Employment First Supportive Services
468 NAC 2-020.08ff & 468-000-309

Applicants for ADC cash assistance are eligible for supportive services only if they are participating in EF orientation, assessment, self-sufficiency planning, Self-Sufficiency Contract development, community service, job search, or employment.
A participant must be provided with allowable and appropriate supportive services to the extent determined necessary by the case manager to enable the individual to participate in any Employment First component as agreed upon in the Self-Sufficiency Contract if no other source is available at no cost to the participant or to the agency.  The case manager must prior approve the use of these funds.  
All other methods of providing supportive services should be explored and utilized before program dollars are expended.   When a participant is accepted into another program such as Workforce Investment Act (WIA), Vocational Rehabilitation, Displaced Homemakers, etc., the supportive services may be provided by both programs through a shared arrangement.
TRANSPORTATION
Vehicle Repairs
· First determine whether the participant is eligible for and meets the need for this supportive service based on policy before proceeding to the next step.

· The individual’s driver’s license must be valid and their vehicle registration and insurance current.  Their name must be on the vehicle’s title/registration.  This must be verified through DMV records.  
· Check DMV records to see if there are other vehicles titled in their name and determine the status and disposition of these vehicles.  If the participant has more than one vehicle titled in their name and possession, determine if it is operable or more cost effective to repair than the one they are requesting repairs for.  EF will only maintain one vehicle.  If a two-parent household and both parents are participating and cannot utilize one vehicle for their EF participation, then EF will consider maintaining two vehicles.

· Determine the Kelly Blue Book (http://www.kbb.com) used car trade-in value of the vehicle they are requesting repairs for.  Select the vehicle condition using Kelly Blue Book’s definitions.  If the vehicle is not listed on Kelly Blue Book, the case manager may: 
· Contact the county assessor or treasurer for the assessed value; 
· Use the client's most recent vehicle tax statement; or
· Have the client obtain the vehicle's trade-in value from a used car dealer.
· At least two estimates are required unless the vehicle is inoperable in which case only one estimate is required.  The estimate must be based on a complete engine diagnostic and vehicle inspection.   This is an allowable EF expenditure.
· Allowable repairs are those that are necessary for the vehicle to be in safe and reliable operating condition.  Cosmetic repairs cannot be authorized unless they directly affect the safe and reliable operation of the vehicle.  
· If the repair estimates exceed the trade-in value, the cost of repairs must be approved by the TANF Unit in Central office.  The EF case manager must submit a request to Policy Questions at DHHS.PolicyQuestionsNFOCUS@nebraska.gov.  

Vehicle Purchases

· First determine whether the participant is eligible for and meets the need for this supportive service based on policy before proceeding to Phase I of the Vehicle Purchase Process.

· The policy and process has not changed.

·  The Vehicle Purchase Process guide must be followed.  The process guide is on the TANF Policy Log subject Process Guides. 
Vehicle Loan Payments

· Although we discourage case managers from authorizing car payments, especially if the car is leased, with approval from the TANF Unit in Central Office car payments can be authorized on an individual basis if it is a crisis or the participant is about to have their car repossessed and if EF assistance will resolve the emergency.  

· The participant must first try to resolve the issue with the lender to see if arrangements can be made to defer the payment or to make payments on the past due amount and/or utilize all other possible resources before the EF case manager submits a request to Policy Questions at DHHS.PolicyQuestionsNFOCUS@nebraska.gov.  

Fuel and Oil 
· Fuel purchases are limited to 25 cents per mile, regardless of the component activity.
· Fuel is provided for transportation to and from the individual’s home and the contractor’s office and/or approved EF activity site.  This includes transporting his/her children to and from their child care provider or school if child care transportation is not otherwise paid for by another DHHS program or school busing is provided.    
· Fuel for job search is based on need, need is based on the extent of the individual’s job search. 
· Quarts of oil can be authorized as needed to maintain the proper level of oil in the engine.
· An unlicensed EF participant may receive a gas voucher if they are going to use it as a contribution to a car pool or to someone else who is providing them transportation for EF purposes.  As long as the case manager is certain, based on information provided, that the unlicensed EF participant will not be driving. 
Bus Tickets/Tokens

· Bus tickets, tokens, passes are allowed.  Public transportation must be used

when available.

