Employment First Exemptions

468 NAC 2-020.02 & 468-000-336

Effective 11/1/2010 Employment First Contractors will assume responsibility for determination of and monitoring of all exemptions from Employment First participation.

For All Exemptions

1. The case file record MUST contain documentation SUBSTANTIATING the decision on each individual’s exempt status.
2. The contractor will generate all notices approving and denying the request for exemption.

3. Specific exemptions and processes follow.

1) Dependent student 16, 17, 18 Exemption
A dependent child age 16, 17, or 18 who is a full-time student regularly attending an elementary or secondary school, or the equivalent level of vocational or technical school, or a dependent child 16 or 17 who is a full-time student and regularly attending college.  

· No EF program case is created for children in this category.

· If they drop out of school, they are mandatory and an EF case is opened.

· A 16, 17, or 18 year old minor parent who is not living with a parent, is considered head of their own household and is mandatory to participate.

Process for Granting Exemption for Dependent Student

1. HHS verifies School Attendance for Dependent children and sends referral when child is no longer attending school.
2. When referral is received, schedule child for Orientation and Assessment and completion of Contract and Service Plan
2) Incapacity Exemption-Short Term
a) Short term illness or injury that will prevent the individual from working or participating in Employment First for up to three months.  

Process for Granting Exemption due to Short-Term Incapacity 
Participant indicates they can’t participate because of illness or injury:
1. Discuss exemption process and requirements.
2. Request needed documentation:

· Participant has requirement to provide documentation, however, may need assistance from case manager.

· Can grant Short-Term exemption without a DM-5 as long as the medical information is complete.

· In crisis situations a very short term exemption may be granted without medical documentation.

· Can refer to State Review Team for decision on short-term exemption if case manager wants assistance with decision.

· Consider the limitations in context of EF Component activity requirements.
· If it appears it will last more than 3 months, the SRT process* should begin immediately.

3. If exemption is approved:
a. Send WP-3/alert to SSW telling them to change status of EF case to exempt-Incapacity, and run budgets.
b. Set alert to review need for exemption in Month #2.
c. If exemption will be longer than 3 months, begin SRT process for long-term exemption.
d. Schedule appointment with participant to develop a service plan related to the exemption.
4. Narrate the request for exemption, documentation received, and basis for granting the exemption.

2) Incapacity Exemption-Long Term

b) Long term illness or injury that will prevent the individual from working or participating in Employment First for more than three months.  
· Exemption for more than 3 months must be based on decision by the State Review Team.*
· If exemption was previously approved for short-term, status remains exempt until decision from State Review Team is received.

· The Contractor must refer the individual to Vocational Rehabilitation using Form IM-2.  

· The Contractor must refer the individual to the Social Security Administration to apply for disability (RSDI or SSI).

Process for Granting Exemption due to Long Term Incapacity 
(TANF Policy Log:  State Review Team Processes and Client Information Sheet)
1. Discuss exemption process and provide participant with State Review Team Information Sheet. (TANF Policy Log)
2. Request current medical information on Form DM-5 from a licensed physician or certified clinical psychologist.  Assist the client, as necessary, in meeting this requirement.
3. Complete Form DM-12D with ‘EF’ written on it and to include:

· Current social summary

· Medical effective date requested

· Observations by the case manager that would support the incapacity exemption.

4. When documentation received, within 2 working days, send DM-5, DM-12D and other supporting documents to State Review Team.
5. Narrate actions
6. If SRT approves exemption:
a. Send notice (generic) of exemption approval including language from “Steps to a State Review Team Decision”

b. Set alert to begin review prior to date SRT indicates as end date, or

c. Set alert to send WP-3/alert to SSW when client will return to mandatory status.

d. Schedule appointment with client to develop a new service plan related to the long-term exemption.

