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   SCOPE OF SERVICES

4.1
Work Statement:


DCS shall ensure that Food Stamp Employment and Training Eligible Individuals are




provided with Short-term Skills Training, Job Search, Job Development and Job




Placement services through the Food Stamp Employment and Training Service




Providers.



4.1.1
Food Stamp Employment and Training Eligibility:




(a)
Nonexempt FS/E&T AU members who receive Emergency Assistance (EA)






only and reside in a shelter, hotel or motel.




(b)
Nonexempt Food Stamp Employment and Training Assistance Unit (FS/E&T






AU) members who are not receiving Emergency Assistance (EA) benefits.




(c)
Exempt FS/E&T AU members may volunteer for the program.




(d) Nonexempt FS/WP AU members currently meeting their Work Program (WP)






requirement may also volunteer for the program.




Note:  Food Stamp recipients closed on TAFDC within the last 12 months for





earnings, who are eligible for Post-Employment Services and Welfare-to-Work





should be encouraged to enroll in post-employment and/or Career Center





Employment Assistance Services and/or Welfare-to-Work services before





enrolling in Food Stamp Employment and Training services.



4.1.2
Program Activities:



1)
Orientation:  Orientation is intended to support and facilitate Food Stamp






Employment and Training Eligible Individuals’ utilization of Food Stamp






Employment and Training Services.  For the purposes of this Agreement,






Orientation shall be considered the entry point for the receipt of Food Stamp






Employment and Training Services for Food Stamp Employment and Training






Eligible Individuals. Career Centers shall provide Food Stamp Employment and






Training Eligible Individuals with an Orientation, in a group and/or an






individual basis, either at TAOs, or at other mutually agreed upon locations, at






regularly scheduled times convenient to both the Career Centers and the TAO






staff and management.  At a minimum, this Orientation shall provide an






overview of the Career Center’s Job Search services, with a schedule of service






activities for the coming weeks, including:





-
How to access these services;





-
Skill Start requirements;





-
Career Center program regulations and requirements;





-
Benefits of utilizing Food Stamp Employment and Training services;





-
Basic, practical tips on getting started in Job Search; and





- 
Eligibility for training and job search related allowances.




2)
Enrollment:  Enrollment shall consist of the following:





-
Verification obtained from appropriate Department staff of Food Stamp







Employment and Training Participant eligibility for services;





-
Receipt from the TAO of a signed Food Stamp Employment and Training







Referral Form specifying Skill Start/Job Search as the designated







component activity;





-
Development of an individualized Activity Plan;





-
Arrangements for the Food Stamp Employment and Training Eligible







Individual’s receipt of Skills Training and Job Search Services;





-
Entry into the MOSES system;  





-
Notification to the Department of the Food Stamp Employment and







Training Eligible Individual’s Enrollment for Job Search Services by return







to the relevant TAO of a signed Food Stamp Employment and Training







Referral Form; and





-
Retention of a copy of the Food Stamp Employment and Training Referral







Form in the Food Stamp Employment and Training Service Provider’s case







management files.




3)
Assessment:  DCS shall ensure that Food Stamp Employment and Training






Service Providers make an initial assessment of each Food Stamp Employment






and Training Participant’s employment potential and service needs through a






readily available, structured one-on-one interview with the Participant.  The






Assessment interview will be interactive in nature.  The Assessment will be






followed by the development of an individualized Activity Plan that includes






specified training and/or job search activities required to achieve the






Participant’s employment goals.





At a minimum, the Assessment shall include a discussion of:





-
The benefits of Food Stamp Employment and Training Program







participation as they relate to the Food Stamp Employment and Training







Participant’s personal situation and background;





-
The availability of appropriate Skill Start training;





-
The availability of appropriate job opportunities in the local labor market;





-
The minimum proficiency required for types of jobs available;





-
A review and evaluation of the Food Stamp Employment and Training







Participant’s occupational interests, vocational skills and aptitudes;





-
Prior work experience including wages, stability of employment, reasons for







leaving, type of work, job performance;





-
Educational attainment levels, basic literacy skills and English proficiency;





-
Barriers to employment and supportive service needs; and





-
Motivation and ability to meet the requirements of Food Stamp







Employment and Training participation.





4)
Case Management:  The Employment Specialist is responsible for







designing a successful Skills Training and Job Search strategy, identifying







and resolving barriers to successful completion of the Job Search Program,







encouraging continued participation, documenting the Job Search, and







following up to ensure that the Participant is in compliance with the







program.





