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This OMTL revises Volume III and Volume IIIA for clarity and to incorporate OM updates.  In Volume III, some manual sections have been renumbered to incorporate manual sections related to the assessment process.  There are significant changes to assessment, the PA-33 process and conciliation/sanction policies.  Due to these revisions, it is recommended that supervisors review all material contained in this transmittal letter with staff.  
Beginning April 6, 2009, the completion of an assessment for a work eligible individual is a K-TAP technical eligibility requirement.  The assessment questions and K-TAP Transitional Assistance Agreement (TAA) are located on the KAMES system and completed as a part of the application process for K-TAP benefits, as well as at recertification and case change. The content of the assessment has been revised to explain mandatory and optional data and includes recommendations from field staff.  
The conciliation process related to Kentucky Works activities is streamlined to eliminate forms and automate generation of form KW-204, Conciliation Notice.  The   sanction and cure process has been clarified in response to numerous questions from the field.
Good cause reasons for not participating in Kentucky Works activities will be entered on the KAMES system beginning April 6, 2009.  Changes to Volume IIIA MS 4720, Determining Good Cause, will be addressed in a later transmittal letter.
Along with these changes, Volume III, MS 2000 through MS 2209 are reorganized and revised for clarity and to eliminate duplication.  Please review the Table of Contents with staff.  It is recommended that, at a minimum, staff review Volume III, MS 2007 through MS 2209 and Volume IIIA, MS 4510, MS 4515, MS 4520, MS 4652, MS 4780, and MS 4790.

The following is a summary of changes to Volume III and Volume IIIA. 
Volume III

The Table of Contents is revised to delete:

· MS 2000, Definitions;

· MS 2030, Worker Activity;

· MS 2032, Interview Requirements;

· MS 2035, Scheduling the Interview;

· MS 2046, Cases Transferred to Case Managers;

· MS 2060, Applications not Processed within the Standard of Promptness; 

· MS 2073, Timely Action;

· MS 2074, Concurrent K-TAP and Food Stamp Changes; and
· MS 2201, Grants Less Than $10.

The following sections have been added:
· MS 2010, Safety Net;
· MS 2125, Content of the Assessment;
· MS 2130, Assessment Procedures;

· MS 2135, Employment Assessment;

· MS 2140, Education Assessment; 

· MS 2145, Barriers Assessment; and
· MS 2206, FAD Payment Need Types.

The following sections have been assigned new numbers:

· MS 2002, K-TAP 60-Month Lifetime Limit, is now MS 2001;

· MS 2010, Application/Reapplication, is now MS 2100 and renamed Making an Application;
· MS 2011, Supplemental Request to Add an Individual to a K-TAP Case, is now MS 2170 and renamed Request for a Member Add to a K-TAP Case;

· MS 2013, Family Alternatives Diversion, is now MS 2200;
· MS 2014, FAD Eligibility Determination, is now MS 2203;

· MS 2015, FAD Payments; is now MS 2209;
· MS 2017, Concurrent Food Stamp and K-TAP Applications, is now MS 2105 and renamed Joint Processing of K-TAP and Food Benefit Cases;
· MS 2025, Signing Application/Recertification Forms, is now MS 2155;

· MS 2038, Recertification Periods, is now MS 2150;

· MS 2042, Content of Interview, is now MS 2120 and is renamed K-TAP Application/Recertification Interviews;
· MS 2053, Notification of Case Action, is now  MS 2195 and is renamed Notification Requirements;
· MS 2055, Case Action on Applications, is now MS 2160;

· MS 2058, Standard of Promptness for Applications, is now MS 2110 and is renamed Standard of Promptness; and
· MS 2070, Recertifications and Interim Changes, is now MS 2175 and is renamed Recertifications and Case Changes.
· MS 2000 is now obsolete as the information was duplicative.

MS 2001 is created to contain the information concerning the K-TAP 60-month lifetime limit formerly found in MS 2002.
MS 2002 is now obsolete and the information moved to MS 2001.

