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General Information Memorandum

ISDGI 16 - 44

TO: ISD Employees

FROM: Sean Pearson, Deputy Secretary, Human Services De
RE: Voluntary Employment & Training (E&T) Progr
DATE: July 13, 2016

At this time, the E&T program is voluntary and will arch as an activity. If the
SNAP recipient chooses to volunteer, the FAA sho he participant can register
as a “job seeker” with the Virtual One Stop Syst through the New Mexico
Workforce Connection online portal for job- ices and resources; they can also
use this service to apply for jobs, and to cred es at www.JOBS state.nm.us. If
the participant does not have access to ey can utilize ISD lobby kiosks, DWS

offices, or any public library.

The FAA must provide the followin

¢ Provide the New {flexi rkforce Connection Employment Guide (attached)
e Explain wha er sepfices are available through DWS

idabl qggiPostings

ies for finding a job

interviews

icipant does not wish to utilize VOSS, a DWP 277 Job Search Activity
Card can be provided to document the Job Searches

The participant may be eligible for a reimbursement if they incur transportation costs
reasonably necessary and directly related to participation in the E&T program.
Reimbursements can be issued retroactively up to 6 months. The FAA must provide the
following information to the participant:

» Explain to the participant that they must provide print out of Job Search activity
from VOSS or provide the DWP 277 to show participation in the activity

“
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e Provide the FSP 020 SNAP E&T Transportation Reimbursement Claim Form and
explain the process for requesting the reimbursement

While the E&T program is voluntary, participants will not be subject to disqualification and
can participate to the extent that they find is most useful for them. To be eligible for the
reimbursemnent, the participant must be actively participating.

The FSP 020 SNAP E&T Transportation Reimbursement Claim Form and the DWP 277 Job
Search Activity Card can be found on the forms drive at: \\disfasv025\ISDForms.

Attached are steps and screen shots to ensure that a participant that wishes to
properly in ASPEN. It is very important to code participants properly to g
of these individuals and to ensure that they are able to receive reimburs«
are eligible for one.

volunteer is coded
CQuITect reporting
request and

Attachments:
NM Workforce Connection Brochure
Instructions for Coding Reimbursements into ASPEN

If you have questions regarding this GI, please contact is il at (505) 827-1326 or by e-

mail at Marisa. Vigil@state.nm.us. \

m
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Coding Volunteers for the E&T Program in ASPEN:
Participant requests to voluntarily participate in the E&T program.
Volunteers cannot be disqualified due to non-compliance in the ELT program.
1. Enter Start Date of work activity.

2. Enter the Date of Verification should be same date of Start Date of work activity.

3. Drop down box under Employment Services Participation should be marked as YES for
volunteering in the E&T program.
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3. Once the case has been certified and eligibility has been run the ASPEN screen should

look as below:
e
Cxe Name: Case s LHOXFIGT Case hMode: hid= Case Status: Pondrg
DG Nane: Gk A COE SHAP
BeneiitPeriod 07012016~ Bigiblity Status: Approved Dsposition Status:
Certitication Penlod: 051 E2016-040/2017 Roview Duas Data! interim Review Date: 1(0r31/2016
EDGInformaticn
EligitbEity Begin ate: DS8/2016 Bligiblity End Date:
Hon Ananclal: Pass AgediDrsabled EDG: b Last avihorized amount for this month:
Assets:liol Appirabie Migrant Household: fio Current Benetfit Amount 257
Ananchl: Pass Expeditec/CRISIS (LIHEAP): Supplem¢nUOwtipayment;
Variticaton: Fass Mazimum Copay Amount G00 State Supplement Ameynt:
Reporiing Type: Smyitied Reporiet Runding Indicator: Federal Calegoncally Biglol
PenahyCount: Penalty Begin Dateimmiyyy): Penalty End Dats
Existing Panaity Count:
Cll'ﬁ‘ﬂ!d[ =2
Nams . Relatiomship| Panicipation | Pa tion Edption/Partcipation Rsasen
L Set
== r
| Son Ovd undeer 16 years
Bxcluded
ENgIBIity summary 1]
6. A referral on €N il be made in ASPEN as shown below:
Nmw Trainingérs inbex {Lobhy)
B Choose Viaw
Addkional
Search Results
AL ’ma.t'rat DL _'.baalnn
Applicatior Action
PPl } Document Ntle b Name Date Stan Dazg * CVOLS » Status Taken gy » Action
] Taken By {
1B ELT Referry - 051812016 t‘n;;ag‘ms T Hew Start

7. Orientation, Assessment and Barrier information will need to filled as below with the
drop-down box to be filled in with “Both” and the orientation date will be the start date of
work activity.



8. Assessment Date will be the same date as the orientation date with Type of Assessment
as ‘Work Assessment’ marked in the drop-down box.

9. Reason for Assessment as ‘First Time Benefit Approval’ in the drop-down box.

10. Barriers drop-down box will be filled in as appropriate, Child Care, Transportation, etc.

11. Barriers Description will be filled in with a brief description of barrier.

12. Daes Client need support services drop-down box to be marked either YES or NO.

13. What kind of support services does client need? Fill in a brief description of the support
services needed by the participant.

[cance [ ~Jo-previous]

Ordentation nformation

4 B thia hdwvidual undergaing Assessmentrientaton

Onentaton Oate:
Assessment inlarmation
Asseayment Date:
Type of Asarasment - !
Reasan for Assessment: 4
Seifidontified Barriers ]
Secondary Language | >
Does cient have any problem readng or wrtng that would makc (lbard for the che: partcpate n NIRY L
actwvies?

™
Does elent have any problem in gor 4t woutd male hare for the chent Lo
ta parcpate in HUW sctivies? "

~
Qarnery
Transportaten v
[chent has & smas s

-~
Barners

b
Does chent need support se| ? llll')_ __iVI

¥ihat bnd of supparnt services does clent peed?

[ Cancel {1=1¥'previoust| = [+.Continue]

14. Activity Details page will be filled out with a Begin Date of work activity and a follow
up date 3 months after begin date.



15. Activity will be marked as Job Search/Readiness in the drop-down box, as this is the
only component of the Volunteer E&T Program.
16. Component Activity will be marked as Job Search Activities,
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Follow-up Date: Date should be 3 months from date of initial work activity date.
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