notify the Department if the participant’s performance is unsatisfactory, if the participant does not arrive at the job site, and if there are noticeable barriers to employment such as child care or transportation issues.
D. On-the-Job Training

On-the-job training (OJT) means training in the public or private sector that is given to a paid employee while he or she is engaged in productive work and that provides knowledge and skills essential to the full and adequate performance of the job. On-the-job training must be supervised by an employer, work site sponsor, or other responsible party on an ongoing basis no less frequently than daily.

• States may subsidize the employer to offset training costs.

• Supported employment may be counted as OJT, if it includes significant on-site training in the skills and knowledge essential to job performance.
1. Describe the services or programs the State includes under the activity. (Services and programs must    conform to the Federal definition of the activity.)

· ASPIRE-PLUS (also known as On-the-Job Training, or OJT): On-the-job training is a “hire-first” activity: the ASPIRE-TANF participant is hired as a permanent employee prior to the ASPIRE program entering into an agreement with the company to reimburse the company for training, for a time-limited period. The employer provides on-the-job training services to their paid employee.  In consideration for these training services, the employer receives a compensating amount for their training efforts, no more than 50% of the starting wage, for a period not to exceed six months. The amount paid is based on occupational information furnished by the federal Department of Labor, which indicates training periods for various occupations. This activity includes any job or skills training that the employer provides on-site or approves and certifies outside of the workplace that provides the paid employee the knowledge and skills essential to the full and adequate performance of the job.
2.  Describe how the State determines the number of countable hours of participation for the activity. If the State uses different methods for different services or programs within the activity, the State should describe each.

The Department determines the number of countable hours of participation by:
· Verification includes information from the employer, such as wage stubs or verbal confirmation including hours and the hourly rate of pay.

· Hours of participation includes hours for which the participant is paid, but does not work, including paid leave and paid holidays.
3. Describe how the State verifies the actual hours of participation for the activity. Include the procedures for obtaining and maintaining documentation of hours of participation.

· The employer and/or trainer provide the Department with verification of wage stubs noting hours or hourly rate of pay. Employers submit invoices for reimbursement of training costs. These are based on actual hours worked by the participant.
· Verification of hours of participation is recorded in the participant’s electronic case record.
4. Describe the methods of daily supervision for each unpaid work activity.

· N/A – ASPIRE-Plus (OJT) is a paid work activity.
5. Describe the nature of training provided by employers that distinguishes this from subsidized employment.

· The Department does not have subsidized employment.  In Maine, employers do not receive a subsidy from TANF to offset some or all of the wages and costs of employing a participant.  Maine does have an OJT program called ASPIRE-Plus.  When participants are fully qualified for a specific job, in terms of education, training or experience, they are not eligible for ASPIRE-Plus.  ASPIRE-Plus reimburses the employer for the costs of training the participant for a job for which the participant would not otherwise qualify.
· On-the-job training is a “hire-first” activity: the TANF participant is hired as a permanent employee prior to the ASPIRE program entering into an agreement with the employer to reimburse the employer for part of the cost of training.
· The employer provides all the on-the-job training services to TANF participants.  In consideration for these training services, the employer receives a compensating amount for their training efforts of no more than 50% of the starting wage, for a period not to exceed six months.  The length of the training period is based on occupational information furnished by the federal Department of Labor, which indicates training periods for various occupations.
6. If the State intends to project forward hours of participation based on current, documented, actual hours, explain how it will make this projection.

· The State will treat ASPIRE-Plus (OJT) the same as unsubsidized employment in terms of projecting hours of participation forward.  Please see A., 6. 
E. 
  Job Search and Job Readiness:

Job search and job readiness assistance means the act of seeking or obtaining employment, preparation to seek or obtain employment, including life skills training, and substance abuse treatment, mental health treatment, or rehabilitation activities for those who are otherwise employable. Such treatment or therapy must be determined to be necessary by a qualified medical or mental health professional. Job search and job readiness assistance activities must be supervised by the TANF agency or other responsible party on an ongoing basis.
• “Job search” includes looking for suitable job openings, making contact with potential employers, applying for vacancies, and interviewing for jobs.

• Job readiness assistance comprises two activities: 

1. Preparing an individual to obtain employment, such as preparing a resume or job application, interviewing skills, instruction in work place expectations, and life skills training; and

2.  Substance abuse treatment, mental health treatment, or rehabilitation activities for those who are otherwise employable. 

• A State may only count an individual’s actual hours of participation in treatment or rehabilitation activities. 

• If a portion of the treatment or rehabilitation activities meets a common-sense definition of another work activity, then the hours associated with the work may count under the appropriate allowable work category. 

• For purposes of the six-week limitation (no more than four consecutive weeks), a week is defined as 20 hours of participation by a work eligible individual who is a single parent with a child under age 6 and 30 hours for all other work eligible individuals .  Six weeks of job search and job readiness equals 120 hours of participation for the first group and 180 hours of participation for all others.  For months in which Maine can count 12 weeks of these activities, the limits are 240 hours and 360 hours, respectively. 

• If substance abuse treatment, mental health treatment, or rehabilitation activities are assigned a qualified medical or mental health professional must determine that such treatment is necessary.
1. Describe the services or programs the State includes under the activity. (Services and programs     must conform to the Federal definition of the activity.)

