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TMTT MISSION STATEMENT
“OUR PEOPLE HELPING OUR PEOPLE”

HELPING TRIBAL FAMILIES ACHIEVE SELF- SUFFICIENCY AND
INDEPENDENCE

PURPOSE OF THE MANUAL

The Torres Martinez Tribal Temporary Assistance for Needy Families (TMTT) Policy Manual provides TMTT
staff with policies used to determine Temporary Assistance for Needy Families (TANF) eligibility. This
guidance will promote independence from the welfare system and lead families toward self-sufficiency.

100 GENERAL INFORMATION

Torres Martinez Desert Cahuilla Indians (TMDCI) administers TANF by providing programming to support
in the achievement of self-sufficiency through the four (4) purposes of TANF.

To end dependence of needy parents by developing and promoting program services, assistance
and activities that will support their efforts with job preparation, work opportunities, personal
growth, wellness, and stable, healthy marriages and families.

Provide assistance in the form of monthly financial grants to all eligible needy families who are
approved for assistance that reside within the designated service delivery area so that children
may be raised in their own home or in the home of a relative.

To prevent and reduce out-of-wedlock pregnancies by providing qualified counseling services,
activities that provide positive peer influence and relevant information to American Indian youth
regarding teen pregnancy, healthy choices and personal responsibility.

To encourage the formation and maintenance of two-parent Indian families by providing
opportunities for parents to learn multiple skills that will assist them in developing and
maintaining positive, healthy relationships, stable environments for their children, coping with
demands of modern families, maintaining traditional values and parenting skills and sponsoring
activities that provide alternative drug free recreational opportunities.

TMTT provides time limited assistance to eligible Native American families with child(ren) through the
provision of financial assistance and supportive services to meet their basic needs. A team of professionals
are available to provide supportive services, community referrals and promote healthy native families.
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101 ELIGIBILITY BASICS

The following eligibility conditions must be met, verified, and documented for TMTT approval. Failure to
meet these requirements will result in application denial for non-compliance which will result in case
closure.

101-1| SERVICE AREA AND SERVICE POPULATION

The TMTT service area includes the Torres Martinez Desert Cahuilla Indians Reservation and the off-
reservation areas of Riverside County (excluding the City of Riverside), as well as Los Angeles County and
Imperial County.

The following identifies the service population within the approved service areas:
e Torres Martinez Reservation Service Population
o Eligible members of Torres Martinez Desert Cahuilla Indians, members of Federally
recognized tribes, Alaskan Natives, members of the California Judgement Roll and their
descendants and families.
e Riverside County Service Population (Off reservation areas and excluding the City of Riverside)
e Eligible members of Torres Martinez Desert Cahuilla Indians, members of Federally recognized
tribes, Alaskan Natives, members of the California Judgement Roll and their descendants and
families, except for the excluded population identified in the following section.

Excluded population in Riverside County:
e Families residing within the boundaries of: Morongo Band of Mission Indians, Soboba Band of San
Luiseno Indians, Agua Caliente Band of Cahuilla Indians, Pechanga Band of Luiseno Indians,
Augustine Band of Cahuilla Indians, Santa Rosa Band of Cahuilla Indians, Cahuilla Band of Indians.

101-2| GENERAL FACTORS OF ELIGIBILITY FOR SERVICES

TMTT 1&2 Services are for eligible applicants with a total countable income for TANF household members
(adults and children) equal to or less than 200% of the current federal poverty guidelines. Eligibility for
3&4 services is determined by utilizing the applicants’ score from the ACE Questionnaire.

Eligibility Specialist will determine eligibility by adding all income types reported by all TANF household
members in the full calendar month prior to application. The Eligibility Specialist must reach an estimate
of TMTT household monthly income based on the information provided by the client and additional
verification as needed.

TMTT eligibility will be determined on a calendar month basis. If a person is eligible for one (1) day of a
calendar month, they are eligible for the entire month.

TMTT ELIGIBLE HOUSEHOLDS MUST INCLUDE:

e At least one household member must be a member or descendent of a member of a Federally
Recognized Indian Tribe or California Judgment Roll Tribe, residing within the service boundaries
outlined in the Tribal Family Assistance Plan (TFAP).

e Oneadult and at least one dependent child or unborn child if expectant mother is in the third (3")
trimester
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ELIGIBLE HOUSEHOLDS” MAY ALSO INCLUDE:

e Adult with dependent child(ren) with an eligible relationship to the head of household.

e Two (2) adults married or living together as a couple, with dependent child(ren). A stepparent
will be included in the assistance unit.

e Minor head of household with a child(ren) (must be emancipated and attending High School/GED
or equivalent training program)

e A woman in their third (3™) trimester of pregnancy who has no dependent child(ren).

o Must be within 90 calendar days before the expected date of delivery of a medically
verified pregnancy

e A woman during pregnancy who has no dependent child(ren) and is a victim of domestic violence.

In addition to the factors listed above, the Eligibility Specialist will review all remaining eligibility factors,

including:

1.

Proof of identity and citizenship or eligible immigration status. Clients with out of state
identification must apply for a California Driver’s License, California Identification Card, or
California REAL ID upon approval.

Proof of residency in the service area (P.O. Box is not acceptable unless it is a documented
safe address for a domestic violence agency or applicant is enrolled in the Safe at Home
program). Acceptable documentation to prove residency includes any of the following:

L

Utility Bill

b. Lease Agreement

c. Notarized TMTT Renter’s Certificate (copy of landlord’s Driver’s License in lieu of the
notary is also accepted)

d. If claiming spouse lives separately, proof of other residence is required

e. Applicants with temporary living conditions may be approved with updated residency

documents such as a notarized TMTT Renter’s Certificate.

A Needy biological child(ren), stepchild(ren), adopted child(ren) or a relative child(ren) who
have not reached 18 years of age, or who are full-time student in a secondary education (or
equivalent secondary school) and have not reached 19 years of age, living with an eligible
adult. Once the child turns 19 years of age, the eligibility will end on their birth date.
Verification of all income (earned and unearned) received from all sources including checking
and saving accounts, tribal entities, P2P (Zelle, Venmo, PayPal, Apple Pay, Crypto, etc.); such
as, but not limited to, per capita payments, revenue sharing, casino payments, bonuses, SSI,
SDI, SSDI etc. excluding tribal natural resources. Gaming per capita provided to minors and
the child(ren) through the age of 18 will be counted toward the household income.

Social Security card for each person requesting services.

Verification of family resources (livestock, stocks/bonds, automobiles, trust, etc.).

Birth certificates for each person in the assistance unit.

School attendance/enrollment verification or report cards for all school age children.
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9. Marriage licenses and/or divorce decree, if applicable.

10. Guardianship, adoption, or custody documentation.

a. Documentation may be from Child Protective Services (CPS)/Family Children Services
(FCS)/Courts/Tribal Resolutions.

b. Documentation may be the TMTT Designation of Indian Custodian Form or
Temporary Custodian Form.

¢. Indian Custodianship is any person who has legal custody of an Indian child under
tribal law or custom or state law or to whom temporary physical care, custody, &
control has been transferred by the parent.

d. Temporary Custodian Form must be renewed annually.

11. Verification the adult(s) in the TMTT household have not been convicted of a felony drug
related crime within the past three (3) years.
a. Proposition 36 Drug Treatment Diversion Program
i. Initiative Statute: In cases of deferred or suspended drug related felony
convictions after successful completion of Court requirements, the case may
be opened or remain open during the initial court required correction phase
and one (1) period of extension if permitted by court.
ii. Thereafter, if an applicant or client has not completed the Proposition 36
Drug Treatment Diversion Program, the case will be closed.
iii. Proof the charge has been reduced to a misdemeanor is required.
b. Adults with qualifying convictions may reside in the TMTT household; however, they
will be listed under Family Intake only, excluded from the grant, and their income will
be counted.

12. Verification that the adult(s) in the TMTT household have not been convicted of a felony child
abuse related crime within the past three (3) years.
a. TMTT will deny benefits to any individual for a maximum of three (3) years from date
of any felony conviction of a drug related crime or felony child abuse related crime.

13. In a two-parent household in which one (1) adult has been convicted and or registered as a
sex offender, the convicted adult will not be allowed to participate in events; alternatives will
be required for participation. Both adults can be aided.

14. Verification that applicant or recertification client has not exceeded 60 months of TMTT
Needy aid. Verification that services are not being duplicated for each person in the TANF
household.

15. Clients must sign and comply with the Code of Conduct Agreement within the TMTT
application. Failure to comply with these agreements may result in a sanction.

16. An individual receiving SSI shall not be eligible for 1&2 Services but may be eligible for 3&4

Services. If the household’s only eligible child is receiving SSI, the household is not eligible for
1&2 Services.
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17. Will require all adult members of the TMTT household to complete substance abuse testing
at intake and recertification. Unscheduled and reasonable suspicion testing will also be
conducted. A positive test or refusal to test will require the recipient to participate in
substances abuse assessment and attend counseling sessions or enroll in a rehabilitation
program.

18. A completed ACE questionnaire with a positive ACE score is required from any adult
household member to maintain 3&4 eligibility when a 1&2 case closes.

Document assistance may be provided to applicants per TMTT Policy section 128-9| TANF
DOCUMENTATION ASSISTANCE | TANF Documentation Assistance. Assistance will be entered into the
database system and payment made to the vendor.

102 APPLICATION PROCESS

102-1| WHEN A NEW APPLICATION IS REQUIRED
A new application will be required under the following circumstances:
e Upon client’s initial application for the TMTT program, even when the client is already a recipient
of another assistance program.
e When a client re-applies after case closure lasting longer than 30 days.
e After six (6) months penalty period after case closure due to sanctions.
e When the head of household leaves the assistance unit in which the TMTT child(ren) are living.
e When newborns, children, or adults are added to an existing open case.
e Annually at recertification.
e When a client returns after loss of eligibility lasting more than one (1) month.

Active clients will be required to meet the 30-day application deadline. Failure to complete will result in
case closure.

102-2| WHEN A NEW APPLICATION IS NOT REQUIRED
A new application will not be required in reopening the case under the following circumstances:
e Asaresult of an appeal decision.
e Torescind a closure due to administrative error.
e  Within thirty (30) calendar days from closure if the case was in compliance.
e Whenthereisachangein "payee" to "in care of" addressee due to temporary absence from home
(TMTT Policy section 117-8).
e When benefits have been suspended one (1) month because of a temporary or periodic increase
inincome.
e When a household member leaves the assistance unit except for Head of Household.
e When a change is reported to the assistance unit (change of address, non-TANF household
member leaving or entering the home, reported change in resources).

102-3| APPLICATION

An applicant may obtain an application at any Torres Martinez Tribal TANF office in person during business
hours, via email or mail. Application should be submitted completely to include all supporting
documentation as outlined on the application’s Eligibility Checklist.
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A household with Needy child(ren) who is serving as a non-needy caretaker for multiple Needy children
from different families may open separate cases for each family unit.

All applications should be signed by all adult applicants (single and two-parent families) or the authorized
representatives of the adult applicant. In the event the applicant is incompetent or incapacitated, the
adult with the documented Power of Attorney (copy of document must be submitted).

The applicant is required to disclose if any previous assistance (state, tribal or from any successor federal
TANF-funded program that replaced the Aid to Families with Dependent Children, AFDC, program) has
been received by any member of the household, in addition to disclosing any disqualifying factors to state,
tribal, or federal programs. TMTT staff will be required to verify the family assistance unit is not already
receiving aid from any other agency by means of time on aid clearances.

Upon An initial review Eligibility Specialist will notify applicants in writing of any missing documentation
due within 30 days of the initial application submittal date. If documentation is not submitted within the
30-day period, application will be denied.

An application must be completed and submitted with required documentation within 30 calendar days
for approval or denial. If there is an agency error and the application is delayed, an extension may be
granted on a case-by-case basis with the Family Development Services Manager (FDSM) approval.

102-4| INTERVIEW REQUIREMENT

The application process must include at least one (1) face-to-face and/or virtual interview between the
Eligibility Specialist and all within the TMTT household. The TMTT household will be required to participate
in a face-to-face interview on an annual basis, prior to recertification deadline, to recertify their eligibility
for TMTT services.

Every TMTT application must result in a finding of eligibility or ineligibility, unless the application has been
determined to be closed due to the following:

o WITHDRAWAL OF APPLICATION
o The applicant voluntarily withdraws their application by phone, in person, email, or in
writing. Eligibility Specialist will case note the client request and application is denied.

e LOSS OF CONTACT
o The Eligibility Specialist is unable to contact the client by phone, email, or mail. After
reasonable attempts, the application will be denied. Eligibility Specialist will case note the
active efforts to reach the client.

102-5| APPROVAL
Once the application has been determined to be complete, the Eligibility Specialist will submit the case
file and the supporting documentation to the Family Development Services Manager for review.

e If application is approved:

o Benefits will begin from the initial application date using the date stamp on the
application.
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o The client will be notified by mail to include the benefit start date and amount the family
is approved for.
e |n cases where the applicants are ineligible for a grant during the application month, the case
approval can be changed to the 1° of the following month.
o Examples:
= Applicant’s initial grant is under $50 and declined by client and not counted
towards client’s 60-month TANF timeclock limit.
= (Clients’ income for (1) one month deems them over income for approval month.
=  Clients previous TANF aid was still active and requires approval to be extended to
next month.
o In this case, application date will remain the initial submittal date. Approval date will
reflect date aid will begin.
e If application is denied:
o Clients will be notified by mail with detailed reasons for denial and policy section
supporting the denial.

To prevent repetitive use of new client work participation exemption an applicant may not apply for TMTT
more than three (3) times within a 12-month period without the Department Director’s approval. An
eligible applicant returning within three (3) months of self-closure will be required to continue prior work
activities as outlined in Personal Responsibility Plan (PRP) at time of closure. An applicant who is self-
closed in a non-compliant status requiring a sanction will return to the same sanction level if a new case
is approved.

103 RECERTIFICATION

To prevent duplication of services, clients will need to follow an annual recertification on the last day of
the month prior to effective date. Clients will be notified of the recertification at least 60 days prior to
their recertification deadline. Case workers will ensure that no services, including grants, supportive
services and/or programming, are provided beyond the recertification deadline. The recertification
process will follow the original application process for submitting documentation. Recertification
applications are active for up 60 days during the recertification period only.

e Example: Effective date was October 1% — Recertification must be completed by September 30™.
The recertification application is valid from July 31° through September 30%, allowing only 12
months of TMTT services.

If recertification is not completed by the recertification deadline, the case will be closed. The client may
reapply for services after a 30-calendar day period.

104 CONDITIONAL APPROVALS

Conditional Approval for a limited time period may be allowed on a case-by-case basis by the Family
Development Services Manager based on the client having other acceptable temporary documents such
as, but not limited to, Social Security card request receipt, hospital newborn certificate, and baptismal
certificate for a limited number of required documents not including time on aid clearances.
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e Submitted documents will be accepted at the discretion of the FDSM, provided due diligence is
performed and documented in the verification of these limited temporary submissions.

e Discretionary acceptance of these items must be case noted such that the Eligibility Specialist will
follow up on pending items during the conditional period not to exceed three (3) months from
case approval date.

e Eligibility Specialist will notify clients of the conditional items and deadline via Notice of Action
(NOA) and as needed via phone follow-up and email.

e Thereafter, if items are not received the case will be reviewed for closure by the assigned Family
Development Services Manager.

e A one (1) time extension may be provided with department director’s approval which must be
case noted, and a memo placed in the eligibility section of the case file.

e Conditional Approvals will remain in pending status and responsibility of the Eligibility Specialist.

e Conditional approvals may not be approved without time on aid clearances (county, tribal and/or
out-of-state) indicating the adult applicants have not exceeded the 60-month TANF eligibility limit
and household members are not being aided elsewhere (excluding houseless applicants or
families in crisis).

Conditional approvals should be used sparingly for houseless applicants or families in crisis with FDSM
approval pending county clearance. Services are limited to food and shelter per TMTT Policy section 128-
7, A-2| Emergency Shelter and Immediate Needs for a conditionally approved houseless family or family
in crisis. Discretion must be used in approving crisis situations cases without county clearance. TMDCI will
assume all costs of services provided for cases resulting in ineligibility.

Conditional recertification is limited and permitted only under urgent circumstances. Case must be
conditionally approved and noted in the case authorization of the application by FDSM within the 30-
calendar day application period.

105 CITIZENSHIP AND ELIGIBLE RESIDENCY STATUS

105-1| PERMANENT RESIDENT
To be eligible for TMTT, each applying parent/guardian/caretaker and child(ren) for whom the application
is submitted must be:
e Acitizen or national of the United States
e A qualified resident
o Lawfully admitted for permanent resident
o Granted asylum
o Arefugee
o Granted parole for at least one (1) year per reference, [USCIS (U.S. Citizenship and
Immigration Service)]. See USCIS, Policy Manual Chapter 2, Section 3
o Has had deportation withheld per reference, [USCIS, 243].

Granted conditional entry under immigration law in effect before April 1, 1980, or an undocumented
individual who is a battered spouse or child(ren) of a U.S. citizen or permanent legal resident.

Qualified resident who entered the U.S. before August 22, 1996: This person may receive TMTT benefits
right away if they are otherwise eligible.
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Most qualified resident who enters the U.S. on or after August 22, 1996 are not eligible for TMTT benefits
for five (5) years after their date of entry. Exceptions to this are listed in American Indian born in Canada
section below.

105-2| FIVE (5) YEAR BAR

Qualified resident who arrived in the U.S. on or after August 22, 1996, are prohibited from receiving TMTT
benefits until they have been in the U.S. for five (5) years or until they become U.S. citizens. Residents
falling into these categories may immediately qualify for TMTT, regardless of their date of entry into the
u.s.

This five-year bar does not apply to the residents listed below:
o Refugees per reference, [Section 207 of the INA (Immigration and Naturalization Act)], who have
not been in the U.S. more than five (5) years.
e Asylees under Section 208 of the INA, who have not been in the U.S. more than five (5) years.
e Undocumented persons whose deportation has been withheld per reference, [Section 243 of the
INA] for the first five (5) years from the grant of withholding of deportation.
e U.S. military veterans or active-duty military, their spouses, and dependent child(ren).

105-3| PROOF OF QUALIFIED RESIDENT STATUS

An applicant must prove citizenship through required documents such as birth certificate, passport, or
other legal government documents. Driver’s licenses are not suitable for verification of citizenship. Any
person who is required to prove citizenship but fails to provide verification must be found ineligible to
receive assistance, and that person may not be included as part of the TMTT household. The resources
and income of a parent who is not eligible to receive TMTT will be treated as available to the TMTT
household.

106 ELIGIBILITY REQUIREMENTS

106-1| GENERAL FACTORS OF ELIGIBILITY FOR 3&4 SERVICES
1. A positive score on the Center of Disease Control (CDC) Adverse Childhood Experience (ACE)
Questionnaire by any adult member of the TMTT household. Questionnaire needs to be
completed once in a lifetime.

2. TMTT will provide assistance and services to eligible members and their families of Torres
Martinez Desert Cahuilla Indians, members of federally recognized tribes, Alaskan Natives, and
members of the California Judgement Roll and their descendants (collateral or lineal). Applicant
may also apply for the program with a Certificate Degree of Indian Blood (CDIB). An
applicant/client who is a tribal member or descendant from a tribe that TMTT is currently able to
service will be eligible for the TMTT program despite being a descendant of one the excluded
tribes listed in the “service population and service area” in the TFAP. All other eligibility processes

apply.
3. Needy biological child(ren), stepchild(ren), adopted child(ren) or a relative child(ren) who have

not reached 18 years of age, or who are a full-time student in a secondary education or equivalent
and have not reached 19 years of age, living with an eligible adult.
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4. Proof of identity and citizenship or eligible immigration status. Client with an out of state
identification must apply for a California Driver’s License, California Identification card or
California REAL ID upon approval.

5. Proof of residency in service area. P.O. Box is not acceptable unless it is a documented safe
address for a domestic violence agency or applicant is enrolled in the Safe at Home program.
Acceptable documentation to prove residency includes any of the following:

e  Utility bill
e |ease agreement
e Notarized TMTT renter’s certificate

Applicant may be required to provide evidence of residency of spouse if claiming to live separately
yet submitted documents indicate otherwise.

6. Social security card for each person requesting TMTT Services.
7. Birth certificate for each person on the application.
8. School attendance, enrollment verification or report card for all school age children.

9. Guardianship, adoption, or custody documentation.

e Documentation may be from Child Protective Services (CPS)/Family Children Services
(FCS)/Courts/Tribal Resolutions.

e Documentation may be the TMTT Designation of Indian Custodian Form or Temporary
Custodian form.

e Indian Custodianship is any person who has legal custody of an Indian child under tribal
law or custom or state law or to whom temporary physical care, custody, & control has
been transferred by the parent.

e Temporary Custodian form must be renewed annually.

10. Verification that all adult members of the TMTT household have not been convicted of a felony
drug related crime within the past three (3) years.
e Per reference, [Proposition 36 Drug Treatment Diversion Program].

o Initiative Statute: In cases of deferred or suspended drug related felony
convictions after successful completion of court requirements, the case may be
opened or remain open during the initial court required correction phase and one
(1) period of extension if permitted by court.

o Thereafter, if an applicant or client has not completed the Proposition 36 Drug
Treatment Diversion Program, the case will be closed.

o Proof that charge has been reduced to a misdemeanor is required.

e Adults found to have been convicted may reside in the TANF household and are listed
within the Family Intake and not on the grant and income is counted.

11. In a two-parent household in which one (1) adult has been convicted and or registered as a sex

offender the convicted adult will not be allowed to participate in events; alternatives will be
required for participation. Both adults can be aided.
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12. Client must sign and comply with the Code of Conduct agreement within the 3&4 application.
Failure to comply with these agreements may result in case closure.

The applicant has the primary responsibility for providing documents to support any statements made,
and to resolve any unclear/questionable information in their application or initial documentation.

107 60-MONTH ASSISTANCE LIMIT

TMTT includes a 60-month limit on the length of time a Needy family may receive assistance.

A two-parent household with the highest month count will be used to determine the 60-month time limit.
Countable TMTT months will be recorded individually for each adult in the assistance unit and reported
as such for any future TMTT services.

Only a month in which a family is eligible for and issued a TMTT cash assistance payment of any amount
will be counted towards the 60-month TANF time limit.

Months in which only supportive service(s) and extended case management are issued will not be counted
towards the 60-month TMTT time limit.

The TMTT Program will not count the following towards the 60-month time:

e Any month receipt of assistance by a family that does not include an adult head-of-household [45
CFR Part 286.115(d) (1)]

e Any month of receipt of assistance by a minor, if the minor was not the head-of-household or
married to the head-of-household. Per reference, [45 CFR Part 286.115(d) (2)]

e Any month of receipt of assistance by an adult during which the adult lived in Indian Country or
in an Alaskan Native Village in which at least 50 percent of the adults were not employed per
reference, [45 CFR Part 286.115(d) (3)].

Months in which a client is issued a TMTT cash assistance payment but is eligible to a 60-month exemption
will not have the exempt month(s) counted towards their 60-month TMTT time limit.

108 60-MONTH HARDSHIP EXEMPTIONS

108-1| EXEMPTIONS FROM 60-MONTH TIME LIMIT

When a family has received a total of 60 months of cash-aid assistance, their eligibility will end unless they
qualify for an exemption from the 60-month limit. Families who are granted and exemption will remain
eligible for assistance. All exemptions will be reviewed every 90 calendar days and will be designed to
support, encourage, and guide the client’s continued progress toward self-sufficiency. Exemptions will be
determined on a case-by-case basis.

MAXIMUM NUMBER OF EXEMPTIONS ALLOWED:

Up to 20% of the TMTT caseload, with one (1) or more adult in the assistance unit, may be exempt from
the 60-month limit and continue to receive TMTT. This 20% maximum does not include work participation
exceptions or disregards. A family will not be guaranteed an exemption based solely on claiming one (1)
of the exemption reasons listed in this section. Exemption determinations will include a review of the
program’s capacity to exempt the family without exceeding the 20% program limit.
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PROCESS FOR DETERMINING EXEMPTIONS:
A family reaching the limit will receive a notice after their 54" month of countable assistance advising
them that benefits will end after the 60th month unless they apply and are granted an exemption.

60 MONTH HARDSHIP EXEMPTION CRITERIA:

When a family is determined to suffer from a hardship where loss of TANF benefits would result in
conditions that threaten the health or safety of the family and circumstances outside the family’s control
prevent the family from reaching self-sufficiency may be eligible to a 60-month hardship exemption on a
case-by-case basis.

Only a family that meets one (1) or more of the following criteria will be considered for these exemption
reasons:

1. DOMESTIC VIOLENCE
A victim of domestic violence is a person who has been subjected to the following offenses,
including an attempt to commit the offense, by one family member against another. This
exemption applies if the physical, mental or emotional well-being of the victim would be
endangered by a strict application of the 60-month limit. An abuser does not have to be convicted
of a crime for their behavior to be defined as domestic violence.

This includes:

o Domestic violence exemptions are to be reviewed every three (3) months.

e Physical acts that resulted in, or threatened to result in, physical injury to the individual.

e Sexual abuse.

e Sexual activity involving a dependent child(ren).

e Being forced as the parent/guardian/caretaker of a dependent child(ren) to engage in
nonconsensual sexual acts or activities.

e Threats of or attempts at physical or sexual abuse.

e Mental or emotional abuse.

e Neglect or deprivation of medical care.

Family members, for domestic violence purposes, are defined as adults and minors who meet any
of the following criteria:
e Related by blood or adoption.
e Are or were related by marriage.
e Are or were married.
Have dated or lived together.
Have engaged in a sexual relationship.
e The minor child(ren) of a person in one of the relationships listed above are also family
members.

Accepted documentation, without further investigation, includes the following:
e A written statement/assessment from a medical or mental health professional
e A domestic violence counselor
e Victim advocate
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e Representative of a child protection agency or social services agency or representative of
the court or of a law enforcement agency.
The statement must indicate that the family is experiencing domestic violence and that it prevents
the individual from working, participating in work activities, or otherwise making progress toward
self-sufficiency.

The TMTT Program will exempt a victim of domestic violence from the 60-month time limit
requirements without a written statement if “good cause” exists and is documented. Good cause
may be established by following these standards:
e Clients must be screened and identified as meeting the definition of domestic violence.
e C(Client information must be held confidential.
e Aperson trained in domestic violence must perform an individual assessment of the client
(repeated at least every three (3) months).
e Aplan, designed to lead to work, must be developed in coordination with a person trained
in domestic violence.
e The client must be referred to Social Services.

All domestic violence exemptions must include an individual client assessment at least every 90
calendar days by a person trained in domestic violence to be reviewed for continued eligibility of
60-month exemption.

Domestic violence are exemptions not to exceed six (6) months per incident.

TEMPORARY INCAPACITY
A parent or expecting mother in a single parent household or a two-parent household where both
adults are determined to be temporarily physically or mentally unable to perform gainful activity.
The program will accept, without further investigation, a written statement from a licensed
medical or mental health professional. Evidence of profound learning disability may be accepted
in lieu of a written statement.
e Itis required that the client apply for SDI/SSDI when requesting an incapacity exemption
if the incapacity is expected to last longer than six (6) months.
e The client must re-apply for SDI/SSDI if refused on first application and evidence of
application must be case noted.
e Atwo-parent household with only one parent incapacitated may be exempted on a case-
by-case basis.
e Temporary incapacity exemptions are to be reviewed every three (3) months and not to
exceed 18 months per adult per occurrence.

CARING FOR SEVERELY DISABLED CHILD/INCAPACITATED FAMILY MEMBER

The parent provides care for a child(ren) who is experiencing severe disability enough to preclude
the parent’s participation in work activities because the parent is needed in the home to care for
the child(ren).

e The disability, either physical or mental, must be verified by a written statement from a
physician or mental health professional, or by other relevant documentation such as
receipt of Social Security Disability (SSDI) benefits or Supplemental Security Income (SSI).

e Child(ren) in the household receiving SSI benefits will not be eligible to receive TANF
benefits simultaneously and will not be included in the TMTT household.
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e It is required that the client apply for SDI/SSDI when requesting an exemption if the
disability is expected to last longer than six (6) months.
Caring for a disabled child(ren)/incapacitated family member exemption is to be reviewed every
three (3) months and not to exceed 18 months per individual disabled child/incapacitated family
member.

One (1) parent is caring for the other incapacitated parent in a two-parent TMTT family unit. The
disability, either physical or mental, must be verified by a written statement from a physician or
mental health professional, or by other relevant documentation such as receipt of SSDI or SSI
benefits.
e TMTT household members may not receive both SSI benefits and TMTT benefits
simultaneously and may not be included in the TMTT household.
e Parent caring for the other incapacitated parent exemptions are to be reviewed every
three (3) months and not to exceed 18 months per individual disabled child/incapacitated
family member.

|~

SINGLE PARENT WITH FOUR (4) OR MORE CHILDREN UNDER SIX (6) YEARS OLD

The single parent providing care for four (4) or more children under the age of six may request a
hardship exemption from the 60-month time limit. Clients should be encouraged to participate in
activities leading to self-sufficiency during the time of the exemption. All exemptions may be
extended a case-by-case basis with Director review and approval.

108-2| CHILD ONLY ASSISTANCE

A household that has reached their 60-month federal time limit and is ineligible for federally funded TMTT
assistance may be eligible for Child Only assistance. TMTT Child Only assistance families will be funded
using State Maintenance of Effort (MOE) funds.

Child Only TMTT households may be comprised of:
e Child(ren) that have not reached 18 years of age.
e Child(ren) that have reached 18 years of age and are a full-time student in a secondary education
(or equivalent secondary and have not reached 19 years of age), per TMTT Policy Section 106.

Child Only cases must meet all other TMTT eligibility criteria with the exclusion of the adult work
participation requirement.

Child Only eligibility is based on TMTT household members, adult and child(ren)’s, income for comparison
to current federal poverty guidelines. Continued eligibility will be based on net countable income, adult
and child(ren)’s, and grant comparison for only the child(ren) aided on the Child Only TMTT case.

A Child Only household may remain open after being found over income for one (1) month. If the client is
found above income for second consecutive month, the Child Only case will close effectively at the end of
the second zero grant month. Supportive services will be provided through the closure date. Transitional
services are not provided to Child Only cases.

Eligible child(ren) in the Child Only household may receive limited supportive services. (See policy section
128, Supportive Services and Othe Household Allowances)
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Adult members of the Child Only TMTT household will be required to complete and maintain a current
Personal Responsibility Plan (PRP) to be renewed annually.

1&2 clients will be required to complete a Youth Personal Responsibility Plan (PRP) for 6-12% grade
child(ren) below a 2.0 grade point average. PRPs will require standard developmental activity as directed
by the Family Preservation Services Manager (FPSM) including specific developmental activity due to poor
academic performance or family and emotional/mental health issues.

108-3| TRANSFER OF CASE
If there is a need to transfer an open case, the following procedures apply:

Requested by the client: The transfer must be requested in writing by either the client or caseworker and
sent to the FDSM for approval and then to the Department Director who, if approved, will determine what
site the case will be transferred to.

Involuntary transfers for non-conflict of interest reasons
e TMTT staff will request a case transfer with supporting documentation to the FDSM and if
approved the request will go to the Department Director who if approves will determine which
site the case will be transferred to.
e Requests may be appealed to by client via the Client Appeal Process.
e If client is not awarded a favorable outcome to appeal, TMTT case may be closed

Voluntary transfers requested by the client do not require additional approval.

109 CONFIDENTIALITY AND RELEASE OF INFORMATION

Personal information and records of individuals and families receiving TMTT assistance is confidential.
TMTT Eligibility Specialist will review the Rights and Responsibilities form with applicants. TMTT Eligibility
Specialist will confirm receipt and understanding of confidentiality statements in their entirety. Pertinent
client information will be shared within the TMTT organization as necessary for the delivery of services.
Confidential information shall not be disclosed or discussed except as specifically authorized by the
Release of Information form signed by the recipient, under applicable law, court order, as necessary
for consultation with Tribal Attorney, or suspicion of fraud.

109-1| RELEASE OF INFORMATION TO CLIENTS

Except for Social Services case files, the client may request specific information from their TMTT case file.
The client must submit request for specific information at least two (2) business days prior. At no time will
the client be allowed to make copies of the information. The only exception to the copy limitation will be
copies of vital documents previously provided by the individual. Clients may not review confidential
information about other adults in the same assistance unit.

Clients may request to review information in their TMTT case file with exception of Social Service case
files. Requests for review must be made at least two (2) business days in advance and by appointment
only. Only specific information requested by the client will be available for review. The case file
information will be viewed only in the presence of a TMTT staff member.
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109-2 | RELEASE OF INFORMATION TO OUTSIDE AGENCIES

TMTT will not release any information unless pertinent to contracted program services without the
expressed written consent of the client or completion of the Release of Information Form, except when
required by applicable law, court order, as necessary for consultation with Tribal Attorney, or under
suspension of fraud. All requests for release of information from outside agencies must be in writing. The
written documentation must specify the information needed and the reason for the request. TMTT will
not release any information to an absent parent without written permission from the custodial
parent/guardian/caretaker.

All requests from law enforcement and/or criminal justice agencies will be referred to the TMTT Executive
Director/Tribal Administrator.

109-3| SUBPOENAS AND COURT ORDERS

TMTT will comply with all subpoenas and court orders from the Torres Martinez Desert Cahuilla Indians
Tribal Court. All other subpoenas and court orders shall be directed to the Tribal Attorney and/or Tribal
Council.

110 RESOURCES
TMTT will allow up to $8,000 in eligible resources.

110-1| RESOURCE EXEMPTIONS
Exemptions from the resource limit are allowable as follows:

e One (1) vehicle

e An additional vehicle in a two-parent household being used for employment, job search,
education or health and safety for the children.

e Income Tax Refund (regardless of whether the refund is the result of a refundable credit, over
withholding, or both) is disregarded as income and resource and will be excluded for a period of
twelve (12) months from the month received.

e Primary residence located off the reservation

e Additional exceptions may be granted for tribal burial accounts, inoperable vehicles, or other
assets that are held in trust, have no discernable monetary value, or are not accessible to the
recipient. With proper documentation, tools or equipment used for the purpose of employment
may be exempt. TMTT will include in the resource limit of $8000 all other assets, including
property, mineral rights, and stocks (except for a land/home located on an Indian Reservation)
Any resource not exempted and beyond the $8000 limit will be considered and counted as
available income to the needy family, including equity in vehicles.

110-2| OTHER RESOURCES
All other assets (i.e. property, mineral rights, stocks etc.) will be considered as available assets, any
resource beyond this limit shall be considered available income to the TMTT household.

e Liquid Resources: Includes all funds readily available to the household such as cash on hand,
money in checking or savings accounts, savings certificates, trust deeds, stocks or bonds, non-
recurring lump sum payments.
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e Non-Liquid Resources: Includes personal property, buildings, land, recreational properties and
any other properties. The value of non-exempt resources shall be its equity value less
encumbrances.

In some limited circumstances, money received in a calendar month is a resource, not income. Unless
specified as a resource by these sections, any monies received in a calendar month are income in the
month of receipt. If any of this money remains available to the client in the next month, it is a resource.

110-3| RESOURCES AVAILABLE TO CHILDREN

All resources available to the head of household are equally available to the child(ren) unless identified
otherwise within TMTT Policy. If the child is living with a Non-Needy caretaker, relative resources
belonging to that relative are not considered available to the child.

110-4| WHEN RESOURCE VALUES ARE MEASURED
A client who is found over the resource limit for one (1) calendar month, continues to be over the limit
for the following month will be considered over the allowable TANF resource limit and will result in case
closure. “One (1) day, one (1) month” principle will be applied to client resource limits.
e Example: Client is within resource limit for at least one (1) day in February then receives resources
or assets that put them over the allowable limit within the same calendar month. If March client
remains over the allowable resource limit, case is required to close effective March 31°.

110-5| DETERMINING VALUE OF COUNTABLE RESOURCES
The ownership and value of a resource must be verified and documented by TMTT staff.

When determining the total value of non-exempt resources:
e Add all amounts of available liquid resources
e Add the cash value of all other non-exempt available resources without rounding cents

When determining the value of all other available countable resources (personal and real property):
e Establish the value of the resource

110-6| RESOURCES OF SDI/SSDI/SURVIVOR BENEFIT RECIPIENTS
SDI/SSDI recipients may be included in the TMTT household. Benefit income will be deducted dollar
for dollar against TMTT base grant amount and may affect program eligibility.

110-7 | DETERMINING AVAILABILTY OF JOINTLY HELD RESOURCES

This section does not apply to resources owned jointly by TMTT household that includes an SSI recipient
(See Section 111-1, Social Security Resources). Jointly owned resources must be treated by the following
principles:

e If the joint owners are legally married spouses, and they live together, the resources are equally
and totally available to each other.

e If the joint owners are adults presenting themselves as a couple, and they live together, the
resources are equal and totally available to each other.

e Resources jointly owned by an applicant and any other person, who is not the applicant’s spouse
and/or not living with the applicant and presenting themselves as a couple, will be considered a
countable resource only if the other person can be located and states a willingness to dispose of
the property at no direct cost to the applicant.
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All real property, excluding the home, that is for sale or not sellable and jointly owned by an absent or
non-agreeing co-owner, or otherwise exempt, will be counted against the resource limitation. The
amount to be considered will be the owner’s equity, which is defined as FMV less legal encumbrance.

110-8| CONVERSION OF SALE OF A RESOURCE

Conversion or sale of a resource occurs when a resource of any form is exchanged for a resource of
another form (i.e. a liquid resource exchanged for a non-liquid resource or vice versa). Conversion would
also occur by exchanging a non-liquid resource for another non-liquid resource (i.e. an individual may
trade an automobile for a pick-up truck).

A conversion or sale of a resource may not represent income to the recipient when a non-liquid
resource is sold for a liquid resource then immediately used for purchase of another non-liquid resource
(i.e. an individual may have an automobile, which they sell for $300, then use that $300 to purchase
another automobile). The conversion or sale does not result in income to the recipient. The newly
acquired item (whether liquid or non-liquid in nature) is a resource subject to all the resource criteria for
continuing eligibility.

110-9| REFUNDS AND REIMBURSEMENTS

Refunds or reimbursements may produce income resulting in cash that should be counted only as a liquid
resource, not as income. This is true whether the resource being converted was available and not exempt
(See section 110-8, Conversion of Sale of Resource).

Examples of this kind of conversion include:

e Refund of a rent deposit or rental cleaning deposit. This is an unavailable, uncounted liquid
resource that is converted to an available liquid resource when the individual moves.

e A piece of merchandise is returned in exchange for refund of the purchase price.

e Money paid out from the manufacturer under product warranty provisions which later refunds a
repair.

e The total amount of a tax refund because of a refundable credit, over-withholding, or both —is
disregarded as income/resource the month that it is received. If funds are available, the
following month it will be counted as a resource.

e An employer reimburses an employee for out-of-pocket expenses related to work.

e A person not of retirement age cashes in their paid-up entitlement to a past employer’s
retirement fund.

110-10|] GUARDIAN/PAYEE DESIGNATION
ATMTT applicant/client may serve as a formal or informal agent, trustee, payee, or financial guardian
for another person.

Examples of such arrangements include but not limited to:
e Aclient who cashes a severely disabled relative's assistance checks and spends the cash to meet
that person’s needs.
e Anurban client who occasionally receives cash or a money order from a friend who lives in a
remote area and needs an intermediary to purchase supplies on their behalf.
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o Aclient who has been given signature authority on an institutionalized relative’s bank account.

o Aclient accepts a roommate’s share of the rent and passes it on to their landlord.

e Peer 2 Peer payments into client’s accounts used for a verifiable direct payment on behalf of
someone else

Such arrangements may involve a joint bank account, signature of authority or deposits of the non-client’s
funds into a singly held account, peer-to-peer payments or simply a hand or mail transfer of cash. These
funds will not count as an available TMTT resource or as available TMTT income. The client must
demonstrate that the passed-through monies are not used for support of their TMTT household.

A client who has such arrangements should be urged to find an alternative or to formalize the
arrangement. The client should be advised to keep detailed receipt and expenditure records to prevent
these funds from being considered as TMTT countable income and resources.

