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The monitoring and tracking of verified participation is extremely important.  Participation data and entries on the OTIS Tracking screen must be carefully reviewed to ensure all participation is captured and reported, including allowable activities.  Tracking is not completed for participants who do not return verification.  If the participation rate is not achieved, Kentucky is at risk of losing federal funds.
A.
Enter monthly tracking on the OTIS Tracking screen within 7 work days of receipt of form PA-33, Verification of Kentucky Works Participation, or other participation verification.  Participation must be tracked on OTIS in all activities except:

1.
Unsubsidized and subsidized employment including work study which is entered on KAMES; and

2.
Secondary school attendance for a teen parent coded M03 (See Volume III, MS 2326).


a.
The teen parent (M03) in school attendance is tracked with the quarterly issuance of the School Report. 


b.
This report goes to the school for return to the local Family Support worker.



c.
The worker receives a copy of the School Attendance Report for tracking purposes to ensure the school report is returned.


d.
The teen parent (M03) is considered attending school unless notified otherwise.  School attendance is tracked automatically by KAMES.
B.
Attendance must be monitored, verified, and tracked monthly.  Refer to MS 4655 for specific information on acceptable verification.


1.
Form PA-33 or other participation verification is used to gather information to monitor attendance.  Refer to MS 4652 for details on the KWP participation monitoring and tracking process.  Other participation verification can be used to track participation; however, form PA-33 is needed to request transportation.

2.
Enter hours that meet participation criteria for individuals attending vocational training activities in the following manner:



[a.
Enter CLASSROOM hours including lab hours, not credit hours, in the “Monthly Participation Hrs” field on the Tracking screen on OTIS.  For example, physical education classes are often one credit hour, but classes meet 3 hours per week.  The scheduled weekly hours considered for the class is 3.  Review class schedules for correct number of hours.  OTIS automatically enters one hour of unsupervised study time per hour of class/lab time in the “Monthly Study Hrs” field.


b.
Add the actual hours attended for tutoring or supervised study time to the OTIS-entered study hours and enter the total in the “Monthly Study Hrs” field.


c.
For clinicals for medical courses, cooperative (co-op) program hours or internships, including student teaching, enter the hours of participation as follows:
1) If paid while participating, enter as employment on KAMES; 

2) If unpaid, determine if it can be a WEP activity.  If so, enter the hours for a WEP component on OTIS; or 

3) If it cannot be entered as employment or WEP, enter the hours in the “Monthly Study Hrs” field on the Tracking screen for the VOC component.
If these activities are entered as employment or WEP, the hours will not count against the VOC limit.]


d.
Work study programs are considered as hours of employment.  Work study hours are entered on KAMES wage screens as the actual number of hours worked monthly and 1 cent is entered in the “WAGES” field to indicate income.  One dollar ($1) is entered in the “AMOUNT OF WAGES THAT ARE ONLY TO BE COUNTED FOR A SPECIFIC PROGRAM” field to ensure the hours of participation are captured on the federal report.  


e.
For “C” cases, up to 10 hours of JSE can be entered on OTIS to capture the countable hours of continuing education after the cumulative 12 months if the 20-hour core requirement is met.  For “W” cases, up to 5 hours can be entered if the 30/50-hour core requirement is met.


f.
Employment in addition to vocational training/school attendance is countable.  In order to be captured, KAMES screens must be updated accurately with the average weekly hours of unsubsidized employment.


g.
Obtain enrollment and class schedule verification at the beginning of each school term and use to enter the component placement information. 


3.
If the education/training provider fails to provide the daily attendance verification either by form PA-33 or its own form, the participant must get the verification from the provider.  Begin conciliation if the participant fails to return verification and do not complete tracking.

4.
If form PA-33 or other participation verification is returned with the education/training provider indicating the participant did not attend any hours in the report month, do not complete tracking and begin conciliation.
C.
If a participant misses any scheduled time from the KWP activity and the missed time does not meet excused absence criteria in MS 4660, the time must be made up sometime during the month if needed to meet the required number of hours.  A monthly average of the required hours per week is used to determine the participation rate.  
Example:  An individual is required to participate 20 hours per week.  The individual participates 4 hours per day 5 days a week.  The individual misses 2 days in one week and must add the 8 hours over the remainder of the month to average the 20 hours per week.  
Explain to the participant the necessity of making up the missed hours that are not excused or holiday hours within the month.  This is necessary to ensure the participation requirement is achieved.  Once the calendar month has ended, it is too late to make up any missed days/hours.

D.
If an individual participates in a combination of activities to achieve the required hours of participation, all the activities must be tracked with the hours of actual participation for the month totaling the participation requirement.  

Example: If the individual is scheduled and attends WEP activity for 15 hours a week with 5 hours deemed and VOC for 10 hours a week in order to meet the required hours of participation, enter the total hours of actual participation for the month for both components on the OTIS Tracking screen.
[E.
For participation to be countable in the calculation of the federal rates, the total monthly hours entered for actual monthly hours, holidays, excused absences, and deemed core hours must equal the required number of  hours.  More than one component may be tracked to reach this requirement.
F.
To track partial month’s participation, enter the total hours of participation as verified by form PA-33 or other provider verification in the “Monthly Participation Hrs” field on the Tracking screen on OTIS. 

Example:  The individual is required to participate 20 hours a week.  She started the activity on November 12th.  Form PA-33 verifies that the individual participated a total of 32 hours. The total of 32 hours is entered in the “Monthly Participation Hrs” field on the Tracking screen.
G.
For WEP/COM components, do not report more hours than the calculated permitted number of hours for an individual with an entry for deemed core hours.  If the hours entered are more than the permitted hours, OTIS will alert the worker to adjust the monthly hours. No hours will show for the deemed hours if the KWP individual did not meet the KWP permitted hours.  This is necessary due to federal reporting requirements and the FLSA.  Refer to MS 4245 for information regarding the calculation of permitted weekly hours in a WEP or COM component.

For activities other than WEP/COM, there is no need to adjust monthly hours of participation. 
H.  
For a SEE component, enter the employment hours shown on KAMES in the “Monthly Participation Hrs”.   Employment hours are not reverified each month; therefore, holiday and excused absence hours are not entered for a SEE component.]
I.
It is extremely important that the correct information is entered and reflected on OTIS for each month of an individual's participation.  This information is utilized when calculating and reporting the participation rates and used to generate the Case Status Reports.
J.
The time frame allowed to enter tracking and be considered in the federal participation rate varies by month.  To ensure the timeframes are met, workers should make every effort to enter tracking the month following attendance.  The following list of reports can be reviewed monthly to ensure participation is captured correctly:
1. Caseload List;
2. Good Cause Report;
3. Preliminary Case Status Report;
4. Final Case Status Report;
5. Preliminary Two-Parent Case Status Report;
6.      Final Two-Parent Case Status Report;
7. Preliminary Statewide All Family Rate Report;
8. Final Statewide All Family Rate Report;
9.      Preliminary Two-Parent Rate Report; and

10.      Final Two-Parent Rate Report. 
CHART FOR ENTRY OF TRACKING ON OTIS
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IMPORTANT: At the end of the calendar quarter, tracking MUST be entered by the END OF THE MONTH FOLLOWING THE REPORT MONTH.  THESE REPORT MONTHS ARE IDENTIFIED IN RED IN THE CHART.

Individuals active in a component, even a portion of the month, should be tracked as long as verification is received verifying participation.  Prior to discontinuing a case, ensure any prior month's tracking is completed.
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