· Job readiness and job search activities are designed to improve a participant’s prospect for employment and for obtaining employment. 
· Job readiness includes life skills training, including basic skills to help participants succeed in the workforce.  Activities include workshops on self-esteem, budgeting, balancing life with work, household management, time management, interpersonal skills, decision making skills, self-employment, preparing resumes and applications, interviewing skills, instructions in work place expectations, building job search competencies, and job clubs.
· When participation in substance abuse treatment, mental health treatment, or rehabilitation activities is assigned, the Department will get documentation by a qualified medical or mental health professional that such treatment is necessary.
· Mental health services include medical and mental health treatment, therapy, counseling, and other services to address mental or emotional disorders that can interfere with a participant’s ability to work or look for work.
· Job search activities include looking for job openings, applying for jobs, and interviewing for positions.
2. Describe how the State determines the number of countable hours of participation for the activity. If the State uses different methods for different services or programs within the activity, the State should describe each.

· Job readiness: participants and service providers maintain daily attendance records and provide them to Department Staff for their review, acceptance (or not), and documentation of the verified hours in the participant’s electronic case record.

· Countable hours for participation in substance abuse or mental health treatment activities are based on a treatment plan signed and dated by a qualified medical or mental health professional.  

· Job Search: Hourly attendance is recorded and reported by the participant and confirmed by ASPIRE-TANF monthly. The attendance record will be reviewed by Department staff and if approved, recorded in the participant’s electronic case record. Department staff will ensure the accuracy of the reported contacts by conducting random reviews and follow-up with employers. The verification review will include contact with the employers to verify the documented information, confirmation of access to the Maine Department of Labor’s Job Blank, confirmation of completed job interviews, and other related measures. If verification does not validate the activity, the Department will not report the hours for the work participation rate.
3. Describe how the State verifies the actual hours of participation for the activity. Include the procedures for obtaining and maintaining documentation of hours of participation.
· Job readiness: actual daily hours of participation are verified by the agency, organization, trainer or staff providing the activity or monitoring the activity to one or more participants. The verification is submitted by the third party at least every 2 weeks. Department staff reviews the verification, and if accepted, the hours of participation are recorded in the participant’s electronic case record.
· Job search: actual daily hours are verified in group job clubs by the agency, organization, trainer, or staff providing the training or monitoring the activity.

· Hourly participation is recorded and reported by the participant and confirmed by ASPIRE-TANF monthly. Verification is reviewed and, if accepted, the hours of participation are recorded in the participant’s electronic case record.
· A participant’s job search activities at a local Career Center can be verified by the Department of Labor’s tracking system. These verified hours of participation are recorded in the participant’s electronic case record.
      4. Describe the methods of daily supervision for each unpaid work activity.

· Job readiness activities: the trainer leading a class, workshop, job club or other job-readiness activity provides daily supervision and maintains a log of daily attendance by participant.  The service or treatment provider performs daily supervision for participants engaged in substance abuse or mental health treatment programs.  Department staff maintains contact with service or treatment providers and job readiness activity trainers as appropriate.

· Job search activities:  Department staff provides daily supervision, including daily responsibility for the oversight of a participant’s participation.  This does not mean that there is daily contact with the participant.  The Department provides access for daily supervision to job search participants so they can report progress or seek guidance as needed before their next scheduled contact with the Department staff.  In person contact with Department Staff or Career Center staff must be no less frequent than weekly.
5.  If the State intends to count substance abuse treatment, mental health treatment and rehabilitation activities, describe the criteria to determine whether recipients are “otherwise employable” and establish the necessity of treatment or therapy.  Describe the certification requirements for qualified medical or mental professionals used in this process.
· The Department will count substance abuse treatment, mental health treatment, and rehabilitation activities when recipients are otherwise employable.

· Department staff completes an employability assessment on each participant assigned to them.  This staff will determine that there is no other known impediment to employment, except for the need for substance abuse treatment, mental health treatment, or rehabilitation activities, and refer the ASPIRE-TANF participant to a qualified medical or mental health professional who will provide a statement confirming or disaffirming the participant is otherwise employable.  Documentation will be recorded in the participant’s electronic case record.
· A qualified medical or mental health professional, including a counselor or social worker, is required to complete and sign a statement indicating the type, duration, and frequency of treatment.

6.  Describe how the State ensures that no more than six total weeks (four consecutive weeks) of job search and job readiness assistance are reported in a fiscal year (or a total or 12 weeks in State that meet the definition of a “needy State” for the Contingency Fund).

· The ACES code and rules engine logic will monitor the time limitations on this work activity to ensure that no more than 120 total hours (for work eligible individuals, who are single parents with a child under 6 years old), no more than 180 total hours (for all other work eligible individuals), and no more than four consecutive weeks in the preceding 12-month period are counted towards participation. 
· If determined a “needy State”, the ACES code and rules engine logic will monitor the time limitations on this work activity to ensure that no more than 240 total hours (for work eligible individuals, who are single parents with a child under 6 years old), no more than 360 total hours (for all other work eligible individuals), and no more than four consecutive weeks are counted towards participation in the preceding 12-month period.

F. 
  Community Service Programs:

Community service programs mean structured programs and embedded activities in which work eligible individuals perform work for the direct benefit of the community under the auspices of public or nonprofit organizations. Community service programs must be limited to projects that serve a useful community purpose in fields such as health, social service, environmental protection, education, urban and rural redevelopment, welfare, recreation, public facilities, public safety, and child care. Community service programs are designed to improve the employability of recipients not otherwise able to obtain employment, and must be supervised on an ongoing basis no less frequently than daily. Daily supervision means that a responsible party has daily responsibility for oversight of the individual’s participation, not necessarily daily, in person contact with the participant. A State agency shall take into account, to the extent possible, the prior training, experience, and skills of a recipient in making appropriate community service assignments.

• Activities that do not provide a direct benefit to the community may not be counted as community service.
• Programs must include structured activities that both provide a community service and also improve the employability of participants. 

• Excluded activities include unstructured and unsupervised activities such as helping a neighbor or friend, and foster parenting.

A participant that is considered an “employee” is subject to the Fair Labor Standards Act (FLSA) requirements.
1. Describe the services or programs the State includes under the activity. (Services and programs     must conform to the Federal definition of the activity.)

