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[bookmark: _GoBack][Work eligible individuals are required to complete a Kentucky Works Program (KWP) assessment to be eligible for KTAP benefits. The assessment is completed to determine a work eligible individual’s current level of employability and develop a plan to reach self-sufficiency. The KWP assessment is designed to facilitate an open discussion between the individual and case manager in order to discover his/her strengths and identify barriers to ensure participation in KWP activities. If a work eligible individual fails to complete the assessment, the KTAP application is denied or the existing KTAP case is discontinued. 
Some individuals are not required to complete the KWP assessment at application:

A.   Individuals identified as exempt from KWP participation are not required to complete the assessment prior to approval of KTAP. For more information, see MS 2324. Completing the assessment is a requirement when the exemption is no longer appropriate.

1.   SSI recipients;

2.    Ineligible aliens; and

3.    Teen parents age 18 or younger who are not head of household.

     B.   Worker Portal will send out form KW-219, Kentucky Works Program Fact Sheet, with the Request for Information (RFI), informing the individual that an assessment is required. Before beginning the assessment, review form KW-219 with the applicant to ensure better understanding of the process.

C.   Employment related questions are used to capture work experience, skills, job preferences, and potential barriers to employment. 

1. Review the individual’s employment history.

a. If currently working, ensure the employer information, earnings, and hours are entered on the Earned Income Details screen;

b. Review prior employment and any volunteer experience to determine the individual’s interests and aptitude;

c. Identify the individual’s marketable skills and explore if these skills are transferrable to jobs available in the area;

d. Discuss if additional training or experience is needed in order to get a job;

e. Determine if past behaviors negatively impact the individual’s ability to find and keep a job. Develop a strategy to lessen the impact of the behavior on current activities; and 

f. Identify issues that the individual feels may prevent employment. A plan of action is needed to address the identified issues.

  2. Indicate observable behavior from the interview in the worker’s observation questions, if needed. Entries may consist of pertinent information relating to:

a. The individual’s interviewing and interpersonal skills observed during the assessment and application process.

b. The individual’s written communication skills as evidenced by completion of forms.

c. Discussions regarding past work experience.

d. Training needs.

D.   Education related questions are used to determine the existing level of formal education, need for English as a Second Language (ESL) instruction, and if the individual wishes to participate in an education component. 

The education assessment gathers information on the individual’s basic and advanced educational level and includes screening questions to assess the individual’s need or desire to pursue a high school credential or attend classes to improve English language skills.

The worker observation/additional comments screen is used to record information provided by the individual that is not addressed in other responses.

Assess the information to determine the educational activities to be included, if appropriate, on the KTAP Transitional Assistance Agreement.

Information is collected from the individual during the assessment process to identify barriers to participation, such as:

E.   The need for child care arrangements and back up plans for the children who require supervision.

1. The need for a reliable transportation source to travel to and from a job   or other activities. Determine if the individual has access to a vehicle and if he/she is able to drive legally. Other options can include public transit, carpools, or being transported by family members or friends.

2. An unstable housing situation. Frequent moves may be an indicator of domestic violence, lack of a personal support system, the need for life skills instruction, or linkage to sources of housing assistance available in the community.

3. Lack of personal care items, clothing, glasses, or the need for dental care.

4. How employers, service providers, or the case manager can contact the individual. If there is no phone in the home, identify alternate communication sources.

5. The presence of possible domestic violence. If the worker suspects an abusive or neglectful situation that endangers children or adults, contact with Protection & Permanency (P&P) is legally required. Reports can be made by calling the Adult and Child Abuse Reporting Hotline at 1-800-752-6200 or by following procedures set up by the Region. Follow up the telephone contact in writing, with an email or on form PAFS-628, Exchange of Information. Indicate a domestic violence situation.

6. Issues with a child’s behavior.

F.  The following categories are optional and explored only if the individual agrees to answer questions related to general health, mental health or learning needs. The KTAP application is not denied if an individual chooses to not complete these sections:
1. Physical Disability Assessment: General health questions to determine if the individual has physical health issues that need an accommodation to the types of activities or hours of participation and/or a referral to community resources for further assessment. Refer to Vol. IIIA, MS 4500.

2. Mental Health Assessment: Questions to help determine if the individual has issues relating to depression, substance abuse, attention or anxiety that need accommodation to the types of activities or hours of participation and/or a referral to community resources for further assessment. Refer to Vol. IIIA, MS 4505.

3.  Learning Needs Assessment: Questions to determine if a referral is needed for a professional screening for the presence of a learning disability. Refer to Vol. IIIA, MS 4510.
G. When a KWP exemption ends and an assessment has not previously been completed on Worker Portal, an RFI & form KW-219 are system generated to the individual to inform them an assessment must be completed. If the assessment is not completed by the RFI due date, the KTAP case will discontinue. 

Once entered on Worker Portal, assessment information uploads for subsequent reapplications. Review of each screen is required at reapplication. Update the screens with any new information. 

H. A SNAP disqualification is not appropriate for denials or discontinuances due to failure to complete an assessment. Completion of the assessment is a technical eligibility factor for KTAP and not a work requirement. 

I. An application will pend for up to 10 days for completion of the assessment. If more than 10 days is needed, the application can be held pending for up to 30 days. Document on Worker Portal the reason for extending the time frame. Do not pend a case over 30 days for completion of the assessment. 

J. A recertification will pend for up to 10 days for completion of the assessment. The worker has the option to pend the renewal over 10 days. If the assessment is not completed within the timeframe indicated on the RFI, an adverse action notice is generated and the KTAP is discontinued. Do not pend a case over 30 days for completion of the assessment.

K. At a change, the case will pend for 10 days for completion of the assessment. If the assessment is not completed within the timeframe indicated on the RFI, an adverse action notice is generated and the KTAP is discontinued. 

L. If Worker Portal is not available, complete a hard copy assessment utilizing form KW-200, Kentucky Works Assessment Form.] 