MS 2007 is revised to delete the information concerning curing a sanction at reapplication and adding a link to Volume IIIA, MS 4790 and a link to Volume III, MS 2010 for information on safety net services.
MS 2010 is revised to provide information on safety net services that are provided and processed by Protection and Permanency staff.  Referrals for safety net services are automated and do not require any action from the worker.   The information concerning application/reapplication is moved to MS 2100.
MS 2011 is obsolete and the information is moved to MS 2170.  
MS 2013 is obsolete and the information is moved to MS 2200.

MS 2014 is obsolete and the information is moved to MS 2203.

MS 2015 is obsolete and the information is moved to MS 2209.

MS 2017 is obsolete and the information is moved to MS 2105.

MS 2025 is obsolete and the information is moved to MS 2155.

MS 2030 is obsolete as the information is no longer valid.

MS 2032 and MS 2035 are obsolete and the information is merged into MS 2100.

MS 2038 is obsolete and the information is moved to MS 2150.
MS 2042 is obsolete and the information is moved MS 2120.

MS 2046 is obsolete as the information is no longer valid. 

MS 2053 is obsolete and the information is moved to MS 2195.

MS 2055 is obsolete and the information is moved to MS 2160.
MS 2058 and MS 2060 are obsolete and the information is included in MS 2110.
MS 2070 is obsolete and the information is moved to MS 2175.

MS 2073 is obsolete and the information is moved to MS 2110.

MS 2074 is obsolete and the information is moved to MS 2175.

MS 2100 is created to provide the information formerly found in MS 2010.  Information from MS 2032 and 2035 is also added to this section. 
MS 2105 is created to provide the information formerly found in MS 2017.  The reference to Food Stamps is changed to Food Benefits program. 
MS 2110 is created to provide information formerly found in MS 2058, MS 2060 and MS 2073.  
MS 2120 is created to provide information formerly found in MS 2042.   Wording is added concerning the KWP assessment and the revised form PA-219, Kentucky Works Assessment Process, distribution of form PAFS-600 Do You Know?, and use of the EBT card to access benefits. 
MS 2125 is created to provide information concerning the content of the assessment process work eligible individuals must complete.  The assessment consists of six categories of questions. Three categories require completion: employment, education and barriers.  The other categories, general health, mental health and learning needs, are optional. The individual may choose not to answer any of the questions, some of the questions or all of the questions.   This option is to be explained to the work eligible individual and form PA 219, Kentucky Works Assessment Process provided and explained before accessing the KAMES screens and reviewing the questions with the individual. 
MS 2130 is created to provide instructions for the entry of assessment information on KAMES.

MS 2135 is created to provide information concerning the employment part of the assessment. 

MS 2140 is created to provide information concerning the individual’s education history and needs.

MS 2145 is created to provide information concerning barriers the individual may have that could hinder participation.  Barriers include but are not limited to child care, transportation, housing, domestic violence, etc.

MS 2150 is created to provide information formerly found in MS 2038.

MS 2155 is created to provide information formerly found in MS 2025. 

MS 2160 is created to provide information formerly found in MS 2055.  A link to Volume IIIA, MS 4780, Curing the KWP Sanction at Reapplication is added. 
MS 2170 is created to provide information formerly found in MS 2011.  
MS 2175 is created to provide information formerly found in MS 2070.

MS 2195 is created to provide information formerly found in MS 2053.  A reference to DocumentDirect and examples of when a manual PA-105, Notice of Eligibility/Ineligibility, is sent are added.

MS 2200 is created to provide information formerly found in MS 2013.  OM Update No. 04-19, MS 99673, 7/5/04, Multiple Changes to FAD, is incorporated.
MS 2201 is obsolete as the information is no longer valid with the implementation of Electronic Benefit Transfer (EBT) for K-TAP cases.

MS 2203 is created to provide information formerly found in MS 2014.  OM Update No. 04-19, MS 99673, 7/5/04, Multiple Changes to FAD, is incorporated.