· Transitional Employment for Maine Parents (TEMP) and MaineServe: The Department’s Transitional Employment for Maine Parents (TEMP) and MaineServe programs are  activities  that provide participants, in need of improving their employability, an opportunity to perform work for the direct benefit of the community.  The work activity is intended to assist the participant in improving their interpersonal skills, job retention skills, stress management, time management, problem solving  and the balancing of their job and personal responsibilities. 
· TEMP  and MaineServe sites may occur at Head Start agencies; State agencies; municipal and county government departments; libraries; area schools; soup kitchens; food pantries; Community Action Program agencies; area social service agencies;  senior citizen centers; nursing homes; hospitals;  homeless shelters; and animal shelters. 

2. Describe how the State determines the number of countable hours of participation for the activity. If the State uses different methods for different services or programs within the activity, the State should describe each.

· MaineServe and TEMP site/community service providers and participants report hours of participation (time and attendance reports) to the Department.
· A participant engaged in a community service program is subject to the Fair Labor Standards Act (FLSA) and can only be required to participate for the number of hours equal to the total monthly TANF cash assistance amount plus the monthly Food Supplement assistance amount divided by the federal or state minimum wage, whichever is higher.  Participants who work the maximum hours allowed under the FLSA are considered to have met the weekly core activity hours for the TANF Program.
· Maine has received approval to operate a mini-Simplified Food Supplement Program for TANF recipients.  This permits the State to combine the value of TANF and Food Supplement Program benefits in the determination of maximum hours.
             3. Describe how the State verifies the actual hours of participation for the activity. Include the procedures for obtaining and maintaining documentation of hours of participation.

· Hours of participation are recorded and reported by the participant and community service sites and provided to the Department monthly. 
· Department staff records the verified hours of participation in the participant’s electronic case record. 

4. Describe the methods of daily supervision for each unpaid work activity.

· Participants, whether assigned to a MaineServe/TEMP site or self-referred, receive daily supervision that is part of a formal agreement (Community Service Site Agreement) with the Department. The Community Service Site Agreement will identify the individual(s) who will provide daily supervision of the work activity.  Community service providers notify the Department if the participant’s performance is unsatisfactory, if the participant does not arrive at the job site, and if there are noticeable barriers to employment such as child care or transportation issues.
5.  Describe how the types of community service position that create an employer/employee relationship are subject to the FLSA minimum wage requirements will be determined

· A participant engaged in a community service program is subject to the Fair Labor Standards Act (FLSA) and can only be required to participate for the number of hours equal to the total monthly TANF cash assistance amount plus the monthly Food Supplement assistance amount divided by the federal or state minimum wage, whichever is higher.  Currently, Maine’s minimum wage ($7.25/hour effective October 1, 2008) is higher than the Federal minimum wage ($6.55/hour).   Participants who work the maximum hours allowed under the FLSA are considered to have met the weekly core activity hours for the TANF Program.

6.  If the state permits self-initiated community service positions, describe how it determines that the position provides a direct community service and improves the recipient’s employability.

· Self-initiated community service positions are only permitted at established and approved TEMP or MaineServe sites.

.
G. 
  Vocational Educational Training:

Vocational educational training (not to exceed 12 months with respect to any individual) means organized educational programs that are directly related to the preparation of individuals for employment in current or emerging occupations requiring training including an associate, a baccalaureate, or advanced degree. Vocational educational training must be supervised on an ongoing basis no less frequently than daily.

• One hour of unsupervised homework time is counted with each hour of class time. Other unsupervised homework time may not count; however structured and monitored study sessions which can be documented may be counted.

• Vocational education must be provided by education or training organizations, such as vocational-technical schools, community colleges, postsecondary institutions and proprietary schools, etc.

1. Describe the services or programs the State includes under the activity. (Services and programs     must conform to the Federal definition of the activity.)

· Vocational education training consists of organized educational programs directly related to the preparation of individuals for employment in current or emerging occupations that require training other than a baccalaureate or advanced degree.
· Participants engaged in this activity are acquiring knowledge and skills to perform a specific occupation, trade or vocation.

· The TANF Final Rule expanded the definition of vocational education training to include a baccalaureate or advanced degree.  Maine state law provides an option for TANF-eligible participants to attend a 4-year as well as a 2-year degree program, however does not provide the option to attend advanced degree programs.
· Countable vocational education training placements consist of the following categories: business administration, culinary management, dental hygiene, drafting and design, early childhood management, electronics technology, interior design, legal assisting, medical laboratory technician, registered nurse, radiography, respiratory care, automotive service technician, barbering, brick masonry, carpentry, child care center operator, corrections officer, cosmetology, credit union service marketing, dental assisting, electricity, facials specialty, heating and air conditioning, massage therapy, medical secretary, nails specialty, network support services, office systems specialist, paramedic, plumbing, practical nursing, teller training, travel agency operations, and webmaster and web development, construction, and manufactured home building.
2. Describe how the State determines the number of countable hours of participation for the activity. If the State uses different methods for different services or programs within the activity, the State should describe each.
· Hours of participation are recorded and reported by the participant and confirmed by ASPIRE-TANF.  Maine will count supervised homework/study time and up to one hour of unsupervised homework/study time for every hour of class time.  Maine understands that the total homework/study time claimed for homework time counted for participation cannot exceed the hours required or advised by a particular educational program.  ASPIRE staff will document what the homework or study expectations of the program are to ensure it does not exceed those hours.

3. Describe how the State verifies the actual hours of participation for the activity. Include the procedures for obtaining and maintaining documentation of hours of participation.