7.  If SRT denies exemption:

a. Send notice (generic) of exemption denial including language from “Steps to a State Review Team Decision”
b. Send WP-3/alert to SSW telling them to change status of EF case to mandatory, and run budgets.
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Service Plan for Incapacity Exemption
· Required for clients approved for an Incapacity Exemption:

· If client fails to cooperate, without good cause, in development of the plan, they become mandatory for EF participation.

· Outlines, in detail, those steps necessary to overcome barriers related to incapacity.
· Based on plan for treatment, rehabilitation, therapy, counseling, or other activities as recommended by a qualified professional.

· Includes the what, when, where, and how often.

· Must be monitored regularly to assure client is attending appointments and in compliance with Service Plan:
· Case manager should maintain, at a minimum, monthly contact with the exempt individual.

· Client should provide periodic verification from a medical professional or counselor regarding their progress and ability to participate in Employment First.

· Case manager can assist the client in accessing verification if necessary.
· If client fails to follow through with strategies outlined in the plan, they become mandatory for EF participation.

· If verification from medical professional or counselor indicates limitations have ended, they become mandatory for EF participation.

· Supportive services in support of the Service Plan can be authorized, but only if there is documentation that the client is involved in required treatment, rehabilitation, therapy, counseling, or other activities included on the Service Plan.
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[image: image4.png]Language to be included on Notice of Action when the Exemption is
‘approved by the SRT:
“The State Review Team has determined you meet the requirements for an exemption
from the Employment First Program. Y our exemption will require a medical review by
(date provided by the SRT). You worker will contact you priortothe review date.

Although you will be exempt from EF Participation, a Service Plan must be developed

to address any needs you may have related toyourincapaciy and to outline strategies
that will assist you in overcomingthose needs. Your Employment First Case Manager
will be in contact with you regarding the Service Plan *

Language to be included on Notice of A
denied by the SRT:

“Forthe purpose of determining an exemption from participation in the Employment
First Program, the State Review Team makes the determination of incapacity. The
State Review Team has denied your request for an exemption from Employment Fist
because  (enterinformation &s to why SRT denied request).

n when the Exemption is

Effective (month of mandatory status) you will be mandatory to particpate in the
Employment First Program. Your Employment First Case Manager wil be in contact
with you to set up the next steps for your participation in the program.”
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1. Change EF case status to mandatory.
2. Sent adequate Notice of Action to the client telling them:
-Ofthe SRT denial
~Reasons why they failed to meet the requirement_for incapacity
~That they will be contacted by their worker to set up the next steps for
their participation in the EF Program.
3. Follow your Service Area process for referral to EF Services.

Once incapacity is denied, the SRT will not review addtional medical information
related to that decision unless the client files an appeal.

W Ifthe client appeals the SRT denial

1. Send the SRT a copy of all related medical information, including
information used in previous reviews.

2. Send the HHS hearing officer a copy of the Notice of Action related to the
denial of the exemption.

3. Change the EF case status to exempt
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As soon as itis apparent that an individual's incapacity will last for more than
three months a referral must be made to the State Review Team (SRT) for a
determination of incapacity. (468 NAC 2-020.02 #2b)

¥ The worker will
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Explain SRT process to client and provide client with State Review Team
Information Sheet

Request current medical information on Form DM-5 from a licensed
physician or certified clinical psychologist. Assist the client, as necessary,
in meeting this requirement

Complete Form DM-12D with ‘EF’ written on it and to include:
« Current social summary
« Medical effective date requested

Send completed DM-5 and DM-12D to the State Review Team for
consideration.
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[image: image8.png]What happens after my case n to the SRT? Once you and your caseworker have finished the
form, your caseworker will give the form tothe SRT. Your caseworker will also send a different form to
your doctorfs. Your doctorls will be asked to give the SRT information aboutyour liness or injury andif
yourillness orinjury keeps you from being able towork or work certain types of jobs. Both the form you
finish with your caseworker and the form/s sentin by your doctor/s will be givento the SRT.