111 TYPES OF RESOURCES

111-1| SOCIAL SECURITY RESOURCES

Any adult household member who receives SSI (Supplemental Security Income) benefits will be excluded
from the TMTT household and SSI income will be disregarded in determining the TMTT eligibility and
TMTT grant. Any other earned and unearned income will be subject to calculation according to TMTT
policy. These household members may not be included in TMTT household and may not receive TMTT
assistance benefits but may be eligible to receive non-assistance (3&4 Services).

SDI/SSDI recipients may be included in the TMTT household and receive benefits, but this income will be
deducted dollar for dollar and may affect program income eligibility.

Example: A TMTT couple has a joint bank account with $2,000 in it. If one (1) adult goes on SSI, the equity
value of the bank account would be pro-rated and the adult not on SSI would then have a countable
resource of $1,000.

111-2| CASH ON HAND AND OTHER LIQUID RESOURCES

Cash on hand and other liquid resources (bank accounts, peer to peer (P2P) payments, stocks and bonds
or other items readily convertible to cash) available to TMTT household members, which are not
otherwise exempt, will be counted against the resource limit. Liquid resources, cash on hand or deposited
income will be counted against the TMTT resource limit of $8,000.

111-3| LUXURY ITEMS

The equity value of “luxury items,” household goods and personal effects not essential to day-to-day life,
are countable resources. TMTT staff members will assume that the applicant/client has no luxury items
with high enough value to affect eligibility unless the applicant/client states otherwise.

Luxury items that may count against the resource limit are defined, as any household item that has a face
value of $5,000 or more and, in the prudent judgment of the TMTT staff member, is not essential to day-
to-day living.
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111-4| STOCKS, BONDS AND SECURITIES

All bonds (United States government savings bonds or treasury notes, municipal or government bonds or
corporate bonds), all stocks (common or preferred shares of business organizations) and securities which
are not otherwise exempt will be counted against the resource limit.

111-5| LIFE INSURANCE
Life Insurance “Cash Surrender Value” benefits paid out to the client will be counted against the TMTT
resources limit.

111-6| JOINT BANK ACCOUNTS

If the primary account holders of a joint bank account (checking, savings or share accounts) are living
together, the balance on the account becomes equally and totally available to each person. This is true if
the joint account requires any one signature to withdraw (an “or” account) or both signatures (an “and”
account).

e On an account where both primary account holders are required to sign for withdrawals an
account, balance will not be considered an available TMTT resource if the absent spouse can’t be
located or can be located but refuses to sign joint withdrawals.

e Onanaccount where only one of the primary account holders are required to sign for withdrawals
the account, balance is considered totally available regardless of the absent spouse’s location or
intention and will be considered an available TMTT resource.

In determining joint account ownership, TMTT staff will use prudent judgement when considering the
source of the funds, the stated intent of the parties named on the account and the use of the monies in
the account. Some deposits made into a joint account may also be considered as available income in the
month the deposit is made if found that the account contains resources considered available to a member
of the TMTT household and will be considered an available TMTT resource.

Upon discovery of availability of funds in a joint bank account, case worker will notify client of the
countable available resource and will give client up to 30 calendar days to submit proof that their name
has been removed from the account without an over payment or penalty due to the discovered additional
resources.

When the case worker discovers that a recipient has a joint account containing resources considered
available under this chapter which are sufficient to place the unit over the TMTT resource limit, the
recipient must be given a written notice allowing 30 days after discovery to remove their name from the
account and prove to the agency they have done so. If he or she complies within 30 days, the unit remains
eligible and no overpayment has occurred due to resource limits.

Bank accounts on which an applicant/client has only signing authority, but does not own, are not
considered a joint bank account.

111-7| MOTOR VEHICLES

A motor vehicle is any passenger car or other motorized vehicle used to provide transportation of people
or goods. This includes cars, trucks, RV’s, motorcycles, ATV’s, snowmobiles, golf cart, watercraft,
airplanes, or other motor vehicles. “Motor vehicle” does not include pickup “shells” or “campers”
designed to be mounted on cars or trucks, whether they are mounted on the vehicle.
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The equity value of a motor vehicle without a lien will be counted towards the TMTT resource limit, unless
otherwise exempt (See section 110, Resources).

FMV is the price the vehicle would sell for in its current condition in the community where it is located
which can be determined by using www.kbb.com.

If a vehicle is over 20 years old, the vehicle may be considered a classic, collector or vintage and a valuation
report from www.jdpower.com is required.

National Automobile Dealers Association (NADA), Kelly Blue Books, and Edmunds may be used as
acceptable documentation in determining Fair Market Value.

111-8| LUMP SUM PAYMENT

Lump sum payments (i.e. termination paycheck, retroactive Social Security Benefits, insurance policy cash-
in, etc.) received by TMTT household members, not otherwise exempt, will be treated as income in the
month of receipt. Any lump sum treated as income will be treated as a resource in the month following
the month of receipt.

Insurance settlements, personal injury awards and manager compensation awards must be counted as
income in the month of receipt except for:
e Portions specifically designated or used for the purpose of which it is paid, with supporting
documentation that funds were spent on resource replacement
e Burial and funeral expenses
Medical bills

The recipient of a settlement or award has until the end of the month following the month funds were
received to expend the funds designated for a specific purpose. The TMTT staff should advise the client
of possible outcomes resulting from excess resources.

111-9| INCOME TAX REFUND

Tax refunds must be reported by the client, but are excluded as income for TANF grant determination in
the month funds are received and for 12 months following the months of receipt. Any amount remaining
will be treated as a TMTT resource beginning the 13th month after funds were received.

112 INCOMES

All incomes of the applying TMTT household members must be considered, regardless of their sources or
types. A TMTT household must have available income that is at or below the TMTT Income Standards
(200% poverty level and grant amount for TMTT household) appropriate to their TMTT family size and
type as applicable unless otherwise exempt.

In determining if income eligibility exists, the current calendar month period is used to determine what
income may be available to the applicant/client. All income that is received, or may be reasonably
expected to be received, in a calendar month is available.

Net income will be used to calculate TMTT grant with exception of deductions in form of fringe benefits
or employer offered savings accounts (Employee Savings Plans (ESP) and/or advance pay) that become
readily available cash income to client after payroll withdrawal. Clients must be able to prove savings,
and withdrawal is accumulating and not withdrawn as available income to TMTT household.
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The resources and income of an undocumented resident living in the TMTT household are considered
totally available to the child(ren) and will be used to determine resources and household eligibility.

Allincome reported by clients must be reviewed and categorized as earned and unearned income. Income
may be used in calculation of eligibility determination and TMTT grant payment based on income type
and possible exceptions.

112-1| EARNED INCOME
Earned income is income earned in cash or in-kind in the form of wages, salary or commissions in exchange
for the performance of services by the employee. Earned income includes payments made at one time for
services performed over a long period of time including payments made by P2P (Zelle, Venmo, PayPal,
Apple Pay, Crypto, etc.).

112-2| UNEARNED INCOME
Unearned income is all income that an individual receives from sources other than work or employment
where no direct, personal effort or activity is performed.

113 TYPES OF EARNED INCOME

113-1| EARNED INCOME FROM EMPLOYMENT
Earned income from employment is the net earned income will be used in eligibility determination and
the TMTT grant payment calculation after standard TMTT deductions.

113-2| EARNED INCOME FROM SELF-EMPLOYMENT

Self-employment income is the amount of income earned by obtaining, producing or purchasing of goods
or services after all the allowable, non-personal costs (business expenses) of earnings are subtracted. This
includes payments made P2P (Zelle, Venmo, PayPal, Apple Pay, Crypto, etc.).

Self-employment income will require income and expense records and supporting documentation to
include tax documents, bank statements and receipts as they directly relate to the business. TMTT staff
will review submitted documentation and approve justifiable costs of doing business. Net self-
employment income will be used to determine eligibility and the TMTT grant payment calculation.

113-3| EARNED INCOME OF DEPENDENT CHILD

Earned income of dependent child is the income earned in cash or in-kind in the form of wages, salary, or
commissions in exchange for the performance of services by the child in the case. Earned income includes
payments made at one time for services performed over a long period of time. This includes payments
made by P2P (Zelle, Venmo, PayPal, Apple Pay, Crypto, etc.).

Earned income of a dependent will not count as income in the TMTT grant payment calculation.

113-4| EARNED INCOME OF EXCLUDED CHILD
Earned income of excluded children is the income received by TMTT household members on behalf of
children excluded from the TMTT household.

All income must be verified to ensure the reported income is in fact for the excluded child. It is not
necessary to verify income sources or amounts belonging to excluded children.

The income of any child(ren) who are not a part of the TMTT household will not be used in eligibility
determination and income in the TMTT grant payment calculation.
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113-5] JURY DUTY PAYMENTS AND WITNESS FEES
Jury duty payments are payments made to individuals for the time and travel during jury duty service.

Jury duty payments and witness fees will count in the eligibility determination or TMTT grant payment
calculation.

Exceptions to jury duty payments or witness fee are as follows:
e Monies designated as per diem or as a reimbursement for such items as food, lodging, parking,
or transportation do not count in the eligibility determination or TMTT grant payment calculation.

113-6| CONTRACTUAL WORK

Contractual earned income is income received by a client as a fixed fee to the work for a specified
timeframe or on a certain project. This may also be referred to as an independent contractor, contract
worker, freelancer or work for hire employment.

Clients who are employed under a contract and are not paid for their contractual work on at least a
monthly basis will have their earnings prorated over the number of months covered by the income.
However, any wages received in advance of the contractual earnings are treated as income earned in the
month of receipt. The months covered by the contractual income are the months in which the employee
is working under the terms of the contract.

Contractual work income will count as earned income in the TMTT grant payment calculation.

113-7| SUBSIDIZED WORK

Earned income from subsidized work is income from participation in programs such as, but not limited to,
Workforce Innovation and Opportunity Act (WIOA) program or TMTT Temporary Work Experience
(TWEX).

Trainees in the WIOA or any subsidized work experience program may receive periodic income from
participation in the program. The TMTT Temporary Work Experience (TWEX) stipend is provided as a
supportive service and is not included as income. All earned WIOA payments are exempt and do not count
in the eligibility determination or TMTT grant payment calculation.

Earned WIOA/Subsidized work income is income from internships and apprenticeships as part of a WIOA
program.

If the earned income from subsidized work is gained from temporary participation, such as a paid
internship or apprenticeship, from a work training program it will not be counted as income in the TMTT
grant calculation. This includes programs such as WIOA.

113-8| IN-KIND
In-kind income is any income, other than money or cash, paid in the form of goods and services.

Employment which is paid “in-kind” rather than in cash to any member of the TMTT household is not
counted in determining eligibility or TMTT grant payment.

Verification of contributions or gifts is completed by ensuring actual cash does not pass through the
hands of any member of the household and is required for all in-kind payments.
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In-kind earned income received as full or partial compensation for services rendered, such as rent
reduction in exchange for managing apartments or “working off” a store bill, will be counted as earned
income. Verification of circumstances and dollar value must be obtained and may be limited by the
Personal Responsibility Plan (PRP).

Child support payments made “in kind” are disregarded as income.

113-9| WORK-STUDY EARNED INCOME
Work study income is earned by a student employed in an approved on-campus or off-campus employer.

Any income an applicant/client earns from employment in a work-study program will not be used in
eligibility determination and income in the TMTT grant payment calculation.

This disregard applies to both adults and children. Part-time employment verification is required of an
applicant/client who claims to be in a work-study program to ensure the applicant/client has not
individually acquired a regular part-time job.

114 TYPES OF UNEARNED INCOME

114-1| PEER TO PEER PAYMENTS
Peer to peer payments (P2P) are digital transactions between two individuals transferred directly from
one person’s peer to peer account to another’s such as Zelle, Venmo, PayPal, Apple Pay, Crypto, etc.

Peer to peer payments will be deductible dollar for dollar and will be used to determine eligibility and
TANF grant payment calculations unless otherwise specified in TMTT Policy.

114-2| UNEMPLOYMENT COMPENSATION
Unemployment is income received by a person as a form of compensation after loss of employment or
reduction of hours.

Unemployment income will count dollar for dollar as income in the eligibility determination and TMTT
grant payment calculation.

114-3| ROYALTIES
Royalties are payments received in exchange for use of intellectual property, land or rights.

Royalty income will count dollar for dollar as income in the eligibility determination and TMTT grant
payment calculation.

114-4| CONTEST OR LOTTERY/BINGO WINNINGS
Winnings are generally income won in a game of chance, lottery or contest paid either in lump sum or in
periodic payments.

Lottery and bingo winnings income will count dollar for dollar as income in the eligibility determination
and TMTT grant payment calculation.

114-5| DIVIDENDS AND INTEREST INCOME
Dividends are income payments made by companies to shareholders for investments made in their
shares.
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Dividend and interest income will count dollar for dollar as income in the eligibility determination and
TMTT grant payment calculation.

114-6| RETIREMENT

Retirement income is a payment or series of payments made to an individual after they retire
from employment or income from an employee’s paid-up entitlement (policy in which all
premium payments are complete and free of all payment obligations) from an employer’s
retirement fund.

Retirement income will count dollar for dollar as income in the eligibility determination and TMTT grant
payment calculation.

114-7| SOCIAL SECURITY PAYMENTS

Social Security Administration (SSA) offers 4 types of benefits. Only SSI recipients are not included in
TANF case & their income is exempt. Recipients of any of the remaining 4 types of SSA benefits may be
included in the TANF case & their income will count dollar per dollar toward the calculation of grant, if
all eligibility factors are met. If a recipient of SSDI, Survivors or retirement is determined ineligible to
TANF for any reason, their income will still count dollar per dollar towards calculation of grant.

This section will identify the 4 types of benefits available through SSA.

e SOCIAL SECURITY
o Social Security retirement benefits and/or disability benefits are paid to the individual or
family member at time of a disability and based on your reported earnings.
o Social Security retirement benefits will not count as income in the eligibility
determination and TMTT grant payment calculation.
e SUPPLEMENTAL SECURITY INCOME (SSI)
o Supplemental Security Income are benefits not paid based on your prior work or family
member’s prior work available to disabled individuals and seniors over 65 years of age.
o Supplemental Security income will not count as income in the eligibility determination
and TMTT grant payment calculation.
e SOCIAL SECURITY DISABILITY INSURANCE (SSDI)
o Social Security Disability Insurance are benefits to people who have earned sufficient
work credits. This income is dependent on your earning history.
o Social Security Disability Insurance will count dollar for dollar as income in the eligibility
determination and TMTT grant payment calculation.
e SURVIVOR’S BENEFITS
o Survivor’s benefits are paid to a widow/widower, child or parent on behalf of an
individual after their death.
o Survivor’s benefits will count dollar for dollar as income in the eligibility determination
and TMTT grant payment calculation.

These household members may not be included in the TMTT household and may not receive TMTT
assistance benefits but may be eligible to receive non-assistance (3&4 Services).
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114-8| DEPOSITS INTO JOINT ACCOUNT
Deposits into a joint account are monies or income deposited into an account containing resources
considered available to a TMTT household member.

In determining joint account income, TMTT staff will use prudent judgement when considering the source
of the funds, the stated intent of the parties named on the account and the use of the monies in the
account. Some deposits made into a joint account may also be considered as available income in the
month the deposit is made if the account is found to contain resources considered available to a member
of the TMTT household and will be considered an available TMTT resource and income.

Bank accounts on which an applicant/client has only signing authority, but does not own, are not
considered a joint bank account.

Income received into a joint account may be used as income in the eligibility determination and TMTT
grant payment calculation according to all sections of TMTT policy. (See section 111-6, Joint Bank
Accounts)

114-9| CHILD SUPPORT
e FROM AN ABSENT PARENT:
o Support payments received directly from the noncustodial parent on behalf of one (1) or
more children that are in a TMTT household.
o Payment is eligible to a disregard up to $300 received per child, per month. The excess
amount of $300 is considered unearned income and will count dollar for dollar as income
in the eligibility determination and TMTT grant payment calculation.

e FROM CHILD SUPPORT AGENCY:
o Child support payments received from the child support agency on behalf of the non-
custodial parent.
o Payment is eligible to a disregard up to $300 received per child, per month. The amount
more than $300 is considered unearned income and will count dollar for dollar as income
in the eligibility determination and TMTT grant payment calculation.

o |N-KIND CHILD SUPPORT:
o Non-cash payment received from noncustodial parents in the form of food and
necessities in lieu of traditional direct child support payments.
o In-kind child support payments will not count as income in the eligibility determination
and TMTT grant payment calculation.

114-10| VETERANS BENEFITS AND COMBAT PAY
e VETERAN BENEFITS AND COMBAT PAY:
o Monetary benefits paid to veterans with disabilities are the result of a disease or injury

incurred or aggravated during active military service.

o Income received by any TMTT household member will be considered unearned income
and will count dollar for dollar in the eligibility determination and TMTT grant payment
calculation.
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o Exceptions to veterans’ benefits and combat pay are as follows: Monetary Allowances for
Certain Children of Vietnam War Veterans, per reference, [Public Law 106-419, Chap. 18,
title 38]. Funds will be disregarded. Per reference, [Agent Orange Settlement Funds, Public
Law 101-102] funds will be disregarded. Combat Deployment Pay, the additional amount
for deployment to an authorized “combat zone” will be disregarded. This is the amount
beyond regular military service pay which itself is not exempt.

e VOCATIONAL REHABILITATION PAYMENT:

o Payments made by the U.S. Department of Veterans Affairs (VA) and Division of
Vocational Rehabilitation for vocational rehabilitation.

o Income received by any TMTT household member will be considered complimentary
program benefits and will not count in the eligibility determination and TMTT grant
payment calculation.

o Any VA payment, which is not for vocational rehabilitation, is considered unearned
income. VA educational assistance is treated as educational income and certain
educational costs may be allowed as deductions.

o
o VETERANS PENSION:
o Benefit paid to wartime veterans because of a disability, not because of active service.
o Veteran’s pension will count dollar for dollar as income in the eligibility determination
and TMTT grant payment calculation.

114-11| SUBSIDIZED INCOME

Unearned income from subsidized work is income provided as a supportive service for participating in a
program such as WIOA (Workforce Innovation and Opportunity Act) or TMTT TWEX (Temporary Work
Experience).

Supportive services received as unearned WIOA program income are exempt and will not count asincome
in the eligibility determination and TMTT grant payment calculation.

All subsidized payments received as income or resources as allowed by federal law will be disregarded as
income or resources when determining TANF eligibility and benefit amounts. (i.e. Universal Basic Income
programs, CARES Act)

114-12| EDUCATIONAL ASSISTANCE

DEPARTMENT OF EDUCATION AND BUREAU OF INDIAN AFFAIRS GRANTS AND AWARDS:

Grant, scholarship or award made to an undergraduate student for educational purposes under any
program administered, funded or insured [Title IV of the Higher Education Act of 1965] or under a
Bureau of Indian Affairs (BIA) Student Assistance Program.

Client will be required to verify undergraduate status and submit award letter as verification.

Department of Education and BIA grants and awards will not count as income in the eligibility
determination and TMTT grant payment calculation.

OTHER EDUCATIONAL GRANTS AND AWARDS:
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All other educational grants and awards not made, funded or insured from program administered per
reference, [Title IV of the Higher Education Act of 1965] or under a BIA Student Assistance Program awards
will not count as income in the eligibility determination and TMTT grant payment calculation under
conditions which preclude it will be used for current living costs.

Under this provision, any educational award from a public or private source, which is not exempt, will be
counted as income only to the extent that it exceeds educational costs.

114-13]| GIFTS

Gift includes cash presents normally given on ceremonial occasions such as birthdays, graduation,
Christmas or cash which is not a bona fide loan (i.e. a loan for which the lender and the person receiving
the loan express no expectations of repayment).

TMTT will allow a disregard of unearned income in the form of small cash gifts, not to exceed a total of
$75 per person per month. The $75 disregard limit applies to TMTT household members and all people
whose income is defined as available to the assistance unit.

Any amount over $75 disregard will count dollar for dollar as income in the eligibility determination and
TMTT grant payment calculation.

If a parent of a child in the assistance unit reports a cash gift as child support the payment must be treated
as child support. (See section 114-9, CHILD SUPPORT)

114-14| PAYMENTS TO NATIVE AMERICANS
Payments made to Native Americans distributed by the Secretary of the Interior or by the tribe itself.