· Hours of participation are recorded and reported by the participant and confirmed by ASPIRE-TANF.  Department staff will record the verified hours of participation in the participant’s electronic case record.
Amended

4. Describe the methods of daily supervision for each unpaid work activity.

· Faculty, instructors, instructional aides, lab supervisors, and study hall monitors provide daily supervision.
5.  Describe how the state ensures participation in vocational educational training does not count beyond the statutory limitations limiting participation to 12 months lifetime per individual.

· ACES code and rules engine logic will monitor the time limitation and lifetime restriction for this activity.
· The Department will ensure participation in vocational educational training does not count beyond the 12-month lifetime limit per individual utilizing two methods:

· The Department’s Automated Client Eligibility System (ACES) is programmed with a lifetime clock to track the number of months an individual has participated in vocational educational training. 
· ACES uses SQL-based queries to gather information directly from the ACES data table programs that have been created for ACF reporting purposes. The programs have logic to look at the number of months already used to determine if the participant can be reported in that activity for the report month/year.
6.  Describe how the state will ensure that basic and remedial education and English as a Second Language (ESL), if such activities are counted, are of limited duration and a necessary or regular part of the vocational educational training.

· The Department has elected not to place Adult Basic Education (ABE) or English as a Second Language (ESL) in this activity; they are included in “Education Directly Related to Employment”.  ABE, which will eventuate in a high school diploma or its equivalent, will also be included in “Satisfactory Attendance in Secondary School”.
H. 
  Job Skills Training Directly related to Employment:

Job skills training directly related to employment means training or education for job skills required by an employer to provide an individual with the ability to obtain employment or to advance or adapt to the changing demands of the workplace. Job skills training directly related to employment must be supervised on an ongoing basis no less frequently than daily.

• May include both customized and general training to prepare an individual for employment, including literacy and language instruction. 

• Barrier removal activities, such as substance abuse counseling and treatment, may not be included.

• One hour of unsupervised homework or study time will be counted for each hour of class time. Other unsupervised homework time may not be counted.

1. Describe the services or programs the State includes under the activity. (Services and programs     must conform to the Federal definition of the activity.)

· Job Skills is training or education for job skills required by an employer to provide an individual with the ability to become employable in a particular employment or to advance or adapt to changing demands of a workplace.
· This activity includes vocational education and courses and includes 2-year associate degree programs and 4-year baccalaureate degree programs at any State certified college or university if explicitly required for a specific job entry.
2. Describe how the State determines the number of countable hours of participation for the activity. If the State uses different methods for different services or programs within the activity, the State should describe each.

· Hours or participation are recorded and reported by the participant and confirmed by ASPIRE-TANF monthly. Supervised homework/study time and up to one hour of unsupervised homework/study time for every hour of class time will be counted.  Maine understands that the total homework/study time claimed for homework time counted for participation cannot exceed the hours required or advised by a particular educational program.  ASPIRE staff will document what the homework or study expectations of the program are to ensure it does not exceed those hours.


3. Describe how the State verifies the actual hours of participation for the activity. Include the procedures for obtaining and maintaining documentation of hours of participation.

· Hours of participation are recorded and reported by the participant and confirmed by ASPIRE-TANF monthly. Confirmation involves contact with the agency, organization, education institution or contractors providing the activity to participants. 

Amended
· Documentation of actual hours of participation is recorded in the participant’s electronic case record.

4. Describe the methods of daily supervision for each unpaid work activity.

· The training instructor, college or university faculty, aids, supervisors and monitors provide daily supervision. 

I. 
Education Directly Related to Employment, 

Education directly related to employment, in the case of a recipient who has not received a high school diploma or a certificate of high school equivalency means education related to a specific occupation, job, or job offer. Education directly related to employment must be supervised on an ongoing basis no less frequently than daily.

• May include adult basic education and ESL.
• Participants should make “good or satisfactory progress” such as performance, attendance, and completion timeframes under the standards of the institution or program.

• One hour of unsupervised homework or study time will be counted for each hour of class time. Other unsupervised homework time may not be counted.

1. Describe the services or programs the State includes under the activity. (Services and programs     must conform to the Federal definition of the activity.)

· Participants who have not received a high school diploma or GED and need the like to obtain a specific occupation, job or job offer are placed in this program.
· This activity may include Adult Basic Education (ABE), GED, English as a Second Language (ESL), literacy skills, classes to prepare for a GED, testing to get a GED certification, and similar educational programs for adult participants when required as a prerequisite for employment.
2. Describe how the State determines the number of countable hours of participation for the activity. If the State uses different methods for different services or programs within the activity, the State should describe each.

· Hours of participation are recorded and reported by the participant and confirmed by ASPIRE-TANF monthly. Confirmation involves contact with the agency, organization, education institution or contractors providing the activity to participant. 

3. Describe how the State verifies the actual hours of participation for the activity. Include the procedures for obtaining and maintaining documentation of hours of participation.

· Hours of participation are recorded and reported by the participant and confirmed by ASPIRE-TANF monthly. Confirmation involves contact with the agency, organization, education institution or contractors providing the activity to participants.                                                                                                          Amended
· Documentation is recorded in the participant’s electronic case record.
4. Describe the methods of daily supervision for each unpaid work activity.

· The education provider, faculty, aids, supervisors, and monitors provide daily supervision.
Describe the State’s criteria for “good and satisfactory progress” and when and how it is documented.

· The TANF Final Rule removes the “good and satisfactory progress” requirement from the definition of “Education Directly Related to Employment”.  