MS 2206 is created to provide information concerning the payment need types used when making FAD payments.  

MS 2209 is created to provide information formerly found in MS 2015.  OM Update No. 04-19, MS 99673, 7/5/04, Multiple Changes to FAD, is incorporated.

MS 3850, WIN Eligibility, is revised to change the WIN income limits to reflect the increase in the Federal Poverty Level (FPL).  In addition, MS 3850 is incorporated to include the following clarifications:

· Deprivation is not an eligibility factor for WIN; and 

· Failure to report changes timely that are not WIN eligibility factors does not affect the WIN eligibility.

MS 3860, WIN Reimbursement Process, is revised to incorporate the following clarifications:

· Deprivation is not an eligibility factor for WIN; and 

· If a client is on leave from a job for the majority of the month she may still be eligible for WIN. If the client must pay union dues or pay child care to keep a slot open and the client will return to the job, the client is WIN eligible.

· If a client reported that she lost her job on 7/3, and the client found another job 8/1 and reported and verified the new employment timely. The client would continue to be eligible for WIN for July.

Volume IIIA
The Table of Contents is revised to delete:

· MS 4430, Participant Flow Overview;
· MS 4440, Participant Orientation;

· MS 4035, Department for Vocational Rehabilitation;
· MS 4580, The Transitional Assistance Agreement (TAA);
The Table of Contents is also revised to add:
· MS 4265, On-The-Job Training (OJT);
· MS 4373, Targeted Assessment Project (TAP);
· MS 4510, Learning Needs Assessment;
· MS 4515, Addressing Barriers to KWP Participation;

· MS 4652, PA-33 Process;
· MS 4780, Curing the KWP Sanction at Reapplication;

· MS 4790, Resolving Erroneous Sanctions;

The Table of Contents is further revised to change the titles for:
· MS 4200, Educational Component, is now Educational Component for Teen Parents;
· MS 4250, STEP Entered Employment(SEE), is now Employment;
· MS 4270, Work Experience Training Program (WEP), is now Work Experience Program (WEP);
· MS 4350, Introduction to Non-Core Activities, is now Non-Core and Allowed Activities;
· MS 4365, Substance Abuse Assessment, is now Substance Abuse Treatment;
· MS 4380, Literacy and Adult Education/GED, is now Adult Education; 
· MS 4410, Case Manager Role, is now Staff Roles and Responsibilities;

· MS 4520, Basic Skills Assessment is now K-TAP Transitional Assistance Agreement;

· MS 4600, Referral for Component Placement, is now Options for KWP Activities;
· MS 4750, Applying the KWP Penalty, is now Applying the KWP Sanction;
· MS 4770, Curing the KWP Sanction, is now Curing the KWP Sanction in Active K-TAP Cases;

MS 4005 is revised to indicate hours of participation and types of activities are adjusted in order to accommodate the needs of a participant with a disability. The hours of required participation in order to count in the calculation of federal participation rates are clarified.

MS 4035, Department for Vocational Rehabilitation, is obsolete and the information is incorporated in MS 4375.

MS 4200 is renamed and information regarding tracking of school attendance for teen parents is added.

MS 4210 is revised to reference material relating to KTCTS services and verification of on-line class attendance. Verification of on-line classes is acceptable if an institution monitors and records time spent in the on-line class.
MS 4230 is revised to incorporate material contained in numerous policy updates and errata. Clarification regarding acceptable Community Service providers and the required computation of permitted hours to conform to the Fair Labor Standards Act is added. The required review of placements every six months and time limits on participating in community service is removed.
MS 4245 is revised to indicate the calculation of hours for participating in WEP/COM is revised when food benefits, child support, or the minimum wage changes.
MS 4250 is renamed and revised to include information on all types of employment activities, how countable hours are determined for self employment, tracking, and generation of form PA 33, Verification of Kentucky Works Participation, in order to pay transportation for employed participants.

MS 4265 is created to provide detailed information for On-The-Job Training referrals and contractor roles.

