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Conciliation is an informal process to identify and address problems that prevent a work eligible individual from participating in KWP activities. 

A.
Conciliation is initiated by sending the participant form KW-204, Conciliation Notice, within 3 work days in the following instances:

1.
The KWP participant requests a meeting;


2.
A provider identifies a situation which could result in a sanction (e.g., poor attendance, failure to keep a scheduled appointment);


3.
A participant refuses to accept employment, terminates employment or reduces hours of employment; 


4.
A participant fails to return a completed form PA-33, Verification of Kentucky Works Participation or other participation verification; or


5.
A worker identifies a potential problem through other means.



[NOTE:
Minor difficulties may be resolved through phone contact.  If the participant responds by phone and the problem is resolved or provides the needed documents no further action is needed.  OTIS comments must be documented.  

B.
Form KW-204 is system-generated by OTIS by completing the following steps: 

1.
When an appointment is needed to resolve the issue, the worker accesses the OTIS Conciliation screen, chooses option for an appointment, and enters the date and time.  The worker may also choose the option for the participant to call the worker within 10 days.  Forms KW-204 issued in this manner are generated on a daily basis.

2.
Form KW-204 is system-generated to the participant when the status on the PA-33 List is “not returned” or “incomplete” by the 7th of the month.

3.   Form KW-204 can be issued from the General Information screen – Component Details section any time conciliation is necessary.
C.
At the discretion of the worker or the request of the participant, a third party may attend a conciliation meeting.
D.
Review criteria in Volume III MS 2324 to determine if an exemption from KWP participation is appropriate for the individual.  If the individual is eligible for an exemption and states he/she wants to be exempt from KWP activities, document OTIS and KAMES comments and enter the appropriate exemption code on KAMES.]
E.
Discuss with the individual any barriers which may be preventing his/her participation in KWP.  Be alert to the signs and symptoms of domestic violence, substance abuse, and physical, mental or learning disabilities.  Participants with these kinds of barriers are referred to available professional resources for diagnostic assessment.

1.
Review the Kentucky Work’s Assessment to determine if the individual previously consented to being screened for physical or mental health issues or learning needs.  Ensure that any accommodation or policy modification identified in a prior screening was implemented.

2.
If the screening has not been performed in the past and the individual gives consent, perform the screening(s) by updating the assessment on KAMES and make any appropriate referrals.

3.
For individuals with a documented physical or mental disability, or a learning need, identify any supportive services, activities, or modification to weekly hours needed to meet the employment goal identified on the K-TAP Transitional Assistance Agreement (TAA).  Activities and required weekly hours must accommodate any special needs of the individual.
Example 1:
An individual with a learning disability has difficulty completing an education program within the required time limit.  As a reasonable accommodation, the individual is granted an extension to the time limit.
Example 2:
An individual with cancer is receiving radiation therapy five days per week.  She wants to participate in KWP activities.  However, between regular medical appointments and the side effect of treatment, she is only able to participate in work activities 10 hours weekly instead of the 30 hours usually required.  The individual is permitted to participate 10 hours per week and is not sanctioned.
F.
Determine if a good cause reason prevented participation in the KWP activity.  Refer to MS 4720.  If good cause is established, a sanction is not appropriate.  
G.
Participation is monitored for 15 days beginning with the date the initial form KW-204 is issued.  If an extension to the 15-day conciliation period is needed, allow an additional 15 days to determine if the individual is meeting participation requirements.  Utilize form KW-204 to schedule any additional conciliation meetings.
H.
[Conciliation may be terminated at any point within the first 15 days, if it is apparent it would be futile to continue or the individual fails to appear for the conciliation appointment.  Document OTIS comments with the results of any contacts, contact attempts, and conciliation conferences.  When it is determined the individual is not going to cooperate, the sanction is entered within 3 workdays.  
Example 1:
Form KW-204 is issued on September 1, scheduling an initial conciliation meeting on September 7.  Conciliation begins September 1.  The nonparticipating individual keeps the appointment.  The individual is adamant he/she is not going to participate in KWP.  Conciliation is terminated and a sanction is entered on OTIS.  Refer to MS 4750.]
Example 2:
A participant has a chronic problem with attendance.  Conciliation for poor attendance has occurred twice before.  The need for conciliation due to poor attendance is again identified.  Using worker discretion, a sanction may be imposed following the conciliation interview, if the worker believes the participant’s reasons for poor attendance are not valid and the situation will not change.


[Example 3:
The participant fails to keep the conciliation appointment or otherwise contact the worker.  Conciliation is terminated and a sanction is entered on OTIS.

I.
If the problem is not resolved through the conciliation process, proceed with the KWP sanction by entering the appropriate information on the Sanction screen on OTIS.  See MS 4750 regarding the sanction process.

J.
Document OTIS comments to include:]


1.
A narrative description of the problem;



2.
Date form KW-204 is issued;



3.
Date of the conciliation appointment;


4.
Result of conciliation and action taken.

