Tool for Supervisory Review of EF Sanction Requests 

	Points to Ponder
	Tips

	1. Is ADC pending or active for month of sanction request?
	If not, there are no benefits to sanction.

	2.  Review Narratives: 

· Contractor “Sanction/Non-Cooperation” 

a. What was the participant asked to do but didn’t do?
	The narrative should indicate clearly what the participant was asked to do.  Would it have been clear to the participant?

Examples:   participate, attend appointment or meeting, provide verifications of participation or provide verifications of participation timely.

	
	

	b. Was good cause requested?
	Statewide Process Guide, V. SANCTIONS, pages 14&15

Universal Process Guide, V. SANCTIONS, pages 16&17

Attempt to determine Good Cause will consist of either:

1. a.    Phone call to participant’s primary number, or

b. Phone call to participant’s work site, or

c. Visit to participant’s work site, or

d. Home visit.

2. If above attempts to contact are unsuccessful, the final attempt to contact will be written correspondence.

	c. Did the participant claim good cause and it was not granted?

d. Was the reason for requesting good cause documented as well as the reason for not granting good cause?
	There should be documentation as to what the participant stated was their reason for not participating as well as a basis for the contractor denial of good cause.


	e. Was the participant given opportunity to ‘makeup’ hours of participation if the reason for sanction was low hours?
	If the participant was given opportunity to makeup hours, there should be narrative documenting such.

	f. What barriers were identified and what efforts were made to remove them?
	

	g. Was Mediation offered?
	Generally mediation is explained, and a pamphlet given, at Orientation & Assessment.

	· Is there documentation throughout the month to support what is in the Sanction narrative?
	Previous narratives should support what is in the “Sanction/Non-Cooperation” narrative.

	· Is Contractor Supervisory approval documented? 
	There must be a narrative by the Contractor Supervisor that shows approval of the sanction request.
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	2.  Review Narratives: (cont)
	

	· Is there documentation of previous sanctions?
	

	· Is there documentation of self-sufficiency contracts signed?
	Contract signature dates are important when we consider the earliest valid contract signed by the participant.  

	3. Was correspondence to the participant sent to the correct individual at the correct address? If not, why not?

	Determine if the incorrect address is an HHS problem or contractor problem.

	4. Review Service Plan: 

· Did the Service Plan cover the period of time for which the sanction is being requested?

· Does the participant need a new Service Plan?
	Without a Service Plan for that period in time, the participant had no assigned activities and cannot be sanctioned for low hours.  

	5. 
	They could be sanctioned for failure to attend a meeting or appointment with the contractor.

	· 
	

	· Is the sanction requested for the Component activities listed on the Service Plan?
	See above.  If sanction is requested for failure to participate in a particular component, then that component must have been included on the Service Plan.

	· Do the hours assigned on the Service Plan actually meet rate?
	See TANF Policy Log Entry:  Chart of EF Status and Weekly Participation Hours



	6. Supportive Services:

· Were supportive services provided to meet the identified needs?  If not, why was the request denied?  
	If a supportive service was requested but not provided there should be documentation as to why it wasn’t provided, including the reason for denial of the request.

	· Did the client do what they needed to do to receive services?

· Did the contractor respond timely to requests for supportive services?


	If there was a delay in providing the service, consider if the delay was caused by the client or the contractor.



	· Was appropriate transportation provided based on needs of the participant including age and number of children, weather conditions, etc.?


	Public Transportation may be available but is it feasible if participant has children to transport to day care and school.

	· Was need for child care addressed?  Was client referred to DHHS for child care assistance?


	Determine if lack of child care is an HHS or contractor issue, or the result of the client not doing what they needed to do.  
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	Tips

	7. Barriers:

· Were barriers related to Child Welfare, as expressed by the participant, explored? 

· Is there possible Domestic Violence?
	Review narratives for several months prior to determine if the participant indicated any problems with participation.

	· Is there indication of physical or mental health issues of the participant or family members that impede participation?
	

	· Are any other barriers to participation indicated?
	

	8. Sanction Sequence:

· What is the earliest valid contract signed by the participant?  If participant received cash assistance prior to the contract date indicated by the contractor, check narratives, scanned documents, and with contractor.
	Contact TANF Policy Unit for assistance if needed.

	· Date(s) of previous sanctions?
	Check narratives and Sanction Summary on Detail Master Case window.



	9. Has HHS done what they needed to do?
	Examples:  

Did we act on a request for child care timely? 

Did we provide a WP-3 to the contractor when there was a change in employment, household composition, or benefits?

Did HHS update addresses and phone numbers as needed?



	10. Consider whether there would be an FTC or Disqualification applied to the SNAP benefits.
	


Supervisory Sanction Review Template

Sanction #:        



Approval     
Denial     
Action necessary for SNAP benefits?  If yes, indicate action to be taken.

Supervisory Sanction Review Template

Sanction #:        



Approval     
Denial     
SNAP Action Necessary:


Request for Administrative Approval of Employment First Third Sanction Request

(To be entered as Narrative in N-Focus with email to Administrator)
Contract Date      
Date(s) Sanction #1      
 Sanction #2      
 Sanction #3      
Summary of results from Sanction Review Tool:

Decision as to FTC/Disqualification for SNAP benefits:
