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To:
One Stop Career Center Managers & Welfare Transition Refugee Providers

From:
Lawrence Suran, SFETC Program Director

Date:
May 24, 2004

Re:
Welfare Transition Program – Calculating Employment Hours and Income for Self-Employment and Commission

The purpose of this memorandum is to provide instructions for calculating income and hours of employment for customers who are self-employed or receive income through commissions.

Commission

Customers who work on commission are not paid a set salary and normally do not work a consistent number of hours per week.  Career Advisors therefore need to determine the number of hours worked per week and the hourly salary, in order to update the JPR.  The number of hours worked per week will be calculated based on the minimum wage.  If the calculation comes out to less than the required minimum hours, then the Career Advisor must assign the customer to do additional hours to ensure that the customer completes the minimum required hours for the month.  

Calculating Hours worked

To calculate the number of hours the customer worked:

· Determine the monthly income

· Divide the monthly income by $5.15 (minimum wage)

· Divide the resulting figure by 4.3 weeks, which will equal the number of hours worked per week.

Calculating Salary Earned

Salaries are calculated as follows:

· Weekly:
daily salary X # of days worked

· Monthly:
weekly salary X 4.3 (weeks)

· Hourly:

divide monthly salary by 4.3 weeks, divided by number of weekly hours 

worked
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Self-Employment
Self-employment must be documented to verify hours for participation and supportive services. If the customer is self-employed, he or she must provide the Career Advisor with invoices for services rendered and/or the receipt of payment of the services. Using the invoices/receipts, the Career Advisor will calculate the number of hours worked per week.
 

Because the minimum wage is $5.15 an hour, the total of the invoices/receipts for the week should be added and divided by that number to give the total number of hours a customer is working. 

Example:  $300 (weekly income) divided by $5.15 = 58 hours

For a monthly calculation for employment, divide the value of the service being received, in this case the amount of monthly invoices/receipts, by the minimum wage and then divide the resulting figure by 4.3 weeks to get the number of hours counted towards their work activity.  

Example:  $900 (mnthly income) divided by $5.15 = 175 hrs. divided by 4.3 = 41 wkly hours

 

If the customer does not issue invoices or obtains receipts, the Career Advisor may accept a copy of Children and Families’ CF-ES 3007 form, Work Calendar, or the SFW Self Employment Work Calendar.  The Work Calendar keeps a weekly track of hours worked and wages earned.   If the customer is still receiving TCA, he or she must meet the minimum number of hours unless an exemption is met.  Therefore, on-going documentation of hours is required. 

The Work Requirements program directive will be updated to reflect this information.

 

Attachment

Work Calendar