5)
Skill Start Training:  Short-term Skills Training services assist the Food







Stamp Employment and Training Participant in refining/updating or







obtaining skills in a selected occupational field.  The goal of this short-term







training is to prepare the Food Stamp Employment and Training Participant







for employment by enhancing their employability with job appropriate







skills.






These services are administered by DCS and provided by pre-approved







vendors through a statewide voucher system.  Once the Skill Start







Participant has completed the training, the vendor will complete the voucher







and return it to the DCS Fiscal Department for payment.  If a Skill Start







Participant fails to complete training, payment will be made in a manner







consistent with the training vendor’s published refund policy.






If the Skill Start Participant fails to complete training and also fails to attend







the appropriate number of classes that would allow tuition payment (under







the vendor’s refund policy), DCS will request that the vendor return the







unused voucher to Employment Specialist, in lieu of forwarding it to DCS’s







Fiscal Department.






Any Skill Start Participant’s training course, or combination of courses,







(including books, materials, certification fees, etc.) may not exceed a total







cost of $850.00 and must be completed within 28 calendar days.    





6)
Job Search:  Job Search services and activities provide Food Stamp







Employment and Training Participants with the resources to expedite entry







into employment.  These services shall be provided through group and/or







individual methods and shall include, but not be limited to:






-
How to find and develop job leads;






-
The use of effective telephone techniques to obtain job interviews;






-
Successful job interview preparation;






-
Job application preparation;






-
Resume writing;






-
Time Management;






-
Access to and instruction in the use of Job Banks;






-
Providing up-to-date job listings culled from a variety of media








including Job Banks, newspapers, industrial guides, and trade








magazines;






-
Providing labor market information for specific industries and








occupations;






-
Providing information and instructions on how to conduct a self-directed








Job Search;






-
Providing guidance and direction to the Food Stamp Employment and








Training Participant during his/her Job Search;






-
Referring Food Stamp Employment and Training Participants to








appropriate job openings;






-
Monitoring the Food Stamp Employment and Training Participant’s








scheduling and attendance at job interviews through








Employer/Participant contacts;






-
Reviewing the results of Job Search activities with Food Stamp








Employment and Training Participants;






-
Access to personal computers and printers for production of resumes








and generic job applications; and






-
Access to telephones for calls to prospective employers to learn about








openings and to arrange interviews.




7)
Job Matching:  Part of each Food Stamp Employment and Training







Provider Program Specialist’s weekly schedule will include time for







matching Food Stamp Employment and Training Participants with employer







openings, and matching employer openings to Food Stamp Employment and







Training  Participants.  Job referrals will be made in the manner requested







by the employer.






Food Stamp Employment and Training Participants may review the Job







Bank listings by themselves on each visit to the program site, both to learn







more about the job market and to search for potential job leads.





8)
Job Development:  Job Development activities are designed to find job






opportunities for Food Stamp Employment and Training Participants and to market Food Stamp Employment and Training Participants to employers. 







Specific activities include, but are not limited to:






-
Creating and/or discovering job openings;






-
Maintaining a current Job Bank; and






-
Marketing the availability of the Work Opportunity Tax Credit.





9)
Job Placement:  Job Placement activities include, but are not limited to:






-
Verifying employment status as of the job start date; and






-
Obtaining confirmation of the terms of employment. 





10)
Follow Up:  Thirty (30) day follow up after job entry to determine







employment status, wage rate and health benefit status. 
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4.3
Service Documentation


Food Stamp Employment and Training Providers shall establish and maintain an




individual case record for each Food Stamp Employment and Training Participant.  The




case record shall contain, at a minimum, the following:



-
The original or a copy of all forms received or used by the Food Stamp





Employment and Training Participant to inform, notify, or otherwise communicate





with or on behalf of the Food Stamp Employment and Training Participant;



-
The Food Stamp Employment and Training Participant’s Activity Plan; and



-
Documentation of the Food Stamp Employment and Training Participant’s meeting





all training attendance and job search requirements for travel support payment





eligibility, and the amount of any training or job search related payments.