MS 4270 is revised to incorporate material contained in numerous policy updates and errata. Clarification regarding acceptable Work Experience Program providers and the required computation of permitted hours to conform to the Fair Labor Standards Act is added.  The required review of placements every six months is removed as this is completed monthly when participation is tracked. The limit to the number of months a participant can be placed in a WEP component is also removed.
MS 4350 is renamed and revised to clarify supportive services are paid while an individual participates in a Non-Core or allowed activity.

MS 4355 is condensed to accurately reflect the purpose of the manual section and include information on the component code used on STEP for domestic violence counseling and possible referral sources.

MS 4365 is revised to remove irrelevant information, provide the codes used on STEP for substance abuse treatment, and outline the process for referral to professionals to further assess an individual’s need for treatment.

MS 4370 is revised to include the STEP code used for mental health counseling and indicate potential providers of this service.

MS 4373 is a new section that outlines services available from the Targeted Assessment Project (TAP), and how participation in TAP activities is coded on STEP.

MS 4375 is revised to incorporate currently relevant information from Policy Update 04-23 dated 7/1/04 and provide links to the Office of Vocational Rehabilitation (OVR). Information is incorporated from MS 4035, Department for Vocational Rehabilitation.  A list of available services is added as well as information regarding the appropriate coding of activities in which an individual may participate while being served by OVR.

MS 4380 is renamed and revised to include codes used for components on STEP, examples of activities that can count as non-core participation, and clarify that up to one hour of study time per hour of GED or adult basic education class can be considered when determining hours of participation.
MS 4410 is renamed and information is added regarding the roles of Service Region staff, case managers, and Central Office staff.

MS 4430 is obsolete as the information is no longer valid.
MS 4440 is obsolete as the information is no longer valid.

MS 4500 is renamed General Health Assessment and outlines the purpose of the physical health related questions located on the KAMES assessment and the appropriate case manager response to identified issues. Completion of this portion of the assessment is strictly voluntary and completed only after content of form PA-219, Kentucky Works Assessment Process, is discussed with the individual.

MS 4505 is renamed Mental Health Assessment and outlines the purpose of the mental health related questions located on the KAMES assessment and the appropriate response to identified issues. Completion of this portion of the assessment is strictly voluntary and completed only after content of form PA-219, Kentucky Works Assessment Process, is discussed with the individual.

MS 4510 is a new manual section, Learning Needs Assessment. It outlines the purpose of the assessment screening questions on KAMES and the appropriate response to identified issues. Completion of this portion of the assessment is strictly voluntary and completed only after content of form PA-219, Kentucky Works Assessment Process, is discussed with the individual.
MS 4515 is a new section created to provide information concerning the possible resolution of barriers unrelated to physical, mental, or learning disabilities. The process for making referrals is changed. Forms KW-106, Kentucky Works Support Service Referral (participant), and KW 106A, Kentucky Works Support Service Referral (agency), are obsolete.
MS 4520, Basic Skills Assessment is renamed K-TAP Transitional Assistance Agreement and revised to provide information regarding completion of the K-TAP Transitional Assistance Agreement (TAA). The TAA is completed on KAMES.

MS 4600 is renamed Options for KWP activities and obsolete material relating to referrals to the Department for Employment Services is removed. The section provides suggested activities for common situations encountered by case managers.

MS 4652 is created to provide information on the new PA-33 Process. Starting with the participation month of May 2009, form PA-33 is generated to the participant in the month prior to the participation month, maintained throughout the participation month by the provider in order to document ongoing attendance, and returned by the participant on or before the 5th day of the month tracking is to be entered. In addition, the STEP screen HRJAS3R6 is updated by the 7th day of the month in order to system issue form KW-204, Conciliation Notice. The KW-204 takes the place of the PA-33N, Second Notice of Transportation and Participation in Education or Training Activity, which is obsolete. The revised and renamed form PA-33, Verification of Kentucky Works Participation, generated to collect participation data for the month of May. Information regarding the transition months of April and May will be issued by FSM.
MS 4700 is revised to remove references to form KW-205, Conciliation Results, which is obsolete and the Department for Employment Services. The appropriate follow-up to an individual who fails to participate or requests conciliation is issuance of form KW-204, Conciliation Notice. Information is added to include review of the KWP Assessment and accommodation efforts for individuals with a documented physical or mental disability or learning need during the conciliation process. 