· The ASPIRE program rules state that participants must make satisfactory progress, and supply progress reports/copies of grades at the end of each grading period.  Progress reports and grades are documented in the participant’s electronic case record.
· Satisfactory progress requirements are subject to “good cause” provisions in the ASPIRE Rules to accommodate the Americans with Disabilities Act and other acceptable reasons for the lack of good or satisfactory progress.
J. Satisfactory Attendance at Secondary School 
Satisfactory attendance at secondary school or in a course of study leading to a certificate of general equivalence, in the case of a recipient who has not completed secondary school or received such a certificate means regular attendance, in accordance with the requirements of the secondary school or course of study, at a secondary school or in a course of study leading to a certificate of general equivalence, in the case of a recipient who has not completed secondary school or received such a certificate. This activity must be supervised on an ongoing basis no less frequently than daily.

• May not include other related educational activities, such as adult basic education or language instruction.

• One hour of unsupervised homework or study time will be counted for each hour of class time. Other unsupervised homework time may not count.

1. Describe the services or programs the State includes under the activity.  (Services and programs must conform to the Federal definition of the activity)
Amended
· In this activity, participants under age 20 who have not acquired a high school diploma or a GED, regularly attend a secondary school or a course of study leading to a diploma or certificate of general equivalence.  Participants age 20 or older may participate in this activity, after completion of their core hour requirement.
· ABE, which will eventuate in a diploma or its equivalent, will be included in this activity.

2.  Describe how the state determines the number of countable hours of participation for the activity.  If the State uses different methods for different services or programs within the activity, the state should describe each.

· Hours of participation are recorded and reported by the participant and confirmed by ASPIRE-TANF monthly.

· One hour of unsupervised homework or study time will be counted for each hour of class time. Other unsupervised homework time may not be counted. 
3.  Describe how the State verifies the actual hours of participation for the activity.  Include the procedures for obtaining and maintaining documentation of hours of participation.

· Hours of participation are recorded and reported by the participant and confirmed by ASPIRE-TANF monthly. Confirmation involves contact with the education institution.
· Documentation is recorded in the participant’s electronic case record.
4. Describe the methods of daily supervision for each unpaid work activity.

· The education provider, faculty, aides, supervisors, and monitors provide daily supervision.
5. Describe the State’s criteria for “good and satisfactory progress” and when and how it is documented.

· The TANF Final Rule removes the “good and satisfactory progress” requirement from the definition of “Satisfactory Attendance at Secondary School”. 
· The ASPIRE program rules state that participants must make satisfactory progress, and supply progress reports/copies of grades at the end of each grading period.  Progress reports and grades are documented in the participant’s electronic case record.

· If additional satisfactory progress standards are required by the educational institution or program, these will be incorporated into the client’s Family Contract Amendment.

· Satisfactory progress requirements are subject to “good cause” provisions in the ASPIRE Rules to accommodate the Americans with Disabilities Act and other acceptable reasons for the lack of good or satisfactory progress.
Amended
K.  Providing Child Care Services for Community Service Program Participants
Providing child care services to an individual who is participating in a community service program means providing child care to enable another TANF recipient to participate in a community service program.

· Does not include providing child care to enable a TANF recipient to participate in any of the other 11 allowable work activities.

· In a two-parent family, one parent cannot count as participating by providing child care for his or her own child while the other parent participates in community service because the activity neither involves supervision nor helps the parent providing child care prepare for employment.

1. Describe the services or programs the state includes under the activity.
· Providing childcare services to an individual who is participating in a community service program means providing child care to enable another TANF recipient to participate in a community service program.
· This does not include providing child care to enable a TANF recipient to participate in any of the other allowable activities and the childcare provider may not be paid for the activity.

· In a two-parent family, one parent cannot count as participating by providing child care for his or her own child while the other parent participates in community service unless allowable by federal law or guidance.
2. Describe how the state determines the number of countable hours of participation for the activity. If the state uses different methods for different services or programs within the activity, the state should describe each.

· Hours of participation are recorded and reported by the participant and confirmed by ASPIRE-TANF monthly.

· The maximum number of hours an individual providing childcare services to a community services program participant is equal to the number of hours assigned to the participant in a community service program. The calculation for determining the maximum number of hours has been described in the Community Service Program section of the plan. 

3. Describe how the state verifies the actual hours of participation for the activity. Include the procedures for obtaining and maintaining documentation of hours of participation.
· Hours of participation are recorded and reported by the participant and confirmed by ASPIRE-TANF monthly. Confirmation may involve review of the records of the community service participant.
· Documentation is recorded in the participant’s electronic case record.

4. Describe the methods of daily supervision that the state will use.

· The parent who is participating in community service and utilizing this child care provider provides the daily supervision and will notify ASPIRE-TANF of attendance and performance concerns/issues.                                                Amended
II. Hours Engaged in Work
This section includes two topics: excused absences and FLSA deeming. 

Excused Absences 

Describe the State’s excused absence policies for unpaid work activities. This includes its policies for holidays as well as the 80 hours of additional excused absences that the State may count in a 12-month period. If the policies vary by work activity, the State should describe how they vary and for which activities. 

The State will recognize the following holidays as excused for participation purposes:

New Years Day:

January 1st
Presidents Day:

3rd Monday in February

Patriot’s Day:

3rd Monday in April

Memorial Day:

last Monday in May

Independence Day:

July 4th

Labor Day:


1st Monday in September

Columbus Day:

2nd Monday in October

Veterans Day:

November 11th.  