Commercial Transportation

· Commercial transportation can only be authorized for short-term situations, e.g. while their car is being repaired, while working on alternative transportation arrangements, one time needs when no other options are available, etc.
· Short term is defined as less than one month.
· Is authorized at the rates established by the Department.      
Registration, Taxes, Insurance and Driver’s License
· The cost of registering a participant’s vehicle is allowed if it is determined that personal transportation is required for participation in the individual’s Self-Sufficiency Contract.  
· Insurance is limited to a three-month premium for basic liability coverage.  Full insurance coverage is allowed if the vehicle has a lien on it and the lender requires full coverage. 
· The vehicle’s title must be in the participant’s name.
· The participant must demonstrate that s/he can pay for subsequent insurance costs.
·    The cost of reinstating a driver’s license is allowed.  However, it is not allowed if the loss of the license was due to driving while intoxicated or under the influence of drugs.

·     Court costs, fines, fees, restitution, and attorney fees must not be paid with EF funds.  
CLOTHING

· The purchase of clothing that is necessary for the individual to effectively participate in any of his/her approved component activities as well as for employment may be approved (e.g. interviewing outfits, special clothing and footwear, uniforms, safety clothing, business attire, etc.).  The use of career closets is encouraged.  The maximum amount allowed for purchase of pre-employment clothing is $150 and for employment clothing is $200 in a 12-month period.  The 12-month period begins with the initial authorization. 
EMPLOYMENT

Work-Related Expenses

· Vendor payments for expenses necessary and required for work, such as uniforms, special clothing and footwear, tools, etc. may be authorized.  The EF case manager may require verification and documentation from the employer as to what is required for work.    
· Capital purchases, tools and equipment for the start-up or development of a business are not allowed.  The participant would contact an entrepreneurial assistance program to apply for a small business loan. 

Transportation
· Transportation allowance (gasoline and oil, bus tokens and tickets, commercial transportation) for employment must be limited to the first full pay period on the job.  This applies even if they continue to receive an ADC cash payment.
· For exceptions see the TANF Policy Log subject Providing Gas Vouchers to Employed Participants.
EDUCATION/TRAINING

Job Skills Training/Vocational Training/Post-Secondary Education
Tuition, Books, Student Fees and Supplies 
·  Before Job Skills Training, Vocational Training or Post-Secondary Education can be approved and included in the Self-Sufficiency Contract, the participant must apply for student financial aid, unless the program is not eligible for student financial aid, or have other financial resources available to pay for the cost of training.
·  The cost of Job Skills Training, Vocational Training and Post-Secondary Education cannot be paid with program money except under special circumstances.
· The case manager must have approval from the TANF Unit in Central Office for authorization to provide payment for this type of expense.  The EF case manager must submit a request to Policy Questions at DHHS.PolicyQuestionsNFOCUS@nebraska.gov.  

Tools and Equipment
· The basic Pell grant includes an allowance for required tools and equipment.

· If the participant is receiving assistance through WIA or Vocational Rehabilitation, they will receive a larger refund from their Pell grant which s/he would use towards this type of expense.  
· If the participant receives a refund from their Pell grant it must be used for this type of expense.

· Only those tools or equipment required by the educational institution or training facility can be considered.  There must be verification and documentation from the school on the required tools and equipment.  There must be documentation as to why there aren’t sufficient financial aid funds available to cover the costs of the required tools or equipment.  
· The case manager must have approval from the TANF Unit in Central Office for authorization to provide payment for this type of expense.  The EF case manager must submit a request to Policy Questions at DHHS.PolicyQuestionsNFOCUS@nebraska.gov.  

Adult Education Programs

· The registration fee for all approved adult education programs (GED, ABE, ESL) may be authorized.  
· Tuition for higher levels of ESL instruction requires approval from the TANF Unit in Central Office.  The EF case manager must submit a request to Policy Questions at DHHS.PolicyQuestionsNFOCUS@nebraska.gov.  

· Fees for GED scoring, diploma and a transcript may be authorized.  
OCCUPATIONAL EXAM AND LICENSING

· Must be justified by the employment goal and supported by the Service Plan. 
· Does not require approval from the TANF Unit in Central Office.
MEDICAL-RELATED SERVICES

· Employment-related medical services not covered by the Medicaid program may be authorized.  Medical-related services are authorized at Medicaid rates. 
· EF funds cannot be authorized to pay for "medical services" defined as covered under the Medicaid program.

· EF funds are not allowed to supplant Medicaid funds when the participant is ineligible for Medicaid due to failure to comply with regulations, or to supplement Medicaid funds when the dollar amount is limited by the Medicaid program.

· Examples of services that may be necessary to enable an individual to participate in EF are drug and alcohol testing and evaluations, and school- or work-related examinations, physicals and immunizations.