Who sits on the SRT? The SRT is made up of two doctors, one nurse, and one socialworker.
How does the SRT make its decisi

ns? The SRT willreview your case to see ifyou meet this test:

“Do you have a physical or mental llness or injury that has been diagriosed by @ doctor, keeps you from
being able to work, and that will last for at least three months?"

‘The SRT will look at the form you give themand the forms your doctor's gives them to make a decision
about your case.

How will | know what the SRT decides? You must get a witten nofice ofthe SRT's decision. If you are
not given an exemption your notice will explain why

Whatif] disagree with the SRT’s decision? You have the rightto appeal this decision ifyou disagree.
withit. To appeal the decision, you need to get an appeal form (Request for Fair Hearing” form) from
your caseworker or local DHHS office. The form will ask you what decision you are appeaingand the
reasons forthe appeal. I you needhelp filing outthe appeal form, your worker must help you

Whatif my caseworker will not send my case to the SRT? If your caseworkertells youthat he or she.
is not goingto sendyour case tothe SRT. you have the rightto appeal that decision
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Information for Clients

Whatis the State Review Team Process? The State Review Team or SRTis a process usedto decide
ifaperson is unable towork and can be exempt fromthe Employment Firstwork requirement.

Whatifl am unable to work because | am sick or injured? f you feel you have an iliness or injury that
prevents you fromworking, you should notify your caseworker. Your caseworker vill ask you to submit a
note from your doctor that says you are unabie towork. If yourillness orijury willlast less than three
‘months, your caseworker can grant atemporary exemption from the work requirement. If yourinjury o
illnessis likely tolast longer than three months, your case mustbe senttothe SRT.

How does a case et sentto the SRT? To send your case tothe SRT, your caseworker must fll 2
form with the SRT. You and your casewarker should st down and fil out the form together. This is
important because it gives you a chance to tell your story tothe SRT.

What information should | give to the SRT? You should give your caseworker information about how
yourinjury orliness keeps you from being able toworkGive your worker as much information as you
‘can about the specific symptoms you experience, how often you have symptoms, how strongthe
‘symptoms are, andwhat kinds of things make the symptoms better. You should also give your worker
‘any information or papers you have from your doctors. Your caseworker should ask for the name/s of the
doctor or doctors who you are seeing for the illness or injury that keeps you from working. This may
include atherapist or a psychiatrist.




[image: image10.png]£L21-5vE (2ov)
0025855 (z0%)

999e-£25 (008)
over-izL (s88)
3dOH-g8E-(128)
vaLs-95v (008)
086267 (20v)
L2151y (2ov)
86LE-6.5 (119)
££9v-0v7 (008)

zavi-859 (008)
QN S

(619¢) T40R-955-005-1 (N FeRegEN eou] 5nay D) NNTVY
10(6521) 4vS-651-00E ) AUIhoH 32U saWo eUoREN,
T3 Epriga o 0.
EHO 9P BUT-LOTOSTELST

(eUBWO) VOMA 12
(BYBWO) I3RS BUL—S3NEYD Dl0UIED 07

(uoded) weiboid
‘ssnay 1saLOq - SBOMISS AIUES PUERESH B1.

(uowa14) VIV Joj JB1Us0 SO 81
(fnqure) s=1us0 sisuD adoH L1
(wnany) ssuodsay pafold o)
(uloour) auwioH diuspusL3 g1
(uloaur]) adoH jo 20107 71
(MIOLION) SUOZLOH UBUE ‘€L
(sufe) ssno usnets z1.
(snqunjoo) sIoNINg Joj 121ueD 1L
SN weTmoTg

zizs-Tee (L8)

zvi-g66 (998)
e15z-Lez (18)
0v0r-2¥ (008)