Thanksgiving Day:

4th Thursday in November
Christmas Day:

December 25th

· For Maine State Government: holidays that fall on a Saturday are observed on the preceding Friday; holidays that fall on a Sunday are observed on the following Monday. The Department shall allow any holiday hours to be entered as actual hours.
· Additional excused absences: The Department will allow 80 additional hours of excused absences in the preceding 12 month period, no more than 16 of which may occur in a month. In order for Maine to count an excused absence as actual hours of participation, the client must have been scheduled to participate in an allowable work activity for the period of absence that will be reported as participation.  Countable hours for an excused absence will be equal to the hours that the participant was scheduled to participate. 
Amended
FLSA Deeming 

If the State wishes to use the “deeming” provision permitted at §§ 261.31 and 261.32 for work experience or community service programs, describe how the State determines the work hours requirement, including how the monthly TANF grant and Food Supplement Program (formerly the Food Stamp Program) allotment are combined and divided by the appropriate minimum wage to meet the “core” participation requirement. Include a statement certifying that the State has adopted a “Simplified Food Supplement Program in order to count the value of food stamp benefits. The Food and Nutrition Service has indicated that a TANF work experience or community service program can serve as the Food Supplement Workfare Program, which would otherwise be required before a State could combine the Food Supplement allotment to calculate the hours required.

· The Department certifies that it has adopted a “Simplified Food Supplement Program”.  At this time, the Department will be deeming hours based on the cash grant plus Food Supplement benefits divided by the State or Federal minimum wage, whichever is higher.  Currently, Maine’s minimum wage ($7.25/hour effective October 1, 2008) is higher than the Federal minimum wage ($6.55/hour).   This will determine the maximum allowable monthly hours of unpaid work.  Deeming will only apply once the individual is participates for the maximum hours allowed under the FLSA.
· ACES code and rules engine logic will calculate the maximum allowable hours of unpaid work for participants in Work Experience and in Community Service programs.  The maximum allowable hours for Work Experience and Community Service will be indicated on the participants’ Family Contract Amendment (Employability Plan), and will also be included in the formal agreement between the worksite agency/business and the Department (Community Service Site Agreement).  Verified hours of work will be entered in the participants’ electronic case record.  ACES code will only deem that the participant is meeting their ‘core’ participation requirement when the maximum allowable hours are worked by the participant.  If the participant works less than their maximum allowable hours, the actual hours of work will be reported – with no deeming.  
If State policies or procedures differ for work experience and community service programs on FLSA deeming, the State should make those differences clear.

· The Department’s policies and procedures are the same for both work experience and community service programs on FLSA deeming.

III. Work-Eligible Individual
The State must describe:

• procedures for identifying all work-eligible individuals; 

• how the State ensures that, for each work-eligible individual, it

· accurately inputs data into the automated data processing system, 

· properly tracks the hours, and 

· accurately reports countable hours to HHS that do not include participation in an activity that does not meet a Federal definition.

Work-eligible individual means an adult (or minor child head-of-household) receiving assistance under TANF or a separate State program or a non-recipient parent living with a child receiving such assistance (usually a child-only case) unless the parent is: 

• A minor parent and not the head-of-household or; 

• A non-citizen who is ineligible to receive assistance due to his or her immigration status; or 

• At State option, on a case-by-case basis, a recipient of Supplemental Security Income (SSI) benefits.

The term also excludes:

• A parent providing care for a disabled family member living in the home provided that the need for such care is supported by medical documentation;
• At State option on a case-by-case basis, a parent who is a recipient of Social Security Disability Insurance (SSDI) benefits; and 

• An individual in a family receiving MOE-funded assistance under an approved Tribal TANF program, unless the State includes the Tribal family in calculating work participation rates.

Documentation:

1. Describe the State’s procedures for identifying all work-eligible individuals, as defined at § 261.2. This should include the procedures needed to identify a non-recipient parent excluded from the definition of work-eligible individual. These are:

· A minor parent who is not the head-of-household; 

· An non-citizen who is ineligible to receive assistance due to his or her immigration status;  

· At State option, on a case-by-case basis, a recipient of Supplemental Security Income (SSI) benefits;
· A parent providing care for a disabled family member living in the home, provided that the need for such care is supported by medical documentation; and
· At State option, on a case-by-case basis, a recipient of Social Security Disability Insurance (SSDI) benefits. 
· The Department exercises the SSI option.

· The Department exercises the SSDI option.
The Department will identify work-eligible individuals by capturing through our ACES system elements such as:

· Household Relationship

· Date of Birth

· Citizenship/Alien Status

· SSI Income

· Disability of household members

· Care needs of disabled household members

· SSDI Income

The State should also describe its procedures for identifying a parent caring for a disabled family member, who may also be excluded from the definition of a work-eligible individual. The procedures should define the terms “disabled” and “family member” This should include a means of ensuring that the need for care in the home is supported by medical documentation and describe the nature of the medical documentation used to make such determinations. If the State includes in this group parents caring for a family member with a temporary disability, the State must describe its procedures for determining when the family member is no longer disabled and ensuring that the parent is then identified as a work-eligible individual. 

· The Department’s process for identifying a parent caring for a disabled family member begins with the receipt of medical documentation on the form provided by the Department from a medical professional, including a counselor or social worker.  The form asks for verification of the need for the TANF parent to be in the home to care for the disabled family member, who must be a household member. This documentation is valid for 6 months or if shorter than 6 months, until otherwise indicated on the form. The documentation from the medical professional is how the state determines whether the parent is a work-eligible adult.

Definitions:

1) “Disabled”: a disabled individual includes any individual whose physical or mental health or mental capacity is compromised and requires the care of the parent for enough hours to make the individual unavailable for effective engagement in work activities for the federally-mandated number of hours

2)  “Family Member”: a parent or caretaker relative and eligible child as described in the Maine Public Assistance Manual

2. Describe verification procedures for ensuring the accuracy in reporting of work-eligible individuals on the TANF Data Report and the SSP-MOE Data Report, including:

· The correct reporting of the Work Participation Status of all adult (or minor child head-of-household) family members, and 

· The proper identification of TANF Families for inclusion in only the overall work participation rate or the overall and two-parent work participation rates, or exclusion from both the overall and two-parent work participation rates. 