All Indian judgement funds or other disbursements that are excluded under Federal Law will be excluded
from being counted as income and earnings. (i.e. Treaty payments, Tribal General Welfare Exclusion Act
of 2014 Benefits, Winter and Summer Assistance payments made to Torres Martinez Desert Cahuilla
Indians members)

Payments excluded from eligibility determination and TMTT grant payment calculation:

e Natural Resources: Payments made to American Indians for natural resources
o All funds held in trust by the Secretary of the Interior for an Indian tribe and distributed
on a per capita basis to members of that tribe for natural resources

Payments will be excluded up to $10,000 per recipient (adult/youth) per year in determining eligibility
and/or in calculating a family’s monthly assistance grant.

e Revenue Sharing trust fund payments
e Payments made from sources other than natural resources

114-15| LOANS
A bona fide loan is a debt that the borrower has an obligation to repay and expresses in writing their
intention to repay.

Commercial and educational loans should be verified using written loan agreement or a document
identifying the borrower’s obligation to repay the loan and repayment schedule.
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All bona fide loans, including educational, personal and commercial loans, will not count as income in the
eligibility determination and TMTT grant payment calculation.

If it is determined the funds received are not from a bona fide loan the amount received will counted as
unearned income and will count dollar for dollar in the eligibility determination and TMTT grant payment
calculation.

114-16| FOSTER/ ADOPTION CARE AND BOARDING HOME PAYMENTS

Foster/Adoption care and boarding home payments are payments made by Child Protective Services
(CPS), state, local government or school board to a guardian/caretaker for the care of a child(ren) placed
in their custody/care and eligible students while the student is attending school.

A child(ren) cannot be included in a TMTT household per reference, [Title IV-E Foster Care], Adoption care
and State-funded foster/ adoption care benefits for the same period. Child(ren) receiving boarding home
payments cannot be included in the TMTT household. Any foster care, adult foster care, adoption care or
boarding home payments made by CPS, state, local government or school board to a TMTT household
member will not count as income in the eligibility determination and TMTT grant payment calculation.

Child(ren) receiving Title IV-E Foster care, Adoption care or State -funded foster care benefits may be
eligible for 3&4 services.

114-17| EARNED INCOME TAX CREDIT/INCOME TAX REFUNDS

Earned income tax credit (EITC) is a payment from the Internal Revenue Service (IRS) available to low-
income workers who have earned income and are responsible for the care of a dependent child(ren)
during a tax year.

EITC is an amount an individual may be able to subtract from his or her federal income tax. If the credit is
larger than the tax due, they may qualify for a refund even if the employed worker did not pay any taxes
during the tax year. It is also possible to obtain the EITC monthly as an advance directly from an employer.

Any EITC payments and tax refunds made to an applicant or recipient of TMTT will not count as income
in the eligibility determination and TMTT grant payment calculation for a period of 12 month:s.

The Tax Relief, Unemployment Insurance Reauthorization and Job Creation per reference, [Act of 2010
(P.L. 111-312)] was signed into law on December 17, 2010. The law includes a provision that disregards
tax refunds received after December 31, 2009, as income and as resources (for a period of 12 months) in
programs funded in whole or in part with federal funds, including those operated by states, localities or
others. The law is not retroactive but applies as of the date of enactment. States, tribes and territories
must move expeditiously to implement the provision.

114-18| ENERGY ASSISTANCE PAYMENTS
Home Energy Assistance Program (HEAP) or Low-Income Home Energy Assistance Program (LIHEAP) are
federally funded programs that assist low-income families with home energy bills.

All payments made to/or on behalf of a TMTT household by HEAP or LIHEAP, including annual direct cash
payments to TMTT household members, will not count as income in the eligibility determination and
TMTT grant payment calculation.
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114-19| UNEARNED INCOME OF EXCLUDED CHILDREN
Income received by TMTT household members on behalf of children excluded from the TMTT household.

All income must be verified to ensure the reported income is in fact for the excluded child. It is not
necessary to verify income sources or amounts belonging to excluded child(ren). The income of any
child(ren) who is not a part of the TMTT household will not count as income in the eligibility
determination and TMTT grant payment calculation.

114-20| CASH ASSISTANCE PAYMENTS
Payments from any type of cash assistance program (TANF, CalWORKs, Disaster Relief, Diversion)

Any TMTT corrective payment received by a TMTT household member will be disregarded as income in
the month it is received. Regular on-going TMTT payments will not count as income in the eligibility
determination and TMTT grant payment calculation.

114-21| TMTT SUPPORTIVE SERVICE PAYMENTS
Supportive services are payments made for childcare, transportation, work-related expenses, work
experience stipends and any other TMTT-related supportive services.

Payments made directly to the vendor or in client’s name will be exempt and will not be used in eligibility
determination and income in the TMTT grant payment calculation.

Payments received by clients acting as a vendor for services such as childcare, transportation, and other
services are not exempt unless outlined elsewhere within TMTT policy and will be used in eligibility
determination and income in the TMTT grant payment calculation.

114-22| MAJOR DISASTER AND EMERGENCY ASSISTANCE
Federal major disaster and emergency assistance or any comparable disaster assistance provided by
states, local governments or disaster assistance organizations.

Verification is required for payments made to a TMTT household member for federal major disaster and
emergency assistance or any comparable disaster assistance and will not be used in eligibility
determination and income in the TMTT grant payment calculation.

115 MONTHLY TMTT GRANT PAYMENT

This section explains the methods used to calculate benefit amounts for TMTT households and should
not to be used to determine eligibility.

TMTT grant payments will be issued to the TMTT head of household with whom the eligible child(ren) are
living, including cases where the TMTT head of household is excluded from the TMTT assistance unit. (See
section 115-2, PROTECTIVE PAYEE and section 111-1, SOCIAL SECURITY). Household members not eligible
for TANF services due to unearned income disqualifying them from TMTT cash assistance will be referred
to apply for 3&4 services.

TMTT grant payments will be mailed in the form of a check and to the client’s address on file unless other
TMTT approved arrangements have been made. All checks will be mailed in a timely manner for delivery
of scheduled grant dates (1°, 10%, 20%™"). Checks may be picked up in person at TMTT offices at the client’s
request.
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Case Workers, with Manager approval, may determine whether an emergency grant is necessary on a
case-by-case basis for the following reasons:
o New client initial grants
e Eviction
e  Utility shut off notice
e Displacement due to natural disasters
Entering residential treatment or shelter
Risk of incarceration
Homelessness
e Hospitalization or medical emergency
e Sudden death of household member
e Lost/stolen check with confirmation of stop payment from the TMDCI Finance Department
e TMTT agency error

TMTT grant payments should not be cashed prior to their issuance date. Any fees incurred because of
checks being cashed prior to issuance date will be deducted from the client’s next available grant.

115-1| MONTHLY ELIGIBILITY REPORT (MER)

A Monthly Eligibility Report (MER) is a document used to report all changes to the TMTT household used
by TMTT case workers to determine ongoing monthly eligibility.

All TMTT clients are required to submit their MER by the 10th of every month. The MER must be received
or postmarked by the 10%™. Should the 10" fall on a holiday or weekend, MER will be due by the following
business day.

Failure to submit a timely MER can result in late payment to the client. More than three (3) late MER’s in
a 12-month period will result in sanction. Failure to provide a MER by the end of the month in which it is
due will result in case closure, unless an extension is approved by Family Development Services Director.
Retroactive corrective payments will be added to the next available grant, but can be made as a separate
payment on a case-by-case basis.

115-2| PROTECTIVE PAYEE
A protective payee is a designee assigned to receive a monthly TMTT grant on behalf of the TMTT head of
household in the event of the head of household is unavailable for TMTT approved reasons as follows:

e Child(ren) are under the care/custody of CPS

e Adult(s) are out of the home in rehabilitation/care facility

e TMTT approved temporary leave from the home up to 90 days

e Client has reached 3rd level sanction

e Atclient’s request

Active efforts will be made to receive client consent in selection of protective payee. The payee period
will end up returning to regular status.

115-3| PROSPECTIVE/RETROSPECTIVE BUDGETING

Prospective income is the estimation/projection of all income (earned and unearned) that TMTT
household members may receive in a month.
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Retrospective budgeting determines the benefit amount using actual income received two (2) months
before the payment month.

Prospective income will be determined using an estimate reflecting all income received and/or expected
to be received in one calendar month. This estimation after standard TMTT deductions will be used in
determining eligibility and calculation of a client’s first two grants. Information used in determining
estimated/projected income must be documented in detail. Payments thereafter will be made
retrospectively. Prospective and/or retrospective budgeting will not be used when actual income is
available.

The first payment made to an approved applicant will be prorated based on date of approval. Any addition
of new members to the TMTT household will be added to the next available TMTT grant month’s payment.
No prorating will occur.

If for any reason a client’s income (earned or unearned) stops, it will not be used in calculation for future
grants.

115-4| EARNED INCOME CREDIT (EID)
Clients reporting earned income from employment will be eligible to a standard earned income deduction
(EID) based on their net income.

Earned income deductions will be applied as follows:
e Step 1: Total net reported income earned for the household.
e Step 2: Deduct $550.00 per working adult
e Step 3: Subtract 50%
Total remaining will be deducted from household’s TMTT base grant amount.

In the case where an adult’s net countable is less than $550, only the actual amount earned will be
disregarded.

115-5| GRANT CALCULATION
Monthly TMTT grants will be calculated using the following method:
e Step 1. Base grant amount for TMTT approved household size
e Step 2. Minus any eligible sanctions
Step 3. Minus net countable income from employment
Step 4. Minus any countable unearned income after standard TANF deductions and exceptions
e Step 5. Minus any overpayments
e Step 6. Add overpayments owed to client
Remaining amount will be issued to clients rounded down to the nearest dollar.

115-6] MINIMUM PAYMENT/UNDER $50 GRANT

If a client is found to be eligible for a grant of less than $50, the client may choose to forego the payment
and save a countable month. If the client chooses to accept the payment, it will be counted towards the
60-month time limit.

39|Page




A client may only forgo an under $50 grant a maximum of three (3) times within a 12-month period from
the start of the first occurrence. Thereafter, months will be counted toward the 60-month time limit.

Clients must be given proper notice to accept or decline the under $50 grant.

115-7| STOP PAYMENT/REISSUE

If the TMTT head of household reports a TMTT issued check as lost, stolen or damaged the TMTT staff will
issue a stop payment to the check. TMTT staff will re-issue the check within ten (10) business days of the
confirmed stop payment.

If the TMTT head of households is found ineligible or is no longer in need of TMTT supportive service check
a stop payment will be issued.

115-8| UNDERPAYMENTS

If a client is found to have been issued a payment less than they were eligible to an underpayment is due.
TMTT staff will issue the underpayment amount to the client on the next available grant. An effort will be
made to pay back 100% of underpayments by the end of each fiscal year.

115-9| OVERPAYMENT

If it is found that a client has been issued a TMTT grant or supportive service over the eligible amount an
overpayment has occurred.

All overpayments must be repaid by TANF client regardless of agency or client error. An effort will be
made to recover 100% of the overpayment each fiscal year following the percentage recoupment
repayment schedule. (See policy section 115-10, RECOUPMENTS)

Scheduled overpayments (recoupments) will not be deducted from grants of S50 or less.

115-10] RECOUPMENTS
TMTT will make every attempt to recuperate 100% of all overpayments. Clients will be issued a repayment
schedule and their TMTT grant will be reduced until paid in full.

If the overpayment was caused by the client, the grant will be reduced by 10% of the base grant amount
for the household. If the overpayment was caused by an agency error, the grant will be reduced by 5% of
the base grant amount for the household. Recoupment can be made after case closure from Transitional
benefits and applied to amount owed.

In the case where eligibility may not extend long enough to recuperate the entire amount due, the FDS
Manager may consider dividing the total amount owed into the number of months remaining and
reducing the monthly grant by this amount until the balance is paid in full.

If the case is open, the overpayment must be corrected by adjusting all future payments. If the case is
closed, the case history must show an overpayment should a new case be opened. Any repayment during
closed status will be applied to the total repayment amount.

The recoupment withholding may be suspended for up to three (3) months with FDSM approval. It may
only be suspended if the recoupment poses such financial distress that the loss of income threatens the
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continued healthy existence and/or safety of the TMTT household. The suspension can only occur one (1)
time within a 12-month period.

Overpayments resulting from an overpayment on a Needy/Non-needy caretaker case may not be
recouped from a Child Only case.

116 REPORTING REQUIREMENTS

A TMTT household is required to report changes that may affect their eligibility or payment levels to their
case worker. All changes should be reported immediately and documentation of change submitted within
ten (10) calendar days of change. Changes must also be reported on an upcoming MER. When a client
reports any changes, the Case Worker must act on these reported changes and determine continued
eligibility exist.

Case Workers may request additional documentation in support of continued eligibility, case compliance
with proper notice and a notice of action (NOA). If documentation is not provided to the caseworker
within the ten (10) calendar day period, the next month’s grant payment will be held until
documentation/verification is received.

Examples of reported changes are as follows:
e |EAVING THE TMTT SERVICE AREA:

o Should TMTT household leave the service area, continued eligibility may not exist. If
continued eligibility does not exist, the case must close by the end of the month, and a
notice of action (NOA) should be mailed with details of the closure.

o If it is determined that eligibility does not exist for a month for which a payment was
generated, a stop payment will be issued on this payment and payment will not be eligible
beyond the closure month.

o Should changes to the household composition determine the household is no longer
eligible, clients remaining in the service area will be required to reapply for services. If
absence is temporary, refer to TMTT Policy Section 117-8 Temporary Absence from Home.
Verification of a temporary absence is required.

e MARITAL STATUS CHANGES:

o Should a client report a change to their marital status, Case Worker will be required to

review if changes affect eligibility and request supporting documentation.
e CHILD ADD ON:

o Newborn add-on

o Client reporting a newborn in the household unit will be required to submit a new
amended application to include supporting documentation (i.e., crib card, social security
card, immunization records, hospital certificate of birth) pending final documentation.

o Third trimester

o An unborn child(ren) may be added to the TMTT household upon receipt of medical
verification that the mother is in her third (3™) trimester of pregnancy or at any time of
pregnancy if mother is a victim of Domestic Violence (DV).

o Child Enters Assistance Unit

o Aclient reporting a child entering the existing assistance unit will be required to submit a
new amended application and supporting documentation. All factors of eligibility must be
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met and verified before the child can be added to the case refer to TMTT Policy Section
102, Application Process.
ADULT ENTERS ASSISTANCE UNIT:

o Aclient reporting an adult entering the existing assistance unit will be required to submit
a new amended application and supporting documentation. All factors of eligibility must
be met and verified before the adult can be added to the case refer to TMTT Policy Section
102, Application Process.

CHILD LEAVES ASSISTANCE UNIT:

o Clients must report a child leaving the assistance unit immediately and change must also
be reported on upcoming MER. Case Worker must remove child from TMTT grant
effective the first full month they are out of the TMTT assistance unit. Refer to TMTT Policy
Section 117-8, “one day one month”

o If the leave from the home may be temporary refer to TMTT Policy Section 117-8,
Temporary Absence from Home.

ADULT LEAVES ASSISTANCE UNIT:

o Clients must report adults leaving the assistance unit immediately and change must also
be reported on upcoming MER. Case Worker must remove adults from TMTT grant
effective the first full month they are out of the TMTT assistance unit. If the adult leaving
the assistance unit changes the household composition and eligibility, a new application
may be required. Refer to TMTT Policy Section 117-8, “one day one month” & refer to
TMTT Policy Section 102, Application Process.

o If the leave from the home may be temporary refer to TMTT Policy Section 117-8,
Temporary Absence from Home.

TANF CHILD’S AGE AND GRADE LEVEL CHANGES:

o Clients are required to report most current school grades and age for every child in the
assistance unit on their monthly eligibility report (MER). Case workers will be required to
act on changes that may affect household eligibility or payment level.

RESOURCE AND INCOME CHANGES:

o Clients are required to report all changes in resources and income and attach supporting
documentation. Case workers will be required to act on changes that may affect
household eligibility or payment level.

116-1| PENALTY FOR NON-REPORTING

Clients who fail to report any changes that may affect their eligibility, continued eligibility or payment
levels within the ten (10) calendar day period may have their case closed for failure to provide information
necessary to determine continued eligibility. A Notice of Action (NOA) will be sent to the client requesting
the necessary verification(s) and stating their case may be closed for non-compliance. Failure to respond
to this NOA may result in the client’s case being closed at the end of the applicable month with approval
from the FDSM.

Should the recipient report a change (i.e. income, lump sum payment, household composition changes,
etc.) and documentation is not provided to the caseworker within the ten (10) calendar day period, the
next month’s grant payment will be held until documentation/verification is secured and an NOA is sent
to the client. If the client fails to provide the necessary/requested verifications, the case will be closed.
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If a client’s case is closed due to pending documentation that impacts eligibility, the same
documentation will be required for up to twelve (12) months if the client reapplies and is approved.

117 SPECIAL FAMILY SITUATIONS

117-1| SEPARATE FAMILIES LIVING TOGETHER

If an application is received from a person who resides with someone else who is already receiving TMTT
benefits, the application may be processed, and eligibility determined as with any other case as long as
the applicant and/or the child(ren) are not included in the other existing case or receiving benefits as a
member of any other household.

117-2| PARENT/GUARDIAN WITH MULTIPLE CASES
Non-Needy caretakers who already have a case with one (1) or more child(ren) for whom they have
guardianship and add other child(ren) from a different parent will have more than one (1) TANF case.

In situations where the biological parent(s) reside in the same household as the non-needy caretaker
who has legal custody or guardianship of the minor child(ren), the resources and eligibility of the
biological parent(s) will be excluded—provided that the care, control, and custody of the child(ren)
remain solely with the legal guardian or caretaker. The basis for guardianship must remain active, valid,
and documented for the duration of the non-needy caretaker case.

117-3| UNMARRIED ADULTS LIVING AS A COUPLE

In cases with two (2) adults living in the household, even if not married, they must both be included in the
TMTT assistance unit. A couple will be defined as two (2) adults living together, presenting themselves as
a couple and sharing the same mailing and/or physical address. If an adult is receiving SSI or a non-citizen
refer to TMTT Policy Section 105 Citizenship and Residency status and Social Security Payments.

117-4] TWO (2) ADULTS CLAIMING CARE OF A CHILD

When determining if a child(ren) and parent/caretaker are living together, the primary factor to consider
is the location of the child(ren). The child(ren)’s home is the place where the child(ren) resides/sleeps
more than 50% of the days in a calendar month.

Within this definition, a child(ren) may also be “living with” a parent/guardian if:
e The child(ren) is under the jurisdiction of the court (such as, receiving probation services or
protective supervision)
e Legal custody is held by an agency that does not have physical custody of the child (such as, tribal
foster care custody).

NEW TMTT APPLICANT:

e If there is a disagreement between the parents during the application process, the parent
who applied first will be given the opportunity to receive the benefits for the child, given that
there is no custody or guardianship agreement in place.

e If two (2) parents are claiming the care of child(ren) in the TMTT household and there is ruling of
the court, CPS or ICWA in place, the documented ruling will be followed.
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CURRENT/ACTIVE TANF HOUSEHOLD:
If a child is being aided with one (1) parent/guardian and a second parent/guardian chooses to apply for
benefits for the same child(ren) being aided on a TMTT case:

e If a parent is being aided for children on a TMTT case and a second parent applies for the same
children, parents will need to provide a custody or guardianship agreement, supporting
documentation meeting eligibility criteria and/or a notarized agreement in writing agreeing to
which parent will receive aid for the children. Aid for existing cases will continue until an
agreement is reached between the parents. If court, CPS or ICWA order is in place, verification
must be received and parent with the order will be considered for benefits. New application may
be required if parent with ruling is not already the head of household on active TMTT case.

117-5| CHILD REMOVED/LEAVES ASSISTANCE UNIT

Existing Clients

TMTT will continue to provide cash assistance to a TMTT head of household when the child(ren) have
temporarily been removed from the home if reunification is anticipated for up to 180 consecutive
calendar days per reference, [408(a) (10) of the Social Security Act]. The head of household must abide by
the court order reunification process and provide documentation to continue cash assistance.

