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Hours of participation must be verified daily and reported monthly on form PA-33, Verification of Kentucky Works Participation.  If a provider has a daily tracking form that captures all the required information, it can be used in place of entering the information on form PA-33.  Workers must request and receive the documentation to ensure participants are meeting mandatory KWP requirements.

A.
Employed individuals, including self-employed, must verify weekly hours worked a minimum of every 6 months.  However, if the individual experiences a change in hours such as a decrease or an increase, the individual must report the change and verify the new hours.  

1.
Pay stubs, time and attendance records, employer reports, PAFS-700, Verification of Income, written statements from the employer or Work Number verification may be used to verify a participant’s hours.  All verification must be completed or reported by the employer.

2.
Self-employment is verified by copies of customer receipts or invoices initialed and dated by the individual who received the goods or services.  A client can keep a log of the date and time jobs were performed and have the individual customers initial and date the log when their job is completed.    

Hours of participation for self-employment cannot be verified solely by self-prepared records, except for a self-prepared tax return.  Receipts and invoices signed and dated by the customer are acceptable verification of income and cost of doing business.  For instructions on how to calculate hours of participation for self-employment, refer to MS 4250.
B.
All non-employment activities must be supervised and attendance recorded daily with the completed form PA-33.  
1.
Service provider attendance records, sign-in sheets, time sheets or form PA-33 may be used to verify hours of participation for the following activities:

a.
Work Experience Program (WEP);

b.
Community service (COM);

c.
Job search and job readiness assistance (JRA);

d.
Providing child care assistance to a KWP participant in a Community Service Activity (COM); 

e.
Job skills training directly related to employment (JSE); 
f.
Vocational training including short-term training (VOC);
g.
[High school education or education designed to prepare a person, who does not have a high school diploma, to qualify for a General Educational Development certificate (GED);

h.    Basic or remedial education which provides an individual with a basic literacy level equivalent to at least grade 8.9 in reading and math, in order to fulfill an employment goal (ABE);

i.
Education in English proficiency for an individual who is not sufficiently competent in speaking, reading or writing the English language to allow employability corresponding to the employment goal (ESL);
j.
Substance abuse treatment/counseling (Code as SUB when allowable and JRA when CORE/countable);

k.
Domestic violence counseling (DOM);

l.
Mental health counseling (OTH unless can be coded as JRA); or

m.
Life skills stand alone programs (OTH).

2.
School records or written statements from teachers may verify participation in a secondary school activity.

3.
For vocational educational training, each student verifying actual classroom hours can maintain a monthly calendar sheet for each class and have the instructor or Ready-to-Work (RTW) Coordinator initial and verify the hours of attendance.

[4.
On-line training courses directly related to organized educational programs can be considered if the participant is able to verify actual on-line hours spent as part of the course.  The verification must include the date and time and be provided by the educational institution which administers the online course.]

If the student claims more hours than reported by the educational institution, the discrepancy must be resolved by the student and the institution.  Use the hours reported by the institution.  

5. 
Study hours that are monitored and verified can be considered countable hours for participation.

6. 
One hour of unsupervised study time for each hour of classroom time is counted toward the required hours of participation.  No verification of the unsupervised study time is required. 


For online classes, count one hour for every hour reported by the educational institution.


7.
The daily attendance records or form PA-33 must include any hours of excused absences or holidays. 
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