· The verification procedures that the Department will utilize to ensure accuracy in reporting of work-eligible individuals on the various ACF reports are done through ACES using SQL-based queries to gather information directly from ACES data table programs created for ACF reporting purposes. The following list includes but is not limited to the data elements that will be used:

· Participation Status

· Family Type

· Household Relationship

· Family Affiliation

· Citizen/Alien Status

· SSI Income

· Sanction Data

· Exemption Reasons

· Work Eligible Individual Indicator

3. Describe the procedures that show how the State ensures that, for each work-eligible individual, it accurately inputs data into the automated data processing system, properly tracks the hours, and accurately reports countable hours to HHS that do not include participation in an activity that does not meet a Federal definition.
· The procedures that the Department utilizes to ensure accurate reporting for work-eligible individuals begin with staff. Staff has been instructed on the importance of entering accurate data. Supervisors are expected to case read the data entered by their staff monthly. Data is extracted on a monthly basis from ACES for the ACF reporting programs. Edits exist in both ACES and ACF reporting to conform to the federal rules.
· The ACES data system automatically mails individualized time verification sheets to appropriate work sites that have work participants assigned.  These verification sheets are filled out and submitted monthly to the Department.  The hours of participation are entered into the data system, when received, by Department staff.  There are edits in the data system that do not allow hours entered to be greater than 12 hours per day, greater than 60 hours per week, or too many excused absences to be entered per month and/or per year per participant.  That data is extracted monthly to ACF.
IV. Internal Controls 
The State is required to describe internal controls that ensure a consistent measurement of the work participation rates. The Work Verification Plan should contain a clause confirming that the State will maintain all pertinent findings produced through its internal control processes and that these finding will be available for use by ACF and other auditors in their review of the State’s work participation verification system. 

If the State is phasing in procedures or internal controls, describe the phase-in. All procedures must be in place by September 30, 2008. 

Documentation:

Amended
1. Describe the internal controls designed to ensure established work verification procedures are properly being employed. Such controls may include supervisory guidance, policy directives, and staff training plans, as well as quality assurance processes, such as monitoring procedures to ensure adherence to procedures by staff, providers and contractors. For example, to ensure the State is identifying all work-eligible individuals, a State may periodically check the disability status of a family member who is temporarily disabled, as the parent caring for the disabled family member would become a work-eligible individual once the family member is no longer disabled.

· The procedures that the Department utilizes to ensure accurate reporting for work-eligible individuals begin with case readings on data input and case readings of policies, procedures and processes, based on information in the Department’s official case record, ACES (the Eligibility and client payment system). Data is extracted on a monthly basis from ACES for the ACF reporting programs. Edits exist in both ACES and ACF reporting to conform to the federal rules.

· ASPIRE supervisors are expected to review a minimum 5 random cases per regional office per month. These reviews are intended to validate all case data to include (but not limited to) work assessment, appropriateness of the individual work plan, work verification data consistency, documentation and work plan outcomes.  Accuracy of all aspects of the individual cases is assessed as part of the ACRT reviews, including participation activity/hours input documentation. 
2. Describe the internal controls to control for data errors, including transcription and coding errors, data omissions, computational errors, and compilation errors. For example, a State might automatically review the case record of each work-eligible individual whose reported average weekly hours of participation are unusually high (e.g., 70 or more hours per week) by examining the documentation used to support those hours. 

· The Management Information Systems Management Analyst II will dedicate a majority of his or her time to controlling coding errors, data omissions and any other issues related to Administration for Children and Families report data.  This individual will research potentially troublesome report areas (excessive hours, funding discrepancies, income value errors, etc.) using various SQL queries and provide analysis to the TANF and ASPIRE program managers, as well as the MIS Manager, MIS Director and OFI Director of Programs, in the form of reports and memos.  Any user created issues will be corrected via Program Manager instructional memos and training to regional staff and subsequent rerun of ACF reports prior to quarterly submissions.  System related issues will be code-corrected by vendor or in-house technical staff developer and implemented prior to quarterly submissions.  
Amended
· Subsequent issues provided via ACF feedback will be analyzed and findings reported on by the MAII to the aforementioned positions, where corrective actions (user instruction/amendment, coding improvement) will then be outlined and implemented prior to submission of a revised ACF report.

· Regional Eligibility and ASPIRE staff are sent a report of all cases missing required verification of hours on a regular basis. Statewide conference calls are held to review progress as needed.
· On a monthly basis, a team of Eligibility Specialists located in Maine’s Central Office receive a report of cases with: 

· A “child under age one exemption with no child under age one in household”;

· Total activity hours greater than 80 per week;

· Employment hours greater than 60 per week;

· Individuals with income, but no hours of employment; and

· Individuals with hours of employment, but no income.

These reports are reviewed and necessary corrections are made. Regional Eligibility Specialists and ASPIRE Specialists are contacted to help with corrections as needed.
· The DHHS Eligibility Specialist or ASPIRE Specialist shall enter actual hours in our ACES data system. Workers will be able to enter hours for the previous month and the current month.  In addition, workers will be able to choose whether the hours are “actual”, “excused” or “holiday” (when ACES is configured to accept this information).  There are alerts created for staff if more than 60 hours is entered on a particular week.  

· A number of data edits and generated alerts are being programmed into Maine’s eligibility system (ACES) for internal controls to control errors. If an Eligibility or ASPIRE Specialist attempts to enter a data inconsistency either an error message or informational warning appears that requires the worker to respond to the message to evaluate whether the information being entered is valid or not; or if the inconsistency is against an “edit” the edit informs the worker of the problem and requires the worker to change the response. Here are some examples of edits and informational messages on the “Activity Verification” screen that is currently operational (although adjustment is still needed) in ACES; this is the screen where Department staff enter actual verified daily hours of participation:

· Edit to prevent too many hours of excused absences within a month from being entered.