If reunification plan is not in place TMTT eligibility for child(ren) leaving the home will continue for the
remainder of the month (one day one month) and may exist for up to one additional month if the
child(ren) will be added to a new TMTT household if the child(ren) do not receive per reference, [Title IV-
E Foster Care] payments or Kin-GAP.

Applicants

Applicants in the reunification process will be given up to 180 consecutive calendar days with proper
documentation. Applicants, without the children in their custody working through the reunification
process, will require Social Service referral upon approval. All cases in which the parent is in the
reunification process will require a mandatory Social Service referral and vendor payment on housing and
utility payments to maintain the home during the children's absence.

117-6| SSI CHILD CASES

SSI child(ren) may not be included in the TMTT household. In situations where the only dependent
child(ren) in the assistance unit is an SSI recipient, eligibility for TMTT will not exist. However, the
child(ren) and family may be eligible for non-assistance 3&4 Services and will be referred to 3&4 eligibility.

117-7| PREGNANT WOMEN

A pregnant woman with no other TMTT child(ren) in the home can receive TMTT assistance beginning 90
calendar days from the expected date of delivery of a medically verified pregnancy. Victims of domestic
violence can receive TMTT assistance at any time during their pregnancy.

If a non-native woman is seeking benefits for an unborn child, when second parent is not part of the TMTT
household, verification of parentage and eligible Native American heritage will be required.

117-8| TEMPORARY ABSENCE FROM HOME

All temporary absences that are expected to last a month or longer, and the circumstances of those
absences must be reported and noted in the case file. Verification is required.
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ABSENCES LASTING LESS THAN ONE (1) MONTH:

A parent/caretaker is allowed temporary absence from the home if parent/caretaker and child(ren) are
both in the home at least one (1) day of the calendar month (one day one month). TMTT eligibility will
exist.

e Planned Temporary Absence
o A parent/guardian may be out of the home on an approved temporary absence (i.e.
employment, seeking employment or military assignment) for up to 30 calendar days. The
parent/guardian will remain part of the assistance unit and their income and resources
will be used in determining TMTT eligibility and grant amounts.

ALLOWABLE ABSENCES LASTING MORE THAN ONE (1) MONTH:
There are certain special circumstances in which TMTT eligibility can exist if there is an absence lasting
more than 30 calendar days.

In cases of temporary absence lasting more than one (1) month parent/caretaker responsibility for the
child(ren) must continue and the payment must be changed to a protective/designated payee to be
determined by a court of competent jurisdiction or the caseworker and the client.

e Unplanned Temporary Absence: An absence lasting up to six (6) months is allowable when a child
or parent/guardian is expected to return to the TMTT household due reasons including, but not
limited to:

o Hospital stays.

o Public or private institutions receive treatment for mental or physical illness.
o Rehabilitation

o Substance abuse treatment

In cases of substance abuse treatment, the absence may exceed the six (6) month period.

If child(ren) are out of the home with the parent/caretaker while in substance abuse treatment TMTT will
continue to provide cash assistance for up to 90 calendar days.

TMTT will continue to provide cash aid for an additional 90 calendar days as determined by TMTT Social
Services staff while an eligible Needy parent/guardian is in inpatient treatment program with their
child(ren) as needed to prepare for employment.

COURT ORDERED VISITATION:

A child(ren) will be allowed temporary absence from home due to court ordered visitation or parent
visitation agreement with the parent who resides away from the child(ren)’s home for up to three (3)
months without affecting TMTT eligibility and grant.

TMTT eligibility can exist as long as:

e The parent/guardian/caretaker maintains a home for the child(ren) to return

e Theintent is for the child(ren) to return to the TMTT home at the end of the visit
The child(ren) does not receive TMTT services while in the care of the parent they are visiting
The absence does not last longer than three (3) months.
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CHILD ATTENDING BOARDING SCHOOL:

A child(ren) attending boarding school will be allowed temporary absence from the home.

TMTT eligibility can exist as long as:

The parent/guardian/caretaker is maintaining or required to maintain a home for the child(ren).

The custody of the child(ren) remains with the parent/guardian.

The intent is for the child(ren) to return to the TMTT home on weekends, holidays or at the end
of the school year.

The child(ren) is not a permanent resident of another county, tax dependent within another
household, or member of another TMTT household.

Parent/guardian responsibility for the child(ren) continues.

118 NOTICES OF ACTION

All actions taken by a TMTT staff on a TMTT case/application must be followed by a written Notice of
Action (NOA). All notices must be adequate and timely, at least ten (10) business days from the date of
the action taken on the case.

Notices should include the following:

The action being taken on the case.

Reason for the action taken on the case.

Date and/or deadline if action is required from client.
Details of the requirements.

Causes of a Notice of Action may include, but are not limited to:

Changes to Household Composition.

Incomplete or missing Monthly Eligibility Report (MER).
Discontinuance of TMTT case.

Other reasons of noncooperation or non-compliance.
Missing supporting documentation.

Changes to eligibility status.

Mandatory appointments/workshops.

Changes to TMTT benefit amounts.

With exception of TMTT grant notices which may not allow for adequate 10-day notice due to processing
times. Grant change notices should be mailed as soon as grant amounts are determined if 10-day notice
is not possible.

119 FRAUDS

119 FRAUD DEFINITIONS

Fraud exists when a person, on behalf of himself or herself or others, has done any of the following:

1.

Knowingly, and with intent to deceive or defraud made a false statement or representation to
obtain benefits, a continuance, an increase of benefits, or to avoid a reduction of benefits.
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2. Knowingly, and with intent to defraud, failed to disclose a fact which, if disclosed, could result in
a denial, reduction, or discontinuance of benefits.

3. Accepted benefits knowing he or she was not entitled to those benefits or accepting any
number of benefits knowing the amount of benefits received was greater than the amount to
which he or she was entitled.

4. Fraud is an act of deceiving or misrepresenting

119-1 REASONABLE CAUSE FOR INVESTIGATION

TMTANF Program should conduct a fraud investigation when there is reasonable cause to believe that a
person, on behalf of himself or herself or others, has committed or intends to commit fraud.

e All TANF applicants must be informed via NOA of any issues regarding fraud and/or case closure.

e (Client documents provided to the TANF program may be accessed, cross-case referenced, and
used as evidence in cases of suspected fraud.

e At the discretion of the assigned investigator the case may be suspended from receiving further
services during investigation.

119-2 FRAUD REFERRALS

When a TANF worker believes an individual is committing fraud or a complaint is made alleging that an
applicant or recipient may have committed fraud, this must be reported to the subsequent supervisors.

e The supervisor shall immediately report the fraudulent activities to the executive office

e (Cases will be investigated by Compliance. Results will be submitted to Executive Director.

e The Executive office will assign a panel to review the case within five working days of being
reported.

e Data will be compiled which may include interviewing employers, case workers, or other
individuals with direct knowledge of the client’s situation, to ascertain the facts.

e If acase /application has been determined as potential fraud we will notify the client by Notice of
Action of pending review.

e Atthe discretion of the TMT Executive Director and review panel the case may be suspended from
receiving further services during the review period.

e In cases of employee / client fraudulent activities may result in possible termination of
employment

e The TMTT Executive Director and the appointed panel will review to make a final decision
regarding whether fraud was committed or whether the intent to commit fraud exists.

119-3 CLIENT RIGHT TO APPEAL FRAUD DETERMINATION
An individual accused of fraud has the right to appeal using the TANF appeal process.

TANF applicants and recipients who are affected by an adverse action on their case may be entitled to a
hearing through the appeal process. All requests for a hearing must be in writing and submitted to the
Executive Office within 10 days of receiving notice of adverse action.

119-4 PENALTIES
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The Executive Director will determine the level of penalty associated with a fraudulent case. This may
warrant one or all the following:

e Recoupment of overpayment

e Case closure, including denial of non-assistance services or change in services, such as a
requirement to change childcare providers, court ordered restitution or criminal prosecution.

e Loss of employment

120 TANF APPEALS

A participant who believes that their client rights to Services have been violated by any TMDCI TANF
personnel or policy may file an Appeal to any adverse decision or sanction made by TMDCI Tribal TANF
staff and/or decisions to deny, reduce, or terminate assistance/services or a decision to be placed on
direct vendor payments. Clients that are also TANF staff members may not use company equipment
(email) or time to submit or follow up on personal appeals.

TMTT will provide individuals at risk of losing/changing benefits a Notice of Adverse Action (NOA) ten
(10) business days before said action will begin

Clients/applicants have been informed of their right to appeal during the application process and before
any adverse action is implemented.

Individuals may appeal decisions such as:

¢ Denial of services

e Reduction or termination of assistance

¢ Imposition of sanctions

e Any other adverse program-related action

120-1 CLIENT APPEAL PROCESS
The following appeal process shall apply to TANF clients and applicants:

Exceptions: If the program management team determines and verifies that the assistance unit is living
out of the service area, engaged in fraud, or the adult head of household does not have custody of the
child beyond the allowable timeframe, the family will immediately be ineligible for services. In these
cases, due payments may be held until the issue is resolved and the client is deemed eligible.

During the application process and prior to any implementation of action, individuals shall be advised of
their right to appeal an adverse decision or sanction by TMTT and/or decisions to deny, reduce, or
terminate assistance/services, etc.

TIMELINE FOR FILING AN APPEAL

e Executive Office -All appeals must be in writing and submitted to the Executive Office within 30
calendar days of the date on the Notice of Adverse Action, appeals received after the 30
calendar days will not be reviewed.

e Initial Review -The TANF Executive Office will assign the appropriate TANF Director and
Manager who will respond within ten (10) business days.
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e Executive Review -If a resolution is not possible at the Director's level the matter will go up to
the Executive Director who will respond within five (5) business days.

o Request for Final appeal hearing - If the individual disagrees with the decision of the Executive
Director, they may request an appeal hearing in writing to the Executive Office within five (5)
business days.

e Final appeal hearing - A final appeal hearing will be scheduled within ten (10) business days. The
appeal hearing will be comprised of the Executive Director and appointed staff. The decision of
the appeal hearing will be final, and the individual will be notified within five (5) business days.
TANF reserves the right to request more time at any point in time if needed when reviewing an
appeal in the formal process of NOA.

APPEAL INSTRUCTIONS

The Appeal Process can be found on the back of the Notice of Adverse Action and is also available from
any TANF Office. An attempt will be made to resolve any issue at the lowest possible staff or managerial
level. Complaints are addressed in the Compliant Section-

The appeal may be made by Appeal Form or a written statement containing the information below:

Name, address and contact information of person appealing
Client Case Number

Date of the Notice of Adverse Action being appealed

Brief description of the decision being appealed

Description of the reason why you feel the decision is wrong

o Uk wNR

Signature of person appealing

If an Appeal Panel is not operational, upon receipt of the written appeal submitted within the required
time, the Executive Assistant will log the appeal and forward to the Executive Director.

The Executive Directors executive team will assign the appeal to the appropriate director to proceed
with a resolution. The assigned director will provide a report to the Executive Director within five
workdays. The decision of the appointed Director and Executive Director review will be final.

BENEFITS DURING THE APPEAL PROCESS

Clients wishing to maintain receiving benefits or no change to benefit levels during the appeal process
must appeal on time unless the case is suspended. If there is no suspension the client may receive full
benefits until a final decision is made. If the appeal is lost, the client will have to pay back the benefits
received while the appeal is pending. A client may also ask TMTT to suspend benefits until a decision is
reached. Funds may be retroactively restored if determined appropriately in the appeal decision and
eligibility and compliance is established.

Address where appeals may be mailed:
Executive Office

Torres Martinez Tribal TANF
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P.O. Box 969

Thermal, California 92274

121 RECOMMENDATION AND FEEDBACK RESOLUTION PROCESS

A client or applicant complaint is not a substitution for an appeal to services or service changes.

It is necessary that all staff members realize the importance of their roles in the success of our client
households. The way TANF staff members conduct themselves in the delivery of assistance may be just
as significant as the type of provided service itself. It is important that client matters are treated
confidentially, respectfully, fairly, and timely. In the event a client, applicant, or community member
cannot resolve a matter with the assistance of Manager, Manager, or Director involving the delivery of
service or behavior of a staff member the client may provide a written recommendation for resolution
to the Executive Office. Clients that are also TANF staff members may not use company equipment
(email) or time to submit or follow up on personal issues. Issues and concerns must be related to TANF
services. Any personnel issue will follow the employment personnel manual process.

121-1 TANF RECOMMENDATION AND FEEDBACK PROCESS
The primary goal of a complaint resolution within Tribal TANF program is the improvement of client
service

¢ [f aclient or other non-staff person wishes to lodge a written complaint or voice a concern the
individual will be provided with a Feedback & Recommendation Form and asked politely to
complete and return it.

e Staff who are not directly involved in the issue or resolution may help with the form if
necessary.
If the TMTT Feedback and Recommendation Form is not available, the client or applicant may
submit a written document including date, office, employee name, contact information, brief
description of the problem, and a suggested resolution.

122 NON-COMPLIANCE AND SANCTIONS

The law allows programs to define non-compliance and to determine the severity of the penalty,
exemptions and procedures to help a client avoid a sanction and the process to restore benefits. Clients
must continue to cooperate and comply with all program requirements to include activities outlined in
the personal responsibility plan (PRP). Non-compliance may result in a reduction of TMTT benefits.

A client is not eligible for supportive services during a month in which their grant was sanctioned. (See
TMTT policy section 122 Non-Compliance and Sanctions).

122-1| BENEFIT REDUCTIONS (SANCTIONS)

A sanction is a reduction of benefits imposed when a client fails without good cause to comply with
program requirements. Sanctions will be imposed progressively and may lead to case closure.
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Child sanctions will not result in reduction of benefits but may be imposed resulting in a requirement to
attend workshops or counseling services pertinent to the development, health and safety of the family.
Sanctions will be imposed progressively and may lead to case closure.

A client may only be sanctioned once per month even if there are multiple violations within the same
month. A sanction will last for a period of one (1) month.

Non-compliance or non-cooperation with program requirements may include, but are not limited:
e Poor school attendance of child(ren).
o Failure to address the health, safety, and developmental needs of child(ren).

Failure to develop or update a PRP or participate in assigned activities.

Refusal of work.

Intentional program violations.

e Non-compliance with social services referrals and services following a positive substance abuse
test.

o Non-compliance with referrals to other TMTT department resources.

e Failure to attend required workshops or office appointments.

e Non-compliance with exemption requirements.

e Non-compliance with Client Rights and Responsibilities.

e More than three (3) late consecutive MERs in a 12-month period.

e Non-compliant with youth (middle school and above) PRPs (below 2.0 GPA).

e Non-compliant with Adult PRP.

e Past due/incomplete immunization records (TMTT will require immunization of all children in the
TMTT household unless there is a medical release or a signed personal belief exemption)

e Inadequate school attendance.

e  Failure to submit report cards.

If a client voluntarily closes the case while in a sanctioned status and re-applies within 6 months, the client
case will reopen at the same sanction level imposed at time of closure.

Per the FDS Manager, a sanction may be reversed if the family comes into compliance prior to the monthly
grant check being issued. The client sanction may also be reversed if the client has corrected or
demonstrated good reason for the initial non-compliance situation and/or an exemption is granted. If the
sanction is lifted funds will be reimbursed to the household effective the next TMTT grant month.

On a case-by-case basis, sanctions may be retroactively removed, and funds returned at the discretion of

the Department Director if it is later found that the client may have been eligible for and is granted
exemption from work activity or countable months for that period.

122-2 GENERAL SANCTIONS PROVISIONS
Sanction Levels:

1) First non-compliance level — 20% grant reduction of the TANF grant for one month. This sanction action
initiates progressive levels of sanctions. A case review must be held to determine needed referrals and
other actions.
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2) Second non-compliance level — 35% grant reduction of the TANF grant amount for one month. A second
case review must be held and case referred to Social Services Department.

3) Third non-compliance level — 35% grant reduction of the TANF grant amount for one month. An
additional case review must be held.

4) Fourth non-compliance level — 35% grant reduction of the TANF grant amount for one month. An
additional case review must be held. Case will close if next month is non-compliant.

5) Fifth non-compliance level — 35% grant reduction and case closure at end of month for no less than 6
months (grant is provided to allow client possible transition to other service provider). The client is eligible
to re-apply after 6 months from the month of closure.

If the client does not come into compliance the following month after the first, second, third, or fourth
level sanction, the next level sanction will be imposed.

If the client is compliant the following month after a sanction, the next time the client is sanctioned it will
be at the first level.

If there were four sanctions within a 12-month period, the fourth sanction will be at the level of the last
sanction received and sequence will begin again at that point unless there has been at least six consecutive
months of compliance since the last sanction in which case the new sanction will again be at the first level.

For example, if a client is sanctioned in January, February, March, and again in July, the July sanction will
be at the 3rd level. If sanctioned again for August, the August sanction will be at the fourth level.
Additionally, if a client is sanctioned in January, February, March, and again in October, the October
sanction will be at the first level as there have been six consecutive months without a sanction although
there were four sanctions within 12 months and the last was at the 3rd level. In this way the client is
rewarded for maintaining their compliance for an extended period.

If a client voluntarily closes the case while in a sanctioned status and re-applies within 6 months the client
returns to the sanction level at time of closure of case.

Per the FDS Manager a sanction may be lifted if the family comes into compliance prior to the monthly
grant check being issued. A sanction may be reversed and funds reimbursed to the household the next
applicable month if it is determined by the FDS Manager and Regional Director that the client has
corrected or demonstrated good reason for the initial non-compliant situation and is granted exemption.
With Regional Director approval on a case-by-case basis, sanctions may be retroactively removed and
funds returned per discretion of the Regional Director if it is later found that the client may have been
eligible for and is granted exemption from work activity or countable months for that period.

This may only be backed dated within the current unreported fiscal year upon discussion with the
Executive Director. Retroactive sanction removal or month changes for “good cause” beyond the current
unreported fiscal year will require Executive Director approval. Resolved sanctions will restore the grant
to normal status.
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1.

PRECONDITIONS

a. Before a sanction can take effect, the individual to be sanctioned must have received
written notice that explains:

i
ii.
iii.
iv.
V.

The specific program requirement they needed to complete.

The reason for non-compliance.

What action is expected of them and when it is expected.

The consequence for not meeting the requirement(s).

An adequate amount of time (10 days) to meet the requirement(s) and/or the
opportunity to demonstrate good cause for not meeting the requirement.

PENALTIES FROM OTHER TANF PROGRAMS
a. Penalties imposed by other County/State TANF programs will not be transferred to TMTT.
CHANGES IN HOUSEHOLD COMPOSITION
a. Sanctions are assessed against families. When a sanctioned individual leaves or re-enters
an assistance unit, the sanction follows them and stays with them until the sanction is

lifted.

b. If the individual who leaves one assistance unit enters another assistance unit that is in
compliance, the sanction does not follow. However, the individual may not be included
in the assistance unit until they have demonstrated compliance for one month. The
income of the individual is considered for grant calculation of the new unit.

GOOD CAUSE FOR NON-COMPLIANCE

a. Anindividual may be excused from a sanction if the non-compliance resulted from, but

not limited to the following examples:

Vi.

Vii.
viii.

Unavailable childcare: The parent or caretaker relative in a one-parent family
cannot find appropriate, available childcare for a child under six years of age.
Domestic Violence: Meeting the requirement interferes with the participant’s
attempt, or an attempt by a member of the participant’s immediate family, to
escape domestic violence or its escalation.

Age: Client’s age 55 and over are not required to participate in Work Activity.
Crisis: A sudden and temporary situation beyond the family’s control occurs,
and it affects the health of a family member or their ability to comply. This
reason includes family illness, death, or a tragedy of nature. Must be verified
by a doctor’s statement.

Court: The participant must appear in court or serve a jury.

Transportation: Necessary transportation breaks down or becomes
unavailable, and the participant lacks a reasonable alternative.

Bad weather: Weather conditions prohibit travel.

Hazard: The work is more hazardous to the individual than to the average
worker employed in a similar job.

New Baby: Single parent with child under one or woman with a high-risk
pregnancy.

BEGINNING OF A NON-COMPLIANCE SANCTION
The sanction begins on the first day of the month following the month in which a timely notice
of adverse action is provided to the assistance unit.
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6. ENDING OF A NON-COMPLIANCE SANCTION
When an individual brings their case into compliance, a sanction is lifted and benefits restored
for the next benefit month. At no time are benefits prorated.