· For additional clarification on what employment-related medical services may be approved contact the TANF Unit in Central Office by submitting your question to Policy Questions at DHHS.PolicyQuestionsNFOCUS@nebraska.gov.  
· To obtain the Medicaid rate for a specific service, contact the Medical Services Division in Central Office.
INCAPACITY AND DOMESTIC VIOLENCE EXEMPTIONS

· Supportive services in support of the Service Plan can be authorized, but only if there is documentation that the individual is involved in required treatment, rehabilitation, therapy, counseling, or other activities included in his/her Service Plan.
· Only authorize appropriate supportive services in the amounts necessary for the individual to participate in their Service Plan.
· The amount and type of supportive services must match their need and actual participation in their assigned activities.
OTHER EXEMPTIONS

· Individuals who are exempt from EF participation for reasons other than incapacity or domestic violence are not eligible for supportive services.

· An individual who qualifies for an exemption from participation in EF may elect to volunteer to participate in the EF program.  If s/he volunteers to participate, his/her EF Program Case is placed in Active/Volunteer status and a Service Plan is developed.  The individual may be provided with allowable supportive services determined necessary by the case manager to enable participation in the agreed upon EF component activities included in his/her Service Plan.   
RELOCATION ASSISTANCE
· This supportive service can be authorized if it is determined necessary for a participant to relocate to accept employment or to participate in education or training activities as agreed upon in the EF Self-Sufficiency Contract.  This may be used when it is not feasible to commute to the job or training on a daily basis and the service is not otherwise available at no cost to the agency or participant.  The employment type and wage should be appropriate to the participants Self-Sufficiency Contract and should allow the family to achieve economic independence.
· Some examples for which relocation assistance is not allowed except under special circumstances and with approval from the TANF Unit in Central Office are:

· Relocating a participant to attend education or training out of state if such education and training opportunities are available locally.

· Relocating a participant in order to accept employment that is temporary or entry level, low paying and/or readily available in the local labor market.

· Relocating a participant who wishes to move because of personal preference or because they are forced to move.

· The EF program has an agreement with the U-Haul Corporation for renting their equipment.  The agreement provides for the cost of the appropriate sized truck or trailer, additional moving equipment/aids, insurance, plus fuel to refill the U-Haul truck at the end of the move.  If no U-Haul equipment is available, you can authorize the move using another company such as Ryder or Penske to provide the service.  
· Fuel expenses during the move for both the U-Haul truck and the customer’s vehicle are allowable.
· The cost of the family’s housing deposit and first month’s rent and utility deposits may be authorized only if it is associated with approved relocation assistance.
· Tips, instructions, check list, desk aid, and list of persons authorized to make U-Haul move reservations is on the TANF Policy Log subject Arranging U-Haul Moving Services.
· For exceptions see the TANF Policy Log subject Exceptions to Guidelines on Relocation Assistance.

TRANSITIONAL

Once the family loses eligibility for ADC cash assistance due to the individual's earned income and they were cooperating with EF or participating in EF at that time:

· If they had a Service Plan:

·  For the first 3 months, s/he can receive supportive services in support of all approved EF component activities included in his/her Service Plan.

· For up to 6 months, s/he can receive supportive services that are determined necessary for the individual to retain his/her current job.

· If they had no Service Plan:

· For up to 6 months, s/he can receive supportive services that are determined necessary for the individual to retain his/her current job.
The effective date of this status would be the first of the month after the loss of eligibility for ADC cash assistance due to earned income.  
For information on the eligibility and status of a two-parent household transitioning from welfare to work, refer to the TANF Policy Log subject Two-Parent Households Transitioning from Welfare to Work.
NOTICES

· When a supportive service request has been denied, the EF case manager must send an N-FOCUS generic Notice of Action to the participant informing him/her of the denial, the reason, and the manual reference supporting the decision.
· Instructions for creating a generic notice in N-FOCUS are attached.
NOTE:  All other EF supportive services require approval from the TANF Unit in Central Office.  The EF case manager must submit a request to Policy Questions at DHHS.PolicyQuestionsNFOCUS@nebraska.gov.  
Creating a Generic Notice in N-Focus
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1. EF Program Case 

Select the correspondence icon.
2.  Search for Correspondence 
· Select New.

3. Create Correspondence 

· Select Generic Notice

· Select OK.




4. Create Generic Notice 
· Highlight Person to whom
 notice will be sent.

· Enter text related to the supportive  
      service denial.  
      (Include Manual Reference)

· Select Save and Close
1