5500-18 (50)
656-15E (998)
0v0£-51Z (008)

s6ve-1Es (558)
VESE-SYE (L28)
080z-9L€ (128)
$3/00-36 (998)
BN S

(SBupSeH) B1u=D SISO VSYS 0F

(pues| puei9) 321us0 SISUD 3UL B
(howesy) 5280 34YS 8
(wog us¥oig) SalIwES P SUESH BulEsH L

(ere11e60) oS ‘9
Joyedsa u3
(UojburaT) Ja1U0 PIUOWBIEG "G

(Weld UHON) v aRY ¥

(I0000) SB0INBS VSIVA €

(aunuaieA) Aunod pent [eus0 UHON 2
(Buseo) weiboid SIAOQ 4

SN weTmoTg

SUIEIS0.1J JNESSY [ENXIS/IUIOIA ISIUO( JO HIOMIIN S LHSLIQIN




3) Age 65 or Older Exemption
A person age 65 or older is exempt

Process for Granting Exemption due to Age 65

1. When age 65 alert received, the SSW will send WP-3/alert telling contractor the individual will be exempt for the next month, or 
2. When age 65 alert received, the contractor will send WP-3 to SSW telling them to change status of EF case to exempt -Age 65 for the next month and run budgets.
3. Close contractor involvement with the participant.
4. Narrate the exemption reason.

Reminder to HHS Staff:  When an individual reaches age 65, they should be referred to the Social Security Administration to apply for benefits.

4) Incapacity of a household member (Care Attendant) Exemption
A parent who is needed in the home on a continuous basis to provide care for a disabled family member living in the home who does not attend school on a full-time basis and no other appropriate member of the household is available to provide the needed care.  The need for such care must be supported by a signed statement from a licensed medical professional.

Process for Granting an exemption due to Care Attendant 

· Decision on granting exemption is made by EF case manager, not the State Review Team.
Participant indicates need to be exempt because family member requires care:

1. Discuss exemption process and requirements.

· Family member requiring care must reside with the participant.

· If individual needing care is a child, determine if child is able to attend school on a full-time basis.  Exceptions to this requirement may include need for many medical appointments or school absences due to disability.
· If individual needing care is a child, determine if there are other services available to provide the care.

2. Request needed documentation:

· Must have documentation from a licensed medical professional that states the client is needed in the home at all times to provide care for the disabled family member.
3. If exemption is approved:
a) Send notice (generic) of exemption due to Care Attendant requirements.

b) Send WP-3/alert to SSW telling them to change status of EF Program case to Exempt-Care Attendant and to run budgets.

c) Set alert to review need for exemption within 6 months.
4. If exemption is denied, send notice (generic) of exemption denial.

5. Narrate the approval or denial and the basis for such.
5) Parent / Caregiver of an Infant Exemption
A parent or needy caretaker relative, guardian or conservator of a child under the age of 12 weeks is not required to participate in EF.
Process for Granting Exemption for a Parent/Caregiver of an Infant 
1. When 12 week age alert received send WP-3 to SSW telling them to change status of EF case to mandatory for the next month and run budgets.
3. Schedule appointment with participant for Orientation and Assessment and completion of Contract and Service Plan.

6)  Pregnancy Exemption

A pregnant woman beginning with 1st of the month prior to the month of the due date.  For example, if child is due 10/23, then she begins her exemption 9/1.
Process for Granting Exemption due to Pregnancy 

1. HHS will verify pregnancy and send WP-3/alert to contractor.
2. Contractor will set alert for month prior to exemption begin date.
3. When alert is received, send WP-3/alert to SSW telling them to change status of EF case to exempt-Pregnancy for the next month and run budgets.
4. Close contractor involvement with participant until end of 12 week Parent/Caregiver exemption.
5. Narrate actions.

7) Childcare Exemption, as defined by Department
 A single custodial parent who is unable to participate because s/he cannot obtain child care for his/her child age five or younger…
Process for Granting Exemption due to Lack of Child Care 

Participant indicates they cannot find appropriate child care.
1. Explain exemption to participant and that it can only be granted in the following situations:
· Unavailability of appropriate child care within a reasonable distance from the client’s home or work site;

· Unavailability or unsuitability of informal child care by a relative or under other arrangements; or

· Unavailability of appropriate and affordable formal child care arrangements.