122-3 CHILD ONLY NON-COMPLIACE AND SANCTIONS

While Torres Martinez Tribal TANF will not require work activity participation of adults receiving Child
Only services, adults and children will still be required to comply with other TANF rules and requirements
including but not limited to adult and youth (middle school and above) PRPs, immunizations, and regular
school attendance. Non-compliance may result in a sanction being imposed, which will result in a
requirement to attend workshops or counseling services pertinent to the development, health, and safety
of the family.

Sanctions should be viewed as corrective actions ancillary to needed intervention possibly stemming from
behaviors, habits, or situations currently beyond control of an individual or household.

Except for transportation (bus passes) and allowable services deemed necessary to aid the client in
regaining compliance, the client and children may not be eligible for other supportive services during a
month in which their case is sanctioned. Transportation will be processed as usual. Any other supportive
service processed during a period of sanction must be considered an emergency protecting the health
and safety of the family and approved by the Regional Director.

Each sanction will last for a period of one month. A client may only be sanctioned once per month even if
there are multiple non-termination violations within the same month. Non-compliance or non-
cooperation with program requirements may include, but are not limited to:

e Poor school attendance of child(ren), failure to attend school parent conferences

e Failure to address the health, safety, and developmental needs of child(ren)

e Failure to develop or update a self-sufficiency PRP or participate in assigned activities or TANF
resource referrals, failure to attend office sessions

e Intentional program violations, or failure to correct violations

e Non-compliance with social services referrals and services following a positive substance abuse test.

e Non-compliance with Client Rights and Responsibilities or Client Etiquette Requirements

122-4 CHILD ONLY GENERAL SANCTIONS PROVISIONS
SANCTION LEVELS:

1) First non-compliance level — No grant reduction of the TANF grant. This sanction action initiates
progressive levels of sanctions. A case review must be held to determine needed referrals and other
actions.

Clients may be required to attend workshops and other TANF services as determined, such as parenting
classes throughout sanction process. Clients may be required to provide monthly progress reports and or
child(ren) attendance reports.
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2) Second non-compliance level — No grant reduction of the TANF grant. If possible, available grant funds
may be applied to vendor payments. A second case review must be held and case referred to Social
Services Department. Case will close if next month’s case is non-compliant.

3) Third non-compliance level — No grant reduction, vendor payment if applicable, and case closure at
end of month for no less than 6 months (grant is provided to allow client possible transition to other
service provider). The client is eligible to re-apply after 6 months from the month of closure.

If the client does not come into compliance the following month after the first, or second month, the next
level of sanction will be imposed. If the client is compliant the following month after a sanction, the next
time the client is sanctioned it will be at the first level. If there are two sanctions within a 6-month period,
the second sanction will be at the level of the last sanction received and sequence will begin again at that
point unless there has been at least six consecutive months of compliance since the last sanction in which
case the new sanction will again be at the first level.

If a client voluntarily closes the case while in a sanctioned status and re-applies within 6 months the client
returns to the sanction level at closing time.

Per the FDS Manager a sanction may be lifted if the family comes into compliance prior to the monthly
grant check being issued if it is determined by the FDS Manager that the client has corrected or
demonstrated good reason for the initial non-compliance situation and is granted exemption.

e PRECONDITIONS (CHILD ONLY): Before a sanction can take effect, the individual to be

sanctioned must have received written notice that explains:
a. The specific program requirement they needed to complete.

The reason for non-compliance.

What action is expected of them and when it is expected.

The consequence for not meeting the requirement(s).

An adequate amount of time (10 days) to meet the requirement(s) and/or the

opportunity to demonstrate good cause for not meeting the requirement.

e PENALTIES FROM OTHER TANF PROGRAMS: Penalties imposed by other County/State TANF
programs will not be transferred to TMTT.

e CHANGES IN HOUSEHOLD COMPOSITION (CHILD ONLY): Sanctions are assessed against
families. When a sanctioned individual leaves or re-enters an assistance unit, the sanction
follows them and stays with them until the sanction is lifted.

® oo T

If the individual who leaves one assistance unit enters another assistance unit that complies,
the sanction does not follow. However, the individual may not be included in the assistance
unit until they have demonstrated compliance for one month. The income of the individual is
considered for grant calculation of the new unit.

An individual with months available entering a Child-Only household will not provide the new
household with additional months. A sanctioned individual from a non-Child Only household
moving to a Child Only household will not cause the new household to have a grant reduction
but will cause the household to be sanctioned in accordance with Child Only sanction policy at
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the next available level to current household status. A sanctioned individual from a Child Only
household moving to a non-Child Only house will cause the new household to have a grant
reduction and sanction in accordance with sanction policy at the next available level.

e GOOD CAUSE FOR NON-COMPLIANCE (CHILD ONLY): An individual may be excused from a
sanction if the non-compliance resulted from, but not limited to the following examples:

a. Domestic Violence: Meeting the requirement interferes with the participant’s
attempt, or an attempt by a member of the participant’s immediate family, to escape
domestic violence or its escalation.

b. Crisis: A sudden and temporary situation beyond the family’s control occurs, and it
affects the health of a family member or their ability to comply. This reason includes
family iliness, death, or a tragedy of nature. The illness must be verified by a doctor’s
statement.

c. Court: The participant must appear in court or be assigned jury duty.

d. Transportation: Necessary transportation breaks down or becomes unavailable, and
the participant lacks a reasonable alternative.

e. Bad weather: Weather conditions prohibit travel.

f. New Baby: Single parent with child under one or a woman with a high-risk pregnancy.

e BEGINNING OF A NON-COMPLIANCE SANCTION
a. The sanction begins on the first day of the month following the month in which a
timely notice of adverse action is provided to the assistance unit.

e ENDING OF A NON-COMPLIANCE SANCTION
a. When an individual brings their case into compliance, a sanction is lifted and benefits

restored for the next benefit month. At no time are benefits prorated.

123 TMTT INITIAL ASSESSMENT AND ORIENTATION

123-1| INITIAL ASSESSMENT

All TMTT clients will be required to complete an initial assessment to determine the initial needs of the
client. The assessment results will be used in the development of a personal responsibility plan (PRP).
Upon case approval, the initial assessment should be completed with assigned case worker within 10 days
and supported monthly thereafter through client contact.

During the client’s initial assessment, the Case Worker will assess at minimum the following:
e Prior training, skills, work experience assessment
e Barrier Identification
e Career Development (as needed)
e Education Guidance (as needed)
e Exemption eligibility review

During the client’s initial assessment, the following referrals will be submitted by the Case Worker:
e Social Services Department: referral to be submitted for domestic violence, mental health, anger
management screening, & drug screening.
e (Career Guidance and/or Education: referral to be submitted for employment & higher education
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During the client’s initial assessment, the case worker will review the required documents:
e Monthly Eligibility Report (MER)
e Activity Verification Sheet (AVS), if applicable.
e Childcare & Mileage Supportive Service, if applicable.
e Other Supportive Services, if applicable.

During the client’s initial assessment, informational resources will be provided by Case Worker:
e TANF programming information including QR code resource page and community resources.

123-2| TANF ORIENTATION AND ASSESSMENT

All TANF clients are required to attend a TMDCI TANF initial orientation within 30 days of eligibility
determination. Clients will also be offered an annual orientation. Orientations provide an overview of
available services and outline client rights and responsibilities. Attendance will be documented and
maintained in the client file.

Orientation Requirements: Orientation is mandatory for all new clients, recertifications, and 3 and 4
programming, except for the annual orientation, which is voluntary. Orientations will be scheduled in
separate sessions based on orientation type and target audience. Virtual orientations must be offered to
clients in rural or long-distance areas.

e [|nitial Assessment Orientation: Required for all new clients and must be completed within 10
days of eligibility determination and prior to submission of the first Activity Verification Sheet
(AVS). Content includes case management, social services, and program services.

e Refresher Orientation: Offered two months prior to recertification for clients in their second
and third year of TANF participation.

e Advance Orientation: Required for clients in their fourth and fifth (final) years of time-on-aid.

e Annual Orientations: Offered to all clients and are non-mandatory and non-sanctionable. The
annual orientation includes a welcome session, employee panel, resource overview, and Q&A.
Adult clients who fully participate will receive a $75 incentive.

124 PERSONAL RESPONSIBILITY PLAN

All TMTT clients aged 18 and older or legally emancipated clients under the age of 18 will be required to
cooperate and sign a Personal Responsibility Plan (PRP). The written PRP is individualized for each client
to make progress towards self-sufficiency. The PRP should reflect results of initial and ongoing
assessments of the client’s skills, prior work experience and characteristics affecting employability. The
case worker develops the PRP in consultation with the client. The PRP should be viewed as the primary
document which outlines the family’s responsibility to make progress toward self-sufficiency and will be
used to determine which services TMTT will provide to the family.

As a requirement of TMTT self-sufficiency, the client will be required to participate as agreed upon in the
work activities as outlined in the PRP. Clients who fail to comply with assigned work activities may be
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sanctioned which may lead to ineligibility for supportive services. (See TMTT Policy Section 128, Supportive
Services)

At the time the initial PRP is developed, the client and Case Worker are unlikely to have all the information
needed to help the client identify all the steps and activities necessary to achieve self-sufficiency. The
initial PRP reflects only the client’s circumstances and the resources available to support the family’s PRP
at the time of development.

e Other steps and activities can be added as the need arises, as the client makes progress with the
PRP and as additional resources become available. The activities available will vary. Determine
appropriate services on a case-by-case basis. Include in the PRP where applicable, the
expectations that the client seeks out some services or activities on their own.

The program will refer the client, through the PRP, to other tribal programs, contractors or partner
agencies for comprehensive TMTT self-sufficiency services or for specific activities such as work search or
adult basic education when applicable.

If a Case Worker and client are unable to agree on appropriate assignments, the judgment of the Case
Worker and FDSM will prevail. The Case Worker must document in the client’s file the nature of the
disagreement and the reason that the assignments made are appropriate. A client refusal and/or lack of
cooperation with the PRP activities may result in benefit reduction/penalties.

Employment is the primary long-term goal in self-sufficiency planning, even for individuals who are
temporarily exempt from the work participation requirement. Other aspects of the PRP should advance
or support the ability of the participant to find and maintain paid employment. In addition, the PRP reflects
what to do to ensure the participant keeps the job.

The elements which need to be addressed in the self-sufficiency PRP will vary from family to family. The
elements of an individual family will also vary over time as the family’s circumstances change or as new
information about strengths and needs comes to light, and as progress occurs.

NEEDY PRP:
Requirements may include but are not limited to:
e Employment goals
e Education/vocational goals
o Self-sufficiency goal date
e Steps the family will take toward self-sufficiency
e Services TMTT will provide to assist the family to attain self-sufficiency
e The progress of the PRP assigned activities will be assessed with the client every 90 calendar
days.

When creating work activity assignments, the case worker should consider local employment
opportunities and the availability of resources to the TMTT client. The assignments also must reflect the

following for each client:

e Physical/mental capabilities
e Social Services recommendations
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Work experiences/skills

Health and safety

Family responsibilities/child(ren) care needs
Location of the participant’s residence

Work participation requirements must not require the client to remain away from home overnight
without their consent. Clients are required to continue mandatory work participation through their
closure date.

YOUTH PRP:

TMTT youth aged middle school to high school with a grade point average (GPA) below a 2.0 will be
required to cooperate in the development and sign a Youth Personal Responsibility Plan in consultation
with the parent/guardian and Youth Education Guidance Counselor. The Youth PRP should be viewed as
a guide to outline the youth’s plan to make progress towards educational goals and a 2.0 minimum GPA.

Clients who fail to cooperate in developing, signing, or complying with PRP requirements without good
cause may be subject to the sanction process leading to case closure.

CHILD ONLY/NON-NEEDY CARETAKER PRP:

All Child Only and Non-Needy caretakers will be required to cooperate and sign a Personal Responsibility
Plan (PRP). The written PRP will be directly related to the parent/guardian’s requirements as they relate
to the health and safety of the children in the TMTT household.

Requirements may include but are not limited to:
e Up to date immunizations of all youth in the household unless there is a medical release or
personal belief exemption form.
e Adequate school attendance for all school aged youth in the household
e The progress of the PRP assigned activities will be assessed with the client every 12 months.

All TMTT clients aged 18 or older or legally emancipated clients under the age of 18 will be required to
cooperate and sign a Personal Responsibility Plan (PRP).

DOMESTIC VIOLENCE PRP:
In a two-parent family where domestic violence may exist, it may be advisable to develop the PRP with
the victim separate from the other adult in the household. The separate PRP may need to include:
o Areferral to TMTT Social Services Department recommendations from social services for
activities centered around accessing help to overcome or escape domestic violence
e Recommendations from social services for activities to safely achieve self-sufficiency

Case workers should be aware that the development of a separate PRP may be unsafe and that this
strategy should be used with caution. Rely on the individual’s assessment of potential danger in creating
a separate PRP and proceed accordingly. When a separate PRP is not an option, you may document the
individual’s activities in the case record, being careful to ensure confidentiality.

CHANGES TO THE PRP:
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The PRP should be reviewed and updated, if necessary, by the case worker and the client whenever a
change occurs in the client’s or the family’s circumstances which could relate to employability. The client
may request a change to the PRP at any time. Changes are made only with the approval of the case
worker responsible for self-sufficiency planning.

In considering a request for a change to the family’s PRP from a client, the Case Worker should consider:
o  Whether the change will increase the family’s ability to become self-sufficient without adversely
affecting participation in work activities.
e The availability of resources to carry out the requested change.

125 WORK PARTICIPATION

125-1] WORK PARTICIPATION REQUIREMENTS

All adults in a Needy TMTT household will be required to participate in an approved work activity as
defined in their Personal Responsibility Plan unless otherwise exempt from participation. (See TMTT Policy
section 108, 60-month exemptions and TMTT Policy section 126-2, Work Activity Exemptions) The goal of
the work participation requirements is to obtain self-sufficiency and move the client into gainful
employment monitored by the Personal Responsibility Plan.

TMTT will consider compliant work participation of an individual in any approved work activity for a
monthly average of 30 hours per week for a single parent and 40 per week for a two-parent household. A
two-parent TMTT household may share the number of hours required to be considered as engaged in
work. In a two-parent TMTT household where one (1) adult may be exempt from work participation, the
second adult will be required to meet the 30 hour per week requirement for the household during the
time of the exemption.

The goal of self-sufficiency is to move the client into gainful employment. Progress is monitored by
reviewing the PRP with the client every 90 calendar days. As a requirement of TMTT self-sufficiency, a
client must take part in work activities agreed upon. Clients who fail to take part in assigned work activities
may be sanctioned.

Registered sex offenders will not be allowed to participate in events/activities where children are present.
Alternatives will be offered for required activities.

125-2| ALLOWABLE WORK ACTIVITIES

Allowable work activities align with the current economic opportunities in the area and support our clients
in achieving self-sufficiency. Pre-employment activities (i.e. orientation to the TMTT work opportunities
and supportive services; establishing the personal responsibility plan) for a new client should be
established within 90 calendar days from case approval date.

The following is a list of allowable work activities that will count towards the fulfillment of a client’s weekly
requirement. Additional work activities may apply if approved in advance by the case worker and Family
Development Services Manager.

e Unsubsidized employment

e Subsidized private or public sector employment

e Work experience or on-the-job training (OJT)

e Job search and job readiness training/activities per reference, [45CFR 286.105]
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o Up to six (6) weeks in any fiscal year unless such activity is a supplementary part of
another work activity
e Life skills training/education
o Upto 12 weeks as needed to resolve barrier
e Post vocational training and education activities leading to a certificate or a degree
e Job skill training and education directly related to employment
o Upto 12 weeks in any fiscal year
e High school and GED/HISET classes
e Providing childcare for another TMTT client
e Community service (i.e. wood hauling, hunting/fishing for elders, volunteer services, wood
chopping, volunteering at school, etc.). Volunteering is limited to six (6) months per assignment
and allowed at the discretion of TMTT.
e Small business/cottage industry development training
e Culturally relevant work activities which support the attainment/development of skills and/or
knowledge that result in employment or in the fulfillment of basic need.
e Counseling to address traumas and eliminate barriers to employment such as counseling to
address domestic violence and sexual harassment.
o Allowable hours should be determined with recommendation of Social Service staff and
case workers.
e Qutpatient substance abuse treatment program as an activity to remove barriers to promote
employment.
o Allowable hours should be determined with recommendation of Social Service staff and
case workers.
e Limited participation in Family Perseverance Department, Cultural Department and/or Family
Preservation Department activities.
o Up to five (5) hours per TMTT household per week. This participation may be increased
under special circumstances for attendance or participation in pre-planned PRP approved
activities that may interfere with ongoing approved PRP approved work activities.

Travel time up to two (2) hours per day, to and from work, training, educational activities, and childcare
provider will count towards a client’s weekly work participation requirements.

TMTT staff will be responsible for monitoring and verifying reported work participation attendance and
participation.

126 WORK ACTIVITIES EXEMPTIONS

In special situations clients may be eligible for a work participation exemption. A work participation
exemption is based on the client’s inability to meet the minimum work participation requirements.

126-1| PROCESS FOR DETERMINING EXEMPTION

Case workers will evaluate the client’s household and situation and must determine if the client’s situation
is such that they are unable to meet the minimum required work participation requirements. (See TMTT
Policy section 125-1, Work Participation Requirements)

Case workers may request an exemption on behalf of the client and if approved must be reassessed for
continued exemption at least every 90 days.
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The following are reasons for possible work participation exemption:
e Pregnant women in their last trimester of pregnancy (CODE 11)
e Single parent/guardian with an infant under the age of one (1) year
o Not being required to participate in required work activities until the infant reaches at
least six (6) months of age, up to one (1) year. (CODE 1)
e Temporary physical or mental illness that may limit a client’s ability to take part in assigned work
activities
o Must be verified in writing by licensed medical professional and reviewed for continued
illness by staff every 90 calendar days. Ilinesses lasting longer than six (6) months (See
TMTT Policy section Appendix F: Work Participation Codes (CODE 11)
e Teen heads of household who is attending full-time secondary education, or equivalent secondary
school, and have not reached 19 years of age and are working to obtain a GED or diploma (CODE
11)
e Client over the age of 55 (CODE 11)

126-2| WORK ACTIVITIES EXEMPTIONS WITH POSSIBLE 60-MONTH EXEMPTION

Some exemption reasons may be eligible for a 60-month exemption in addition to exemption from work
participation requirements. Case workers will be required to evaluate the client’s current situation and
determine the possibility of additional exemption from the 60-month time limit (Refer to Policy section
108, 60 Month Exemptions.)

Exemption reasons that may be eligible for both work activity and 60-month exemptions:
e Significantly disabled adult (verified by a physician)
e Client responsible for the full-time in-home care of a significantly disabled child(ren) or family
member as verified by a physician.
e Victims of domestic violence

Two-parent TMTT households where one (1) of the adults is exempt, the second adult will be required to
complete 30 hours of weekly work participation.

TMTT clients who are exempt from work participation requirements are not exempt from the PRP
requirement and are still required to meet the requirements set forth in the PRP.

Clients should be encouraged to participate in activities leading to self-sufficiency during the time of the
exemption. Exempt clients may be required to participate in less than 30 hours per week of activity,
leading to removal of barriers to maintain compliance and renew exemption status.

127 CASE CLOSURES

If a TMTT case closes for any reason, the case remains in retrospective budgeting for the two (2) months
following the closure which will allow for accurate calculation of a grant in a two-month timeframe.

Example:
e Aclient requests their case to be closed in January, and the case is discontinued January 31%. The
client returns to apply for TMTT services in March. The case would remain in retrospective
budgeting. Case Worker would need income verifications for January and February.
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e Cases that self-close without adequate work participation (non-exempt) and may have been
otherwise sanctioned will re-open on a sanction upon reapplication.

127-1| REQUEST FOR CLOSURE
Clients may request case closure at any time verbally or in writing. Case worker will then be required to
case note in Rite Track and close the client’s case on the last day of the last issued grant month. Clients
will be issued a notice of action.

Should a client case close with an active recoupment, the case will have recoupments implemented if the
client reapplies and is approved. (See TMTT Policy Section 115-10, Recoupments).