  4.4
Program Design



The Food Stamp Employment and Training Program for certain Food Stamp recipients




shall be designed to deliver activities and program services in compliance with federal




law and the regulations of the United States Department of Agriculture as implemented




by the Department’s regulations located at 106 CMR, Sections 362.300 through 362.340,




including, but not limited to, the following:



-
Food Stamp Employment and Training Service Providers will provide services that





include short-term skills training, up to four weeks, with the remaining weeks of





job search and job development services needed to assist Food Stamp recipients to





transition to employment.



-
Food Stamp Employment and Training Service Providers will make their best effort





to assist the Food Stamp Employment and Training Participant to conduct at least





five (5) job interviews and other job search activities.



-
Food Stamp Employment and Training Service Providers will assist the Food





Stamp Employment and Training Participant in completing his/her required job





search activities within 60 days of enrollment;



-
Food Stamp Employment and Training Service Providers will document each Food





Stamp Employment and Training Participant’s program activities in MOSES;



-
Food Stamp Employment and Training Service Providers will provide feedback to





appropriate TAO staff on the disposition of a Food Stamp Employment and





Training Participant referral;



-
DCS will ensure that Food Stamp Employment and Training Service Providers





maintain communication and linkages to DTA Food Stamp Employment and





Training Program coordinating staff; and



-
The Department and DCS will utilize a referral system that will allow both agencies





to effectively manage services to Food Stamp Employment and Training





Participants.

5.
PROGRAM GOALS AND STANDARDS

The following are the Program goals and standards:


-
DCS shall ensure that Food Stamp Employment and Training Providers make their best



efforts to enroll from a corresponding number of work required Food Stamp Employment and Training referrals, between October 1, 2004 and September 30, 2005, a minimum of 2000 eligible NPA Food Stamp Employment and Training recipients, of which 200 must enroll in Skill Start training;


-
DCS shall ensure that Food Stamp Employment and Training Providers make their best




efforts to provide Job Search Services to all Food Stamp Employment and Training




enrollees;


-
DCS shall ensure that Food Stamp Employment and Training Providers make their best




efforts to provide Skills Training Services to 200 Food Stamp Employment and




Training enrollees;


-
DCS shall ensure that Food Stamp Employment and Training Providers make their best




efforts to place, between October 1, 2004 and September 30, 2005, a minimum of sixty




five percent (65%) of Skills Training Participants into unsubsidized jobs;



-
DCS shall ensure that Food Stamp Employment and Training Providers make their best




efforts to place, between October 1, 2004 and September 30, 2005, a minimum of one third of Food Stamp Employment and Training Job Search Participants into unsubsidized jobs; and

-
DCS shall ensure that follow-up is conducted for verification of job retention at thirty (30) days and at six (6) months.
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4.2
Participant Reimbursement for Expenditures Related to Participation in Food Stamp Employment and Training:



DCS shall reimburse Food Stamp Employment and Training Participants a flat rate of $35.00 per month for a maximum of two (2) months during the period of this Agreement for training related costs that are reasonably necessary and directly 
related to Food Stamp Employment and Training participation.  These costs may include, but are not limited to, transportation while either attending Skill Start training or interviewing for job openings. Food Stamp Employment and Training.  Participants must meet the minimum participation standard established by DCS/DTA to be eligible for reimbursement.




The minimum participation standard established by DCS for Skill Start is attending 90% of all scheduled classes and successful completion of the training course.  In the event that a training course lasts one (1) week (or less), the Food Stamp Employment and Training Participant must attend all classes in order to be eligible to receive the $35 training related payment.




The minimum participation standard established by DCS for Job Search is a minimum of five (5) job interviews or acceptance of an offer of employment after having received job search services.




All payments under this Agreement are subject to Food Stamp Nutrition Services (FNS) reimbursement, under FNS rules, this is the funding source of last resort.  All other funding resources must be exhausted before submitting a request for payment 
under this Agreement.




The maximum amount for which payment may be claimed for Participant.  Reimbursement under this Agreement is twenty thousand dollars ($20,000.00).  All payments are subject to availability of funds.




DCS will provide Food Stamp Employment and Training Participants that meet the eligibility for the $35.00 reimbursement with the $35.00 flat rate reimbursement up to the $20,000.00 maximum reimbursement funded in this Agreement.  DCS will notify DTA at a point prior to the depletion of all the funds provided for this purpose to allow DTA the option of augmenting this funded activity by amending this Agreement.  Should this maximum be reached prior to the end of the period of the Agreement period, payments will be terminated unless additional funds are provided by DTA for this purpose 



