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PURPOSE
The purpose of this program directive is to standardize procedures for creating and maintaining Welfare Transition Program participant case files.  This Program Directive replaces PY’2000 Program Directive #14.

POLICY

It is the policy of South Florida Workforce (SFW) to provide One Stop Career Center Operators with a standard method to create and maintain participant case files for the Welfare Transition Program.

PROCEDURE

I.
Background

Welfare Transition participant records are confidential and shall be maintained in a designated central storage area to ensure confidentiality and security.  Original case files are the property of South Florida Employment and Training Consortium (SFETC) and must be surrendered to SFETC or its designee immediately upon written request.

An alternate plan for securing files shall be submitted to the SFW contract manager for approval, if there is no appropriate area currently in the facility for storage.  

In order to readily identify participant case files and their contents, files shall be color-coded according to funding program (Welfare Transition participant case files should be blue) and four-part folders shall be used.   Open and closed case files are to be kept separate.

Case files for Up-Front Diversion applicants shall be two-part letter sized folders, maintained with Welfare Transition case files.

Case files for victims of Domestic Violence shall be two-part letter sized folders, marked “confidential” and stored in a locked file cabinet, separate from the general case files (please refer to the Welfare Transition Domestic Violence Services #4 PY’02 Program Directive for additional information).  

File folders for participants referred on or after the date of this program directive shall comply with the requirements outlined herein.  One Stop Career Center operators will be required to bring pre-exiting case files into compliance within 45 days of the issuance of this program directive.

Adherence to case file management procedures will be monitored during the programmatic review of each One Stop Career Center operator.  If at the time of monitoring an operator cannot locate participant case files, or if any of the files are incomplete, the operator shall be required to perform a reconciliation of all active case files.

II.
Process

A.
Upon receipt of new or transfer “To Do’s,” and  prior to the participant reporting to Intake and Assessment, the case manager will:

1. Complete participant case file label that includes the participant’s last name, first name, last four (4) digits of the social security number, and funded program;

2. Prepare the participant case file with all documents requiring a mandatory participant signature, to include:

Opportunities and Obligations (attached)

General Release of Confidential Information (attached)

Domestic Violence Confirmation Statement (attached) 

3. File in alphabetical order based on last name;

4. File with open cases.

B.
When the participant begins the program, the case manager shall include additional documentation as appropriate to the specific activity:

1. Case file documentation must be maintained in chronological order, and at a 


      minimum, all general case files must include the following sections:

Section I:
Intake 
· Individual Responsibility Plan (IRP)/Alternative Responsibility Plan (ARP);

· Training Options Selection Guide, 

· Training Plan; 

· Aptitude and Special Interest Assessments;

· General Release of Confidential Information; 

· Opportunities and Obligations; 

· Domestic Violence Confirmation Statement.

Section II:
Participation
· Correspondence; 

· Appointment Letters;

· Pay Stubs;

· Employment Verification; 

· Sanction/Good Cause Documentation; 

· Medical Documentation; 

· Job Search Form; 

· Attendance Records.

Section III:
Support Services & Program Referrals 
· General Vouchers; 

· Relocation; 

· Hardship Extensions; 

· Child Care; 

· Substance Abuse and Mental Health; 

· Gas Card Allowance Worksheet;

· Cash Severance; 

· Incentive Bonus; 

· Other program referrals.

Section IV:
Education/Training & Financial Aid 

· Training and Book Vouchers; 

· Enrollment Acceptance from Educational Institutions; 

· Financial Aide application;   

· Student Aid Report (SAR); 

· Pell Grant application and denial/approval; 

· Reimbursement of Financial Aid form; 

· Individual Training Account financing; 

· Responsibilities of SFW participants to qualify for and maintain financial support. 

C.
Case Notes should not be hand written, with the exception of domestic violence cases, but are to be created and maintained in the One Stop System Tracking (OSST), and are not to be printed for inclusion in the case file.  

D.
At a minimum, a participant who has an open case is to be seen on a weekly 


basis, (participants who are working part time and whose cases are still open must 


be contacted on a weekly basis, but will only be required to report to the One Stop 


Career Center twice monthly), and his/her case file updated accordingly.  


Documentation must be included in the case file within five (5) days of receipt. 


Forms documenting the provision of services must not be signed or dated prior to 


the provision of the services.
Note:  Sensitive documents, which do not become a part of the participant’s permanent file, should be immediately shredded to ensure absolute confidentially.

E.
The following guidelines shall be followed for case file transfers:

1
When a case manager receives a transfer “To Do” within the region, he/she will photocopy the case file and submit it to the receiving One Stop Career Center Manager within five (5) working days of the transfer “To Do.” 

2. The original case file shall be marked as transferred and stored with closed cases at the transferring One Stop Career Center.  

3. When a One Stop Career Center is not awarded a new contract, all original active case files must transferred to the receiving One Stop Career Center at least thirty days prior to the end of the contract period.  All original inactive case files shall be submitted to SFETC or its designee.  (Operators must adhere to standard close-out procedures as issued by SFETC).
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