Should a client case close while in a sanction status, the case will return to the same sanction level if the
client reapplies and is approved. (See TMTT Policy Section 122, Sanctions).

127-2| CASE CLOSURE PROCEDURE

When a case is closed for any reason, TMTT will follow the process outlined below to ensure all closures
are completed in compliance with program policies and procedures and to determine whether any TANF
month adjustments or recoupments are required.

Step 1: Case Worker / Eligibility Worker Review

When a Case Worker or Eligibility Worker determines that a case meets the criteria for closure, the staff
member shall:

e Review the case for completeness and accuracy.

e Document the reason for closure, supporting facts, and determination in RT via a detailed case
note.

e Submit a closure recommendation to the FDSM via email for supervisory review.

Step 2: FDSM Supervisory Review
Upon receipt of the closure recommendation, the FDSM shall:

e Review the documentation and justification for closure.
e Enter a case note in RT acknowledging receipt of the closure request.
e Forward the case to the Compliance Manager for an independent compliance review.

Step 3: Compliance Manager Review
The Compliance Manager shall:

e Conduct an independent review to ensure the closure complies with federal TANF regulations,
ACF guidance, and Tribal TANF policies.

e Evaluate whether any TANF month adjustments, benefit corrections, or recoupments are
required.

e Document compliance findings and determinations in RT via case note.

e Provide written findings and recommendations to the FDSM via email.
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Step 4: Final Determination by FDSM
After receiving the Compliance Manager’s review, the FDSM shall:

e Make the final approval or denial determination for the case closure.
e Document the final decision in RT via case note.
e Notify the assigned Case Worker or Eligibility Worker of the determination via email.

Step 5: Case Closure and NOA Issuance
If the closure is approved, the Case Worker or Eligibility Worker shall:

e Issue the appropriate closure Notice of Action (NOA) in accordance with TANF notice
requirements.

e Enter the final case note in RT confirming issuance of the NOA and completion of the closure.

e Ensure all required documentation is retained in the case record.

128 SUPPORTIVE SERVICES AND OTHER HOUSEHOLD ALLOWANCES

TMTT will encourage clients to seek other resources prior to the approval of supportive services due to
TMTT being the funding source of last resort. Verification of resources may include documentation and
case noting.

Per reference, [45 CFR 286.10(a)(1)], basic assistance means cash, payments, vouchers and other forms of
benefits designed to meet a family’s ongoing basic needs (i.e. for food, clothing, shelter, utilities,
household goods, personal care items, and general incidental expenses). It also includes supportive
services such as transportation and childcare.

Supportive service payments are not automatic nor entitled, however, there are funds set aside for
individual case needs. Each request is examined to determine if the client has met all the criteria for the
supportive service, and that the supportive service will assist the TANF household to achieve self-
sufficiency or protect health and safety.

Supportive services are provided to a client that is in compliance. Clients in a sanction status may be
eligible to some supportive services to help regain compliance. Exceptions may be approved by FDSM if
the denial of services will contribute to further non-compliance or create a need for additional collateral
intervention.

Any supportive services and incentives requiring program participation may be fulfilled with an outside

agency such as after school or church programs in lieu of TANF programming with proper documentation
of attendance.

NON-COMPLIANT SUPPORTIVE SERVICES

Exceptions to supportive services during a sanction month:
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e Transportation
e Childcare as outlined in non-compliance childcare See TMTT policy section 128-5, A-2, Childcare.
e Emergencies protecting the health and safety of the household.
o Examples include but are not limited to:
= Rental assistance
= Utility Assistance
e Services, that if not processed, will be detrimental to a client’s education/career path.
o Examples include but are not limited to:
=  Educational supplies
= Registration fees
=  Tools/Employment related supplies

Transportation and childcare services are deemed necessary to aid the client in regaining compliance and
require only standard authorization following outlined Transportation or Child Care Policy. Other
supportive services processed during a period of non-compliance must be considered an emergency,
protecting the health and safety of the family or hindering the client’s educational or career path per the
PRP.

ALLOWABLE SUPPORTIVE SERVICES & OTHER HOUSEHOLD ALLOWANCES:

TMTT is the funding source of last resort. Clients will make reasonable effort to seek other resources
for supportive services.

128-1, A-1| TRAINING AND EDUCATION PAYMENTS (NEEDY ADULT CLIENTS)

Training and education payments cover tuition or enrollment fees and training costs and any other related
expenses such as, but not limited to books, lab fees, workshops, and testing fees (including disability tests)
to further a client’s education and or job skills training.

GUIDELINES
e Reasonable effort must be made such that TMTT is payer of last resort, as determined by FDSM,
other resources may include scholarships, WIOA funds, STEP funds, BEOG/SEOG grants, and Pell
grants.
e Vocational certifications, Post-Secondary AA, BA, and BS degrees are included while graduate
degree payments must be approved by department director.
e Payment made to vendors unless reimbursement is pre-approved by the FDSM.

$5000 limit per year, per adult

128-1, A-2| EDUCATIONAL LOAN ASSISTANCE (NEEDY-ADULT)
One-time payment toward outstanding education loans.

REQUIREMENTS
e (Client must submit proof of outstanding loan amount

GUIDELINES
e Payment made to vendors unless reimbursement is pre-approved by the FDSM.
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$5,000 limit per lifetime, per adult

128-1, A-3| TANF WORK EXPERIENCE (TWEX) (NEEDY-ADULT)

TANF Work Experience (TWEX) is a short-term, stipend incentive allowing a full or part-time work
assignment with an employer which permits the client a chance to practice their current job skills, learn
new skills, create a current work history, and explore occupations. Placement as a TWEX client may be in
either a TANF office or outside agency.

REQUIREMENTS
e Current PRP
e Compliant with TANF program
e Job Readiness Certification.
e Pass a background check
e Pass a drug screening
e High school diploma or equivalency (dependent on placement)
e Completion and FDS approval of a TWEX work placement agreement and application

GUIDELINES

e Placement cannot be in place of a member of staff who has been laid off, nor may a TWEX
participant otherwise replace a paid position.

e C(Client may participate as a TWEX up to six (6) months per position and a lifetime limit of 18
months.

e The TWEX placement will terminate immediately if participant is no longer a client.

o The host employer is the place where the TWEX client is assigned to work

e No more than five (5) workdays permitted in a standard work week.

e Stipends are not offered if the client is sick or host employer is closed regardless of the reason.

e Stipend amounts shall be considered a Support Service and not counted as income.

e Stipend amounts provided for non-appropriate or misrepresented hours worked shall be
recouped from the client according to TMTT recoupment policies.

If a client is non-compliant, work experience may continue but the stipend that would have been issued
is forfeited during the noncompliance period. The stipend may restart once compliance is reestablished.

Prior forfeited payments will not be reimbursed.

Misrepresentation of hours or participation may immediately terminate the client’'s TWEX agreement. The
case may then be referred to as fraud. (See TMTT Policy Section 119, Fraud)

Clients will receive a stipend to support them during their TWEX placement. (placements are contingent
on availability of program funding)

The stipend shall be in the amount of:

e $40 per day for up to three (3) hours within one (1) day
e $60 per day for four (4) to five (5) hours within one (1) day
e $80 per day for six (6) or more hours within one (1) day

$9,600 lifetime per eligible adult.
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TWEX participants are considered volunteers and are not paid employees. Insurance coverage will be
reimbursed by TMTT as determined by the Torres Martinez Finance Department.

128-1, A-4| ACADEMIC SERVICES AND SUPPLIES (NEEDY, NON-NEEDY, CHILD-ONLY YOUTH)

This service may be used for private tutoring services, educational tools including computers/software
with warranty, educational supplies to assist in achieving and maintaining educational goals.

REQUIREMENTS
e Participation in any TANF activities or with outside agency (if applicable).
e Maintaining regular school attendance
e Youth PRP (if applicable)

GUIDELINES
e Check will be processed in the amount of $500 and issued to the head of household for purchases
of academic services and school supplies.
e Head of household will be responsible for submitting receipts within 45 days.
e Not to exceed allowable amount
e School child(ren) (grades pre-k -12th)

$500 limit per year, per child.

128-1, A-5| ACADEMIC SERVICES FOR CHILD(REN) ONE (1) YEAR BELOW GRADE LEVEL OR AT RISK OF
FAILING (NEEDY, NON-NEEDY, CHILD-ONLY YOUTH)

This service includes private professional agency tutoring for youth one year below grade level or at risk
of failing.

REQUIREMENTS
e Documentation showing that child(ren) is at least one (1) year below grade level in reading and
math or in danger of failing and being held back at their current grade level
e  Must be participating in any TANF activities, or with an outside agency (if applicable)
e Current youth PRP (if applicable)
e Maintaining regular school attendance

GUIDELINES
e Payment made to vendors unless reimbursement is approved by the FDSM

$4,000 limit per lifetime per child

128-1, A-6| ASSESSMENT FOR LEARNING DISABILITIES (NEEDY, NON-NEEDY, CHILD-ONLY, 3&4 YOUTH)
This service includes private professional agency learning assessment in the event a school district does
not meet their required assessment provisions, or the district provided assessment is disputed by the
parent/guardian.
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REQUIREMENT
e Enrolled in traditional school, home school, independent studies, or online schooling
e Consultation with Youth Education Guidance Counselor

GUIDELINES
e Payment made to vendor

$2.000 limit per lifetime, per child

128-1, A-7| YOUTH PRIVATE SCHOOL (NEEDY, NON-NEEDY, CHILD-ONLY YOUTH)

Youth who have been victims of school related documented crime or other documented school related
abuse and are at risk of continued abuse requiring temporary transfer to a private institution for reasons
of safety or mental health as determined by the FDSM.

REQUIREMENTS
e Situation must be documented by either police report or school administrator.
e Parent/guardian must sign agreement indicating the following:
o Child(ren) will get appropriate and approved counseling as determined by the school
district.
o Parent/guardian is responsible for transportation and appropriate attendance.
o Parent/guardians must demonstrate progress in pursuing school district to remove threat
to child(ren)’s safety or feeling safe in preparation of potential return to public school.
o Parent/guardian understands payment is for current school year only to include items
necessary to resolve other issues pertinent to the child(ren)’s safety.
o Failure to abide by agreement will result in non-compliance, sanction of household grant,
and possible recoupment of payment as determined by the FDSM.

GUIDELINES
e Parent/guardian must find a public-school alternative. If private education continues, other forms
of tuition payment assistance will be reviewed for consideration as income.
e Alternate public schools, home schooling, location, transportation availability, additional costs,
and other issues pertinent to child(ren)’s success must be considered by Case Worker and
Education Guidance Counselor before approval by FDSM.

One-time limit of $4,000 per eligible child exclusively for tuition payment to California accredited school.

(Example: a child(ren) meeting conditions and entering a private school midyear will only be eligible for
assistance until the end of that same school year).

128-1, A-8| EDUCATIONAL LOAN ASSISTANCE (NEEDY-ADULT)
One-time payment toward outstanding education loans.

REQUIREMENTS
e (Client must submit proof of outstanding loan amount

GUIDELINES
e Payment made to vendors unless reimbursement is pre-approved by the FDSM.
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$5,000 limit per lifetime, per adult
128-2| TRANSPORTATION ASSISTANCE

128-2, A-1| TRANSPORTATION: VEHICLE FOR HIRE REIMBURSEMENT (NEEDY, TRANSITIONAL ADULT)
For-hire vehicles, including taxis and private carriers (i.e. Uber, Lyft) may be used as transportation for
approved PRP activities.

REQUIREMENTS
e Current PRP outlining activity requiring transportation
e Receipts must be submitted with ride breakdown with payment amount

GUIDELINES
e No handwritten receipts allowed
e Payment must be made to vendor unless reimbursement is pre-approved by the FDSM

Special cases may be allowed when personal or public transportation is not readily available. Cars driven
by others, who require payment in return for the ride can be reimbursed. Documentation required will
include:

e Receipts for payment

e Driver’s proof of vehicle ownership

e W-9

$500 per month per Needy household
$200 per month per Transitional household
Limits are for all transportation services per month combined

128-2, A-2 | TRANSPORTATION: MILEAGE REIMBURSEMENT (NEEDY, TRANSITIONAL ADULT)

Gas mileage reimbursement to and from approved PRP activities.

REQUIREMENTS

e Current California Driver’s License (CDL)

e Current registration to verify that the client is the owner or obligated to lien holder of the vehicle
and primary driver of the vehicle

e Proof of current insurance coverage for drivers and vehicles

e Map to document mileage to and from approved activity

e Current PRP outlining approved activity

GUIDELINES
o New clients from out of state without a California Driver’s License or California vehicle registration
will be provided mileage reimbursement for up to 90 calendar days from date of case approval.
e Any large variance from the average distance will not be reimbursed.
e Mileage requests for two-parent households must be submitted together and marked as 1 of 2
and 2 of 2.
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o Mileage will be paid at per mile rate according to TMTANF current approved rate

$500 per month per Needy household
$200 per month per Transitional household
Limits are for all transportation services per month combined

128-2, A-3| TRANSPORTATION: PUBLIC TRANSPORTATION PASSES (NEEDY ADULT AND YOUTH, CHILD
ONLY YOUTH, NON-NEEDY YOUTH)

In areas with public transportation the Case Worker will determine if a monthly pass is more cost effective.
Child(ren) may also receive reasonable public transportation services (bus pass or tokens) as needed for
childcare, school or to travel with parent/guardian.

Bus passes will only be utilized when all other resources are unavailable (i.e. school-issued bus passes).

REQUIREMENTS
e Current PRP outlining activity requiring transportation (if applicable)

GUIDELINES
e Payment made to vendor unless reimbursement is pre-approved by FDSM.

$500 per month per Needy household
$200 per month available to adults only in transitional cases.
Limits are for all transportation services per month combined

128-2, A-4| TRANSPORTATION: AUTOMOBILE INSURANCE ASSISTANCE (NEEDY-ADULT)
If a client needs transportation for an approved work activity, payment of insurance may be required.

REQUIREMENTS

e C(Clients must demonstrate the ability to manage a budget and demonstrate that the ongoing
insurance expenses are within that budget

e C(Client must provide their Case Worker with a copy of the title or registration or another document
to verify that the client is the owner or obligated to lien holder of the vehicle and primary driver
of the vehicle

e A copy of client’s valid California driver’s license or out of state license within 90 days of case
approval

e (Client must submit a quote for insurance services not to exceed 6 months of insurance per request

GUIDELINES
e Costs should not be authorized for more than 6 months of insurance per request.
e Expenses must be reasonable and necessary.
e |tis understood that registration may not be available until the vehicle is insured.
e Payment made to vendor unless reimbursement pre-approved by FDS Manager.
e Payments may be made pending assistance with vehicle registration
e Full or other coverage is allowable

$800 lifetime limit per household.
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128-2, A-5| TRANSPORTATION: VEHICLE PREVENTIVE MAINTENANCE (NEEDY ADULTS)
Regularly scheduled preventive maintenance as described in vehicle’s general service manual.

Examples of preventative maintenance but not limited to:
e Tire rotation
e Qil changes
e Service checks
e Regular scheduled maintenance

REQUIREMENTS

e Must complete a Preventive Vehicle Maintenance Program when available.

e Payments can only be made to clients with a valid California Driver’s License, valid California
vehicle registration or another document to verify whether the client is the owner or obligated to
lien holder of the vehicle and primary driver of the vehicle

e  Proof of current vehicle insurance

e Quote for service or supplies for maintenance being performed

GUIDELINES

e Services may be done by client or vendor.

e New clients from out of state without a CDL or California registration will be provided supportive
service up to 90 calendar days from date of case approval if client has applied for CDL and
California registration.

e Maintenance performed by client may be paid to vendor for supplies or client in the form of
reimbursement

e Maintenance performed by vendor will be paid to vendor unless reimbursement is pre-approved
by FDSM

e Receipts are required if performed by client.

$1,200 per calendar year, per eligible adult’s vehicle.

128-2, A-6| TRANSPORTATION: VEHICLE REPAIR & REGISTRATION ASSISTANCE (NEEDY ADULTS)
Repair for client vehicle.

VEHICLE REPAIR

REQUIREMENTS

e One (1) estimate for repairs; if estimate is over $3000, three (3) quotes will be needed.

e Payments can only be made to people with a valid CDL,

e Valid California vehicle registration, proof of ownership or possession

e  Proof of current insurance

e C(Client must agree to attend a TANF Budgeting Class in the next 90 days or have attended a class
in the past 90 days.

e Documentation of vehicle registration and smog test requirement

GUIDELINES
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Towing may be included.

FDSM may approve if registration is dependent upon vehicle repair.

Registration may be paid for eligible vehicles registered to the client as indicated in TANF
application.

Smog check cost may be paid for eligible vehicles registered to the client as indicated in TANF
application.

An invoice/receipt for actual repairs or other costs must be provided within 30 calendar days or
funds will be recouped.

New clients from out of state without a CDL or California registration will be provided supportive
service up to 90 calendar days from date of case approval if client has applied for CDL and
California registration.

A licensed gas station or licensed auto repair shop must confirm in writing the need for the repairs
and their estimated cost and must conduct the repairs or supervise them.

Payment made to vendors unless reimbursement is pre-approved by the FDSM.

REGISTRATION ASSISTANCE

REQUIREMENTS

Payments can only be made to people with valid CDL

DMV print out for vehicle registration renewal or transfer

Proof of California vehicle registration or another document to verify that the client is the owner
or obligated to lienholder of the vehicle and primary driver of the vehicle

Proof of current insurance (maybe paid pending vehicle insurance assistance)

GUIDELINES

Registration may be paid for eligible vehicles registered to the client as indicated in TANF
application.

New clients from out of state without a CDL or California registration will be provided supportive
service up to 90 calendar days from date of case approval if client has applied for CDL and
California registration.

Payment made to vendors unless reimbursement is pre-approved by the FDSM.

$5,000 lifetime per eligible adult for repair and registration combined

128-2, A-7| TRANSPORTATION: TRAFFIC FINES (NEEDY-ADULT)
Cost of traffic fines will be covered as needed and necessary and may include DUI classes and fees but
may not include attorney expenses.

REQUIREMENTS

Submit proof of documentation regarding cost of fines/fees
Submit proof of classes/enrollment fees
Sign agreement to submit receipts

GUIDELINES

Payment made to vendor unless reimbursement is pre-approved by the FDSM
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e Failure to submit receipts or complete court ordered DMV requirements will require recoupment
of DUI related payments through monthly grants, transitional incentive reduction, or other
payment arrangements.

e Clients will be required to repay fees should their case close and court ordered DMV requirements
are not completed

$3,000 per two (2) year period, per eligible adult, may include traffic school.

128-2, A-8| TRANSPORTATION: DRIVER’S LICENSE (NEEDY-ADULT)
Cost for California Driver’s License fees will be covered as needed and necessary.

Documentation and receipts must be submitted.

REQUIREMENTS
e Submit amount of fees to be paid
e Supporting documentation for fees must be submitted

GUIDELINES
e Payment made to vendors unless reimbursement is pre-approved by the FDSM.
e Unpaid traffic violation charges added to license fees may be paid separately under traffic fines.

$500 per lifetime, per eligible adult

128-3| CLOTHING
Clothing costs will be covered as needed and necessary.

REQUIREMENTS
e Adults in TMTANF households must sign clothing agreement agreeing to only purchase approved
clothing items and submit receipts at minimum 10 calendar days of check being cashed, no more
than 30 calendar days of check issue date.
e (Client in recoupment for youth clothing funds, check will be issued to a TANF staff member that
will schedule a date with the client and youth for purchase of youth clothing only.
e C(Client in recoupment for adult clothing funds cannot receive like services until paid in full

GUIDELINES
e Receipts must be submitted within 30 calendar days from the receipts of funds
e Receipts not submitted within the 30 calendar days will be deducted from the client’s grant
amount following recoupment process. See TMTT policy section 115-10, Recoupments
e Staff members will submit receipts within 3 business days.
e Handwritten or non-itemized receipts will need a business card attached for verification of
clothing purchases.

128-3, A-1| CLOTHING: JOB SEARCH (NEEDY-ADULT)
Clothing must be appropriate for interview purposes. Sport attire is not permitted.

REQUIREMENTS
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e Client must have approved Personal Responsibility Plan to reflect job search on file
$300, one (1) time every six (6) months, per adult participating in job search.

