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MS 1550	WORK REGISTRATION PROCEDURES	(1)

MS 1550                                                                                                        (2)
A.	[At initial application, reapplication, recertification, member add or case change, determine which household members are required to register for employment.  A member is required to work register annually unless participation is interrupted by discontinuance, ineligibility or a change in the member's exemption status.  
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If a member is required to register for work, an RFI will be issued advising the household.  The RFI will instruct the member to register for work on the Office of Employment and Training’s (OET) website or in a local OET office.  When a member work registers they will fill out a resume on the OET program, Focus.  When the resume is finished, the client is required to print the resume review screen to turn in as verification of registering to work.   

The household is required to provide verification of each member’s work registration.  The worker will process the verification by accessing the work registration screen in the application.

If a member agrees to register for work:

1.	Explain and provide form FSET-101, SNAP Employment and Training Fact Sheet, to the member at application, member add and at each recertification. This form explains work registration requirements, participant expenses, component choices, the recipient's rights and responsibilities, and the consequences of failure to comply with work registration requirements. Document comments with information, such as refusal of a member to work register or the reason a currently registered member becomes exempt.

2.	Active members must not be registered more than once in a 12-month period.

3.	If an expedited member refuses to work register due to disability, indicate that the member has a disability pending in order for the application to be approved with postponed verification. This will also prevent the member from being disqualified pending postponed verification. 

4.	If the head of household refuses to register for work, answer “No” to indicate that the member is not agreeing to work register on the Expedited question screen, as this makes the household ineligible for expedited service. 

B.	If the household's benefits were incorrectly terminated and a reinstatement is completed through the case change or application process, DO NOT change the ORIGINAL work registration date. This includes members who were incorrectly discontinued and were reinstated per instructions from the Division of Family Support.]