2. Refer the participant to HHS for a list of available Child Care providers.
3. If exemption is approved:
a) Send notice (generic) of exemption due to lack of child care.
b) Send WP-3/alert to SSW telling them to change status of EF Program case to Exempt-Child Care and to run budgets.

c) Set alert to review need for exemption within 6 months.
4. If exemption is denied, send notice (generic) of exemption denial.

5. Narrate the approval or denial and basis for such.

8) Victim of Domestic Violence Exemption (468 NAC 2-020.02C)
A victim of domestic violence is defined as someone who is battered or subject to extreme cruelty.  For an individual to qualify for this exemption, the case manager must determine that participation in EF would make it more difficult for the individual to escape domestic violence, would penalize the individual, or would put him/her at risk of further domestic violence.  

Process for Granting Exemption Due to Domestic Violence
· Exemption can be granted for up to 6 months.

· Must be reviewed at 6 months, or when circumstances change.

· All participants must be screened for Domestic Violence
· If Domestic Violence screening, or participant, indicate a possible need for exemption:
Participant indicates need to be exempt because they’re in a domestic violence situation:

1. Explain the exemption to the client .
2. Request needed documentation:

· Domestic Violence Program, police records, child protective service records, court records, or statement from a licensed physician, certified psychologist, or licensed mental health practitioner.
3. If exemption is approved:
a) Send notice (generic) of exemption due to Domestic Violence.

b) Send WP-3/alert to SSW telling them to change status of EF Program case to Exempt-Domestic Violence and to run budgets.

c) Set alert to review need for exemption within 6 months.
4. Narrate the request for exemption, documentation received, and basis for granting the exemption.
5. Refer the client to a local Domestic Violence Program by either calling the Domestic Violence Program or having the client call.
6. Complete a FSP-WP-1 and send it, ALONG with the current EF Service Plan to the local Domestic Violence Program.  
9) Victim of Domestic Violence Exemption (cont.)

7. The Domestic Violence Program staff will complete the client assessment and review the current EF Service Plans.  
8. The Domestic Violence Program staff will send a recommendation back to the case manager.  
9. Develop new Service Plan to incorporate the recommendations from the staff of the Domestic Violence program.
10. The case manager offers supportive services to the client as appropriate.
11. Narrate the exemption
12. If exemption is denied, send notice (generic) of exemption denial.

13. Narrate the denial and basis for such.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	

	

	


Service Plan for Domestic Violence Exemption

· Required for clients approved for a Domestic Violence Exemption.
· If client fails to cooperate, without good cause, in development of the plan, they become mandatory for EF participation.
· Outlines, in detail, those steps necessary to overcome barriers related to Domestic Violence.

· Based on plan for treatment, rehabilitation, therapy, counseling, or other activities as recommended by a qualified professional.

· Includes the what, when, where, and how often.

· Must be monitored regularly to assure client is attending appointments and in compliance with Service Plan:
· Case manager should maintain, at a minimum, monthly contact with the exempt individual.

· Client should provide periodic verification from a medical professional or counselor regarding their progress and ability to participate in Employment First.

· Case manager can assist the client in accessing verification if necessary.

· If client fails to follow through with strategies outlined in the plan, they become mandatory for EF participation.

· If verification from medical professional or counselor indicates limitations have ended, they become mandatory for EF participation.

· Supportive services in support of the Service Plan can be authorized, but only if there is documentation that the client is involved in required treatment, rehabilitation, therapy, counseling, or other activities included on the Service Plan.



Creating a Generic Notice in N-Focus



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 exemption 
      approval or denial.  
      (Include Manual Reference.)
· Select Save and Close
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