Volume IIIA

OMTL-430
Kentucky Works Program

R. 11/13/12
MS 4652
    KWP PARTICIPATION MONITORING AND TRACKING PROCESS

(1)
MS 4652
(2)

[Form PA-33, Verification of Kentucky Works Participation, is used to verify participation in a Kentucky Works activity and to request transportation payments.  If the individual provides another document to verify participation, the hours can be tracked; however, transportation cannot be paid without a complete and signed form PA-33.  Information from the participation verification is entered on OTIS to complete the monitoring and tracking process.  
A. Form PA-33 is issued from OTIS at the end of the month prior to the   report month.]  

Example: Form PA-33 is issued at the end of May for the report month of June and is returned in July.

B.
The individual takes form PA-33 to the activity provider the first day of participation in the report month.  

C.
The provider records participation verification data throughout the report month.

D.
On the last day of participation for the report month, the individual gets form PA-33 or other participation verification from the provider.  

E.
The individual completes page two of form PA-33 to request transportation for the month following the next report month.  

Example: On form PA-33 for the report month of June, the individual requests transportation for the month of August.

F.
The individual returns form PA-33 or other participation verification to the worker by the 5th day of the month after the report month.  

Example: The individual must return form PA-33 or other participation verification for the report month of June by July 5th.

[G.
The PA-33 list is accessed from the OTIS Welcome screen. The PA-33 list displays all clients in a component who are issued form PA-33 for tracking. The list has two columns to track receipt of forms PA-33 – “Status” and “Follow-up Status”.  The “Status” defaults to “not returned” and can be updated until the 7th of the month.  After the 7th, the “Follow-up Status” can be updated.  If the Status is showing “not returned” on the 7th day, OTIS automatically issues form KW-204, Conciliation Notice.


Upon receipt of form PA-33 and/or other participation verification, review for completeness.  
1. If complete, enter the participation data on the OTIS Tracking screen and issue the transportation, if form PA-33 is returned requesting transportation assistance.  If other participation verification is returned, enter the participation data, but do not issue transportation until form PA-33 is returned requesting it. 
Entry of the tracking data automatically updates the PA-33 list as “tracked”.  If tracking of a completed form PA-33 is delayed, update the PA-33 list with “complete” to prevent issuance of form KW-204. 

2.
If incomplete, update the PA-33 list on OTIS as “incomplete”. This will issue form KW-204.  Transportation should be withheld during the conciliation process.  Once conciliation has ended, transportation can then be issued if form PA-33 is returned.  

3.
Issue form PA-105, Notice of Ineligibility, to the individual if the requested transportation payment is denied.]
I.
When an individual is placed in an activity:


1.
Explain the PA-33 process to the individual.  Give the individual form PA-33E, Overview of the PA-33 Process.


2.
If transportation is requested, give the individual form PA-33 to complete page 2.


[3.
Issue form PA-33 from the Component Screen on OTIS at the time of placement for any month needed to be tracked prior to the month for which for PA-33 is automatically issued by OTIS.] 