MS 4750 is renamed Applying the KWP Sanction and revised to clarify STEP entries and include information relating to a full family sanction.

MS 4770 is renamed to address case situations when a sanction is cured in an active K-TAP case. Revisions include incorporation of previous clarification that discontinuance does not cure a sanction and information regarding the appropriate issuance of supplemental benefits. The time frame for participation in order to cure a sanction is changed to 15 calendar days to comply with regulatory language.
MS 4780 is created to provide information concerning curing a KWP sanction at reapplication.

MS 4790 is created to provide information concerning required actions when an  erroneous sanction is entered on STEP.  

Volume X

Table of Contents is revised to remove the following manual sections as they are now obsolete:
             OM Upd. No. 04-15, MS 99669

             OM Upd. No. 04-19, MS 99673

             OM Upd. No. 06-22, MS 99741

             OM Upd and Errata No. 06-25, MS 99744 
             OM Upd. No. 05-26, MS 99710 

OM  Upd.   No.  03-16, MS  99621 and the Errata are revised to remove MS 2078 from the cross-references.  The remainder of the update will be incorporated with a future OMTL.  
OM Upd.  No. 04-09, MS 99661 is revised to remove MS 2055 and MS 2060           from the cross-references.  The remainder of the update will be incorporated with a 

future OMTL. 
OM Upd. No. 04-16, MS 99670 is revised to remove MS 4000 and MS 4600 from the 
cross-references. The remainder of the update will be incorporated with a future OMTL.

OM Upd. No.  04-23, MS 99677 is revised to remove MS 4035 and MS 4375 from the cross-reference.  The remainder of the update will be incorporated with a future OMTL.

OM Upd.  No.  04-26, MS 99680 is revised to remove MS 2017 and MS 2038             from the cross-References.  The remainder of the update will be incorporated with a future OMTL.
OM Upd. No. 05-04, MS 99688 is revised to remove MS 2011 from the cross-references . The remainder of the update will be incorporated with a future OMTL.
OM Upd. No. 05-13, MS 99697 is revised to remove MS 2010, MS 2810, MS 2740, MS 4500 and MS 4595 from the cross-references.  
OM Upd. No. 05-22, MS 99706 is revised to remove MS 0577 and MS 2002 from the cross-references. The remainder of the update will be incorporated with a future OMTL.

OM Upd. No. 05-33, MS 99717 is revised to remove MS 2002, from the cross-references. The remainder of the update will be incorporated with a future OMTL.
OM Upd. No. 06-24, MS 99743 is revised to remove MS 2322, MS 2324, MS 2325, 

MS 4000, and MS 4600 from the cross-references.  The remainder of the update will be incorporated with a future OMTL.

OM Upd, No 06-26, MS 99745 and Errata are revised to remove MS 4210, MS 4230,

MS 4270 from the cross-references.  The remainder of the update will be incorporated with a future OMTL.
OM Upd. No. 07-11, MS 99760 is revised to remove MS 4230 and MS 4270, from the cross-references.  The remainder of the update will be incorporated with a future OMTL.

OM Upd. No.  07-13, MS 99762 and Errata are revised to remove MS 4000, MS 4600 MS 2322, MS 2324 and MS 2325 from the cross-reference. The remainder of the update will be incorporated with future OMTL.
OM Upd. No. 07-20, MS 99769 are revised to remove MS 2014, from the cross-

references.  The remainder of the update will be incorporated with a future OMTL.

OM Upd. No 07-21, MS 99770 is revised to remove MS 2011 and MS 2201 from the

Cross-references.  The remainder of the update will be incorporated with a future

OMTL. 

Patricia R. Wilson, Commissioner