· Edit to prevent worker from entering more than 12 hours of participation in any single day.

· Edit message when worker enters more than 60 hours of participation in a week to evaluate whether the daily hours for the week are correct.

3. Describe the checks used to isolate electronic systems and programming errors and the steps to ensure that all work participation report items are internally consistent. For example, a State might obtain the raw data (prior to input into an automated data processing system) for a sample of work-eligible individuals and determine manually the average weekly hours of participation for each work activity for a month and compare that result to what the State actually reported to HHS. 

Amended
· Design of pre-run ACF report queries that will sample data inconsistencies potentially due to human error (i.e. manually entered income records where hour counts may overlap if not established properly) for correction

· Design of pre-run ACF report queries that will isolate data inconsistencies potentially due to programming error (i.e. entered weekly income is multiplied by 4 instead of 4.3) for correction

4. Describe any sampling and estimation techniques employed in data validation. The Work Verification Plan should document the soundness of all statistical procedures utilized in the verification process. All estimation techniques must be reasonable and fully described in the plan. For estimates based on sampling or other statistical techniques, the plan must contain, as appropriate, the step-by-step computations of precision, affirming that the produced estimates are within statistically acceptable levels of reliability and validity. 

· The sample and estimation techniques used in data validation will be based on the data gathered via use of pre-run ACF report queries that will sample data inconsistencies potentially due to human error or programming error.  Therefore, if there are 100 cases selected as potential issues based on the specified parameters of the query (aforementioned in the earlier examples), 100 cases will be reviewed to identify the root cause of the error for correction.

V. Verification of Other Data Used in Calculating the Work Participation Rates
Under the “complete and accurate” standard for data reporting, States should validate all data submitted in its TANF Data Report and, if applicable, the SSP-MOE Data Report. In addition to the work activities, the following data elements are used in calculating the work participation rates:

• Reporting Month
• Stratum
• Case Number
• Disposition
• Type of Family for Work Participation
• Amount of Food Supplement Program Assistance
• Receives Subsidized Child Care
• Amounts of TANF (and SSP-MOE) Assistance
• Family Affiliation Code
• Non-custodial Parent Indicator
• Date of Birth (Adult) 
• Relationship to Head-of-Household
• Parent with Minor Child
• Work-Eligible Individual Indicator
• Date of Birth (Child)

The Work Verification Plan should contain the procedures needed to establish that the State has the capacity to breakout TANF families with a work-eligible individual by the case characteristics that relate to the special rules and conditions of participation, such as receipt of child care, age of child, age of adult or teen parent, number of months under a sanction, adult or teen parent with satisfactory school attendance, and families with a disabled family member (adult or child). 

Documentation:

1. For each of the above data elements, describe the State’s data validation procedures to ensure    “complete and accurate” data reporting.

· As explained elsewhere in this report, Management Staff will be case reading some data entry prior to report submission. Management expects staff will improve on their data entry skills.

· To ensure that all of the data elements are complete and accurate for data reporting purposes the Department extracts data monthly from the ACES eligibility and payment web-based computer system. The ACF report generation process has been done and is being modified based on the changed ACF reporting requirements through programs developed within ACES using SQL-based queries to gather information directly from ACES data table programs. The programs, which include data integrity edits, are developed based on the TANF data report guidance.

· Please note that the Department does not use a stratified sample – the entire population is used to provide data. The Department undergoes a rigorous development process and testing regimen to ensure accurate data reporting.

2.  Describe any procedures employed to eliminate data inconsistencies between two or more data elements.

· The Eligibility and ASPIRE worker shall enter actual hours for the week in our automated data processing system on a screen applicable to the type of activity.  Workers will be able to enter hours for the previous month and the current month.  In addition, workers will be able to choose whether the hours are actual, excused or holiday.  There will be an informational message if more than 60 hours is entered on a particular week.  The system will not allow more than 16 hours in a month of excused absence to be added, and no more than 8 hours a day of excused absence, if the individual has a child under 6. If the individual has a child over the age of 6, then no more then 12 hours a day of excused absence will be allowed.

· To eliminate data inconsistencies between data elements the ACF report generation process includes data integrity edits between numerous reporting elements. As part of this process, a comprehensive review of the flat file generation is done to validate consistency between the determined values and reported values.
Work Participation Status
1. Describe the State’s procedures to ensure that a family is not disregarded from the work participation rate for more than 12 months per lifetime based on being a single custodial parent with a child less than one year of age.

· The Department will ensure that a family is not disregarded from the work participation rate for more than 12 months per lifetime based on being a single custodial parent with a child less than one year of age with an edit and alert to Eligibility staff. When alerts are not cleared within 10 days, the alert is presented to the Supervisor and will be addressed. Additionally Department management staff can use SQL-based queries to gather information directly from ACES data table programs created for ACF reporting purposes. The reports are based on the monthly extracts from the core systems, internal reporting controls check the individual’s household relationship (parental status) and child’s date of birth and count the number of months based on the report month/year.

2. Describe the State’s procedures for ensuring a family deemed engaged in work based on 20 hours of participation in countable work activities meets the requirements of a single custodial parent or caretaker relative with a child under age six. 

· The Department will ensure that a family deemed engaged in work based on 20 hours of participation in countable work activities meets the requirements of a single parent/relative with a child under age six with an edit and alert to Eligibility staff. When alerts are not cleared within 10 days, the alert is presented to the Supervisor and will be addressed. Additionally Department management staff can use SQL-based queries to gather information directly from ACES data table programs created for ACF reporting purposes. The reports are based on the monthly extracts from the core systems. 

Internal reporting controls validate numerous elements such as household relationship, date of birth of child, activity types and verified hours of participation.
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