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Excused absences and approved holidays count as hours of participation if the participant was scheduled to participate on the day of the excused absence or approved holiday.  An individual is not required to make up the hours of an excused absence or an approved holiday.  
A. The 10 approved holidays are:

1. New Year’s Eve; 

2. New Year’s Day; 
3. Martin Luther King, Jr. Day; 
4. Memorial Day;

5. Independence Day; 
6. Labor Day; 
7. Thanksgiving Day; 
8. The day after Thanksgiving; 
9. Christmas Eve; and

10. Christmas Day.
Approved holidays include the day the service provider observes an approved holiday.  If the provider is not closed in observance of an approved holiday listed above, a holiday is not automatically given. 

Example:  July 4th is on a Saturday and the service provider is closed Friday, July 3rd in observance of the July 4th holiday.  The participant is normally scheduled to work every Friday.  July 3rd can be used as an approved holiday as the service provider is closed on July 3rd in observance of Independence Day.   

B.  To determine the number of hours allowed for an approved holiday:

1. Add all the hours the individual participated as indicated on form PA-33, Verification of Kentucky Works Participation, or other participation verification;

2. Subtract the total monthly hours the individual participated from the KWP monthly required hours.  The result is the hours still needed to meet participation.  If additional hours are needed, allow up to 8 hours per holiday if the individual was scheduled to participate on the holiday.
Example:  An individual is required to participate 87 hours per month.  The individual verifies participating 80 hours for the month of November.  The individual is normally scheduled to work on Thursday, but the provider was closed in observance of Thanksgiving.  Seven holiday hours can be used to meet the participation requirement.

Sanctioned individuals are permitted to use holiday hours toward their participation requirement if an approved holiday occurs during the 15 days in which the sanction is being cured.  
C.
Excused absences are limited to 80 hours in a 12-month period, not to exceed 16 hours in any one month.  It is the responsibility of the KWP contractor or the case manager to advise the service provider of the reasons for excused absences and approved holidays.  Inform the service provider of the requirement to obtain and keep verification for the excused absence.  Allow an excused absence when hours are missed for the following reasons:


1.
The illness of the participant or a family member; 

2.
A job interview;


3.
A doctor appointment for self or child;


4.
Court appearances;


5.
A school meeting or functions for child;


6.
The death of a family member;


7.
Work site closure (not to exceed 16 hours per month);

8.
Inclement weather;

9.
Life-changing event (such as divorce); 


10.
Family emergency; or

11. Other absence excused by the provider.
D.
In order to excuse an absence, the participant must contact and provide verification to the service provider.  If an excused absence is annotated on participant verification or form PA-33, consider the absence excused.

Acceptable verification includes but is not limited to: 


1.
A statement from a health care professional;


2.
A subpoena or court summons:


3.
A marriage certificate;


4.
A parent/teacher conference notice;


5.
A newspaper obituary or funeral notice; or


6.
Any other reasonable documentation acceptable to the provider.


An individual is not required to make up a verified excused absence.  The excused hours are counted as participation when determining if the participant meets the monthly participation requirements.  The requirement is the same for a sanctioned individual.

 If an individual has attained enough hours during the reporting month to meet participation requirements and also has an excused absence, it is not necessary to use the excused absence hours.
E.
To determine the number of hours allowed for an excused absence:


1.
Add all the hours the individual participated as indicated on form PA-33, or other participation verification;

2.
Subtract the total monthly hours the individual participated from the KWP monthly required hours.  The result is the hours still needed to meet participation.  If additional hours are needed, allow up to 8 hours per excused absence (not to exceed 16 hours in a month).  Only use the total number of excused absence hours needed to meet participation.
Example:  An individual is required to participate 87 hours per month.  The individual verifies participating 81 hours for the month, with one day of excused absence.  Six hours of excused absence can be used to meet the required participation hours.
Example:  An individual is required to participate 130 hours per month.  The individual verifies participating 120 hours for the month, with two excused absences.  Ten hours of excused absence can be used to meet the required participation hours.
F.    [Enter the total excused hours for the month and the total holiday hours for the month on the OTIS Tracking screen. 
A participant may have a combination of holiday and excused absences in the same month.  The hours for each type of absence are entered separately. 

For participation to be countable in the calculation of the federal rates the total hours entered in actual participation, holidays, excused absences, and DEEMED CORE must equal the number of required hours.  More than one component screen may be tracked to reach this requirement.]