128-3, A-2| CLOTHING: EMPLOYMENT/TRAINING/SCHOOL (NEEDY-ADULT)
Clothing must be necessary and appropriate for employment, training, or education purposes.

REQUIREMENTS
e C(Client must have approved Personal Responsibility Plan to reflect job search on file

$300, one (1) time every six (6) months, per adult

128-3, A-3| CLOTHING: SCHOOL CHILDREN (NEEDY, NON-NEEDY, CHILD-ONLY)
School aged child(ren) may be eligible to clothing allowance twice per school year

REQUIREMENTS
e Youth must be enrolled in school (pre-k-12), early education school/program or school readiness
programming.
e Proof of school enrollment/report card
o Initial Issuance may be submitted one (1) month prior to the start of the school year
o Initial issuance may be approved using prior school year/program enrollment or last
report card from prior school year (This does not waive proof of school enrollment
requirement for case compliance purposes)
o Second issuance may be submitted after first report card is received.

GUIDELINES

e New Client with child(ren) attending school (pre-k-12), early education school/program or a
school readiness program will be provided 60 calendar days from the date of case approval to
request school clothing if they fall outside of the above initial issuance date.

e Child-only cases - school clothing requests transitioning from general TANF Needy cases within
the same school/program year must submit at least five (5) months after the last generated
clothing request.

$300 per distribution (up to two issuances per school year per child)

128-4| GROOMING/HYGIENE (NEEDY ADULT AND CHILD, NON-NEEDY-CHILD, CHILD-ONLY-CHILD)
Clients on TMTT case may be eligible to grooming/hygiene services or products twice per calendar year
for expenses related to employment or education.

REQUIREMENTS
e C(Clients must sign grooming hygiene agreement to submit receipts within 30 calendar days from
receipt of funds.
e (Clients must agree to purchase only grooming/hygiene products as outlined in grooming/hygiene
agreement
e (Client may not have pending recoupment/receipts for like services
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e C(Client in recoupment for youth grooming and hygiene funds, check will be issued to a TANF staff
member that will schedule a date with the client and youth for purchase of youth grooming and
hygiene only.

GUIDELINES

e Funds for inappropriate purchases (not related to care for personal appearance, hygiene, clothing
and or hygienic care of home) or failure to provide receipts will initiate recoupment.

e Receipts must include vendor information.

e  Handwritten or non-itemized receipts will need a business card attached for verification.

e Child(ren) may not have received New Baby Expenses assistance in the past three (3) months.

$250 will be allowable to eligible clients twice a year

128-5| BASIC NEEDS

TMTT may assist TMTT household members to meet their basic needs such as shelter, utilities, clothing,
other incidental needs and necessities to promote healthy lifestyles and preservation of a Native American
family.

128-5, A-1| NEW BABY EXPENSES (NEEDY, NON-NEEDY, CHILD-ONLY)
Newborn children through the age of 12 months may be eligible to new baby expenses.

REQUIREMENTS
e Adult TMTANF household members must sign agreement for purchases related to new baby
expenses
e C(Client must agree to submit receipts for purchases
e Client may not have pending recoupment/receipts for like services

GUIDELINES
e Expenses may include clothing, bedding, diapers, and other baby related items
e Receipts must be submitted within 30 calendar days from receipt of funds.

$1000, one (1) time per child

128-5, A-2| CHILD CARE (NEEDY, NON-NEEDY, CHILD-ONLY, TRANSITIONAL)

Case Worker will evaluate the unmet childcare needs and on a case-by-case basis and provide services
not to exceed the maximum monthly rates according to TMTT policy section Appendix B (Riverside and
Imperial County) and Appendix C (Los Angeles County).

Childcare payments are provided only for children 0 to 12 years of age. The agreement for client payment

to childcare providers or services is between the client and the provider and does not include TMTT.
Childcare providers are not considered TMTT employees.
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Childcare for eligible children within the Child Only household will be provided for employment, higher
education, certification, vocational or GED/HI SET/High School Diploma classes.

REQUIREMENTS
e Approved Child Care Agreement must be on file
e Completed Childcare packet
e (Client must provide copy childcare provider’s Driver’s License and Social Security Card OR Copy of
facility license

GUIDELINES

e Childcare must be submitted within 30 calendar days of last provision of services per the monthly
childcare provider's invoice. Provider's invoice should be submitted by 10th day of the month
following the provision of services. Failure to submit the provider's invoice by end of the calendar
month may cause the claim for services to be denied unless there is good cause for the delay.
Acceptance of late submissions will be at the discretion of the FDSM.

e Provider payments for excessive or unapproved activities are the responsibility of the client, not
TMTT. Unapproved hours, if paid, will be using emergency funds until such funds are unavailable
after which these payments will be deducted from the monthly grant as above.

e Sanctioned/non-compliant client childcare will be allowed for approved hours as per the PRP
(refer to TMTT policy section 122 Sanctioned Childcare)

e (Care that is provided in a residential setting must be for less than three (3) children, unless the
provider is related to the children, or all the children are from one (1) family.

e All childcare providers must be 18 years of age and over.

e Providers are subject to background checks per reference, [Megan’s Law]. Those found to be listed
on the Megan’s Law database or have an open and pending investigation are not eligible to act as
TANF childcare providers.

e Childcare may be paid for up to two (2) hours of travel per day for TANF approved activities.

e Providers must agree to TMTANF checks as a form of payment
Payments will be made to the vendor unless reimbursement is pre-approved by the FDSM.
Reimbursement should be avoided if possible.

e The vendor should be notified that all payments will be reported as vendor income for tax
purposes.

e In the case of utilizing child day care center or family day care center, childcare services due to
unforeseen circumstances during an eligible month, agreed upon weekly rate will be paid given
client is in full compliance.

e Payments for children with multiple providers may not exceed the higher per child ceiling rate
(weekly or monthly) of any provider used with no single provider receiving more than their own
ceiling rate. Providers will be paid at their rate for their percentage of care relative to the higher
ceiling up to their own individual ceiling limit.

o Needy and child only payments beyond allowed activity per the PRP may be allowed for paid
overtime and up to five (5) additional necessary study hours per week for four weeks prior to
documented final exam dates once per semester or quarter as approved by the FDSM (PRP should
identify the activity) but may not exceed the weekly or monthly provider or per child limits.

¢ Needy and Child-only may be permitted 10 hours of childcare weekly for study time for up to two
(2) months for client not currently in school but preparing for state certification or other
vocational exam on a case-by-case basis with the FDSM approval. May not exceed the weekly or
monthly provider or per child limits.
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o Needy and Child-only may be permitted childcare weekly for remote work or school

e Non needy and transition may be permitted childcare weekly for remote work

e PRP may be amended post childcare activity to permit payment for work activity deemed
reasonable and allowable that was not timely added to the client’s PRP.

e Providers will be paid using TMTT rates with respect to weekly and monthly ceiling, except for at
home family daycare rates.

e  TMTANTF clients with two providers

o Childcare will be calculated for each child per provider rate. If child(ren) from the same
TANF household is cared for by a different provider, the specific provider rate will be
applied for each child, then totaled and capped per specific weekly or monthly ceiling.

o Child(ren) provided care within Child Care Center would be totaled and capped similarly
with respect to the two (2) different age categories.

e Childcare may be paid for TANF households where one (1) adult is in the home and not on the
TANF grant, such as non-citizens and drug felons, is reporting income and providing an Activity
Verification Sheet to demonstrate that they are unable to provide care.

e Childcare packet must be approved prior to services being rendered. If childcare packet is not
approved, the client is responsible for payment of childcare services. Payment for childcare may
be paid for up to months prior to FDSM approval date.

Example:

10/31: Client submits Childcare Packet

11/10: Case worker signs Childcare packet and submits to FDSM
11/13: FDSM signs Childcare packet.

Childcare can be paid effectively 10/1

Exception for new clients only:
Childcare, if submitted within first two (2) months of approval, can be retro paid to case approval

date.

PROVIDER DEFINITIONS:

SHARED HOME PROVIDER
Provider who resides in the same home as the client and children they provide childcare for will be
considered a “Shared-Home Provider”

CLIENT TYPE HOURLY ALLOWANCES
All client types may not exceed 40 hours per week of childcare including travel time.

e  Child only- For employment (including lunch), higher education, certification, vocational
or GED/HI SET/High School Diploma classes per household.

e Non-Needy- Paid work hours including lunch per household.

e Needy- Up to weekly/monthly approved childcare limits for employment (including
lunch), higher education, certification, vocational or GED/HI SET/High School Diploma
classes, PRP approved activities.

e Transitional- Paid work hours including lunch per household.

REQUIREMENTS
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e Client must have approved childcare agreement on file

GUIDELINES

e Shared home childcare provider TMTT approved childcare rates (See Appendix B & C
CHILDCARE RATES) for the care of one (1) or more children

o Weekly maximum of 40 hours per week

e When caring for multiple children the highest total of hours for any single child is what
will be paid.

e The provider must be indicated on the TANF application as residing in the TANF
household.

e Shared Home Providers are paid a single rate for all children in household.

e Provider must be listed on the TANF application as living in the home

Up to 40 hours

CHILDCARE CENTER
Children being cared for in licensed childcare center/facility

CLIENT TYPE RATE ALLOWANCES
All client types may not exceed 40 hours per week of childcare including travel time.

e  Child only- For employment (including lunch), higher education, certification, vocational
or GED/HI SET/High School Diploma classes per household.

e Non-Needy- Paid work hours including lunch per household.

e Needy- Up to weekly/monthly approved childcare limits for employment (including
lunch), higher education, certification, vocational or GED/HI SET/High School Diploma
classes, PRP approved activities.

e Transitional- Paid work hours including lunch per household.

REQUIREMENTS
e Client must have approved childcare agreement on file with valid licensing for childcare
center

GUIDELINES
e Childcare rates paid based on childcare center rates not to exceed TMTANF rates (See
appendix B & C Childcare rates by county)

Up to 40 hours

FAMILY DAYCARE HOME
Children being cared for in licensed in-home daycare

CLIENT TYPE RATE ALLOWANCES
All client types may not exceed 40 hours per week of childcare including travel time.
e Child only- For employment (including lunch), higher education, certification, vocational
or GED/HI SET/High School Diploma classes per household.
o Non-Needy- Paid work hours including lunch per household.
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e Needy- Up to weekly/monthly approved childcare limits for employment (including
lunch), higher education, certification, vocational or GED/HI SET/High School Diploma
classes, PRP approved activities.

e Transitional- Paid work hours including lunch per household.

REQUIREMENTS
e C(Client must have approved childcare agreement on file with valid licensing for childcare
center

GUIDELINES
e Childcare rates paid based on childcare center rates not to exceed TMTANF rates (See
appendix B & C Childcare rates by county)

NON-SHARED HOME CHILD CARE PROVIDER
Children being cared for in provider’s home

CLIENT TYPE RATE ALLOWANCES
All client types may not exceed 40 hours per week of childcare including travel time.

e Child only- For employment (including lunch), higher education, certification, vocational
or GED/HI SET/High School Diploma classes per household.

e Non-Needy- Paid work hours including lunch per household.

e Needy- Up to weekly/monthly approved childcare limits for employment (including
lunch), higher education, certification, vocational or GED/HI SET/High School Diploma
classes, PRP approved activities.

e Transitional- Paid work hours including lunch per household.

GUIDELINES
e Childcare rates paid based on childcare center rates not to exceed TMTANF rates (See
appendix B & C Childcare rates by county)

SANCTIONED CHILDCARE PAYMENTS
In cases where the TMTT client has been sanctioned, they may be eligible for childcare payments for
approved work participation hours to help regain or maintain case compliance.

GUIDELINES

e Childcare can be paid for up to two (2) sanctioned months for approved PRP activities from client’s
childcare GL code. Thereafter, childcare can be paid for no more than three (3) sanctioned months
in a 12-month period from client’s available emergency funds with FDSM approval.

e Lack of available emergency funds or further sanctioned/non-compliant childcare will result in a
repayment deduction schedule from the monthly assistance grant at 10% to 25% of the original
grant amount in addition to the non-compliance sanction, until the full amount of these payments
is refunded to TMTT.
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e Unallowable hours, if paid, will be using emergency funds until such funds are unavailable, if
unavailable childcare will be deducted from the monthly grant as stated above.

TRANSITIONAL CHILDCARE
Transitional childcare may be provided for active Transitional cases for clients’ employment and travel
hours.

GUIDELINES
e Childcare payment may not exceed 40 hours per week.

Childcare is to be paid for work, including lunchtime.

Education and other non-work activities are not honored for childcare purposes.

e Childcare rates paid based on childcare center rates not to exceed TMTANF rates (See
appendix B & C Childcare rates by county)

May not exceed 40 hours per week of paid work hours including lunch and travel time.

128-5, A-3| BASIC NEEDS: FOOD (NEEDY, NON-NEEDY, CHILD-ONLY)
Clients must budget their monthly resources to allow for food for the entire month. In circumstances
where a client needs food assistance, they may be eligible to basic needs food assistance.

REQUIREMENTS
e C(Client cannot be a current Cal-Fresh recipient or a Tribal USDA Food commaodity recipient.
e Client must sign a food agreement

GUIDELINES
e Receipts for purchases must be submitted within 10 calendar days from receipt of funds
e Limits may be exceeded on a case-by-case basis with FDSM approval
e (Cal-Fresh eligible clients may be eligible for TMTT food assistance if Case Worker can verify that
the Cal-Fresh client has been denied benefits due to a technical problem.
e No alcohol, tobacco, animal food or personal hygiene products will be allowed.
o Food benefits are allowable for TMTT eligible aided household members

No more than $100 gift card per eligible adult and child once every six (6) months.

128-5, A-4| BASIC NEEDS: HOUSING (NEEDY-ADULT)
Housing assistance may be used when assisting a client with move-in fees or past due rent to assist with
long-term housing solutions.

Assistance can be used for:
e 1% month’s rent and rental deposit or rental debt
e Utility Deposits and/or past due utilities

REQUIREMENTS
e Agree to attend budgeting class within next 90 days or have attended within the last 90 days.

80|Page




e The client must demonstrate their ability to manage a budget and that their ongoing expenses
are within their budget.

e The client must understand and sign housing deposit agreement.

e Client must understand and agree they are entering into a rental/lease agreement with the

landlord, and not an agreement with TMTT and the landlord.

Expenses must be reasonable and necessary.

3-day pay or quit, or breakdown of amount owed required for past due rent

Current Lease agreement or Renter’s Certificate for past due rent

Proposed rental agreement or lease for move-in assistance

GUIDELINES FOR HOUSING EXPENSES

e Delinquent payments made to protect the health and safety of the family facing eviction may be
made although the family budget may demonstrate a need for the family to move to a less
expensive residence soon.

e Deposits remain the property of TMTT and upon refund, must be returned.

e Payment made to vendor unless reimbursement is pre-approved by FDSM.

e Inroommate situations, TMTT will only pay the client’s agreed portion of the rent.

e TMTT is payer of last resort.

$2000 lifetime limit

128-5, A-5| BASIC NEEDS: UTILITIES (NEEDY)

TMTT will pay delinquent utility payments only when lack of payment will result in an unsafe/unhealthy
environment for the family.

Utilities eligible for assistance, but not limited to:

e Gas

e Water

e Electricity

e Cell phone/Internet (excluding additional services and device charges)
e Propane

e Trash/Sewage

REQUIREMENTS
o Agree to attend budgeting class within next 90 days or have attended within the last 90 days.

GUIDELINES
e  Utilities must be reasonable and necessary.
e Payment made to vendors unless reimbursement is pre-approved by the FDSM.

$1,000 total utilities, per household per lifetime
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128-5, A-6| BASIC NEEDS: HOUSEHOLD GOODS (NEEDY)

In cases where the lack of household goods affects the health and wellbeing of the TMTANF household,
clients may receive assistance with such items. Household goods are personal property items normally
found in the home.

Items eligible for assistance but not limited to:
e Beds
e Mattresses
e Appliances not included in lease/rental agreement
e  Furniture

REQUIREMENTS
e (Client must submit quote for requested item

GUIDELINES
e Payment made to vendor unless reimbursement pre-approved by FDSM.

Not to exceed $1,000 per item, with $2,000 per lifetime per household.

128-6| NON-RECURING SHORT TERM BENEFITS (NRSTB)

Items or services authorized must be reasonable and necessary and should relate directly to accepting or
retaining employment, the health and safety of family members, the accomplishment of PRP goals, or
related to participation in an assigned work activity.

Emergency needs should be considered a non-recurring short-term benefit and must meet the NRSTB
requirements (45 CFR 2286.10(b)(1) as follows:

NON-RECURING SHORT-TERM BENEFITS
e Designed to deal with a specific crisis or episode of need
e Are notintended to meet recurrent or ongoing need
e  Will not extend beyond four (4) months

REQUIREMENTS

e C(lients utilizing emergency assistance will be required to attend budgeting classes within 90 days
or have attended within the last 90 days

GUIDELINES
e May not include attorney or legal fees, credit card payments or items that may increase the value
of the home.

128-6, A-1| EMERGENCY ASSISTANCE NRSTB: NOT-DISASTER (NEEDY/NON-NEEDY ADULT/CHILD ONLY)

Emergency Assistance funds are to temporary cash assistance recipients with a specific crisis or episode
of need may be eligible to receive Emergency/Crisis assistance. These funds require approval from the
FDSM for items either not already addressed by other available supportive service areas, not sufficiently
covered by other supportive services due funds being exhausted, or for unforeseen circumstances
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affecting the health and safety of the TANF household. (These benefits are separate and different from
the emergency assistance for natural disasters)

REQUIREMENTS

e Eligible only to Needy/Non-Needy families (families not aided by State MOE funds)

e Clients must sign and agree to attend mandatory budgeting workshop within 90 days or have
attended in the last 90 days

e (Client must provide quotes, proof of emergency request cost or invoice

e Per TFAP recipients of emergency funds for housing or utilities will be required to sign and agree
to vendor paying housing and/or utility expenses for which they request assistance for a minimum
of 12 months following receipt of benefits.

e Supportive Service funds must be exhausted first prior to utilizing emergency funds.

e Payment made to vendors unless reimbursement is pre-approved by the FDSM.

GUIDELINES
e Emergency funds must follow Non-Recurring Short-Term Benefits guidelines
e Limited to cash assistance eligible families
e Example emergencies include but not limited to:
o Financial crisis around the death of a family member
o Evictions
o Utility shut off
o Vehicle repairs
e Vehicle Payments are allowable with the following guidelines
o Maximum of two (2) times per calendar year
o Issuances must be at least five (5) months apart
o Client must provide proof of current vehicle registration, current vehicle insurance, and
valid driver’s license

This benefit is separate and different from the emergency assistance for natural disasters and must also
adhere to the following:

o Total family income must be equal to or less than 300% of the Federal Poverty Guidelines to be
eligible for receipt of NRST
e These benefits are limited to cash assistance in eligible families.

Limit $8,000 per lifetime per household.

128-6, A-2| EMERGENCY ASSISTANCE: DISASTER (NEEDY, NON-NEEDY, CHILD ONLY)

Emergency assistance may be provided as a non-recurring short-term benefit to eligible families impacted
by natural disaster(s) such as winter storm, flood, tornado, hurricane, earthquakes and wildfires approved
on a case-by-case basis by the FDSM.

REQUIREMENTS
e Client must sign agreement to have housing/utility vendor paid for 12 months after emergency
assistance month.
e C(Clients must sign and agree to attend mandatory budgeting workshop within 90 days or have
attended one in the last 90 days
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e Client must provide quotes, proof of emergency request cost or invoice
e  Family must demonstrate an episode of need resulting from a disaster

GUIDELINES
e Emergency funds must follow Non-Recurring Short-Term Benefits guidelines
e Vehicle Payments are allowable with the following guidelines
o Maximum of 2 times per calendar year
o Issuances must at least five (5) months apart
o Client must provide proof of current vehicle registration, current vehicle insurance, and
valid driver’s license

Lifetime limit of $8,000 per household for non-recurring short term (NRST) benefits provided in this
context of natural disaster, as funds permit

128-7, A-1|EMERGENCY SHELTER EXPENSES: HOMELESSNESS (NEEDY-ADULT)
Clients must have a situation that is immediate and considered an emergency related to homelessness,
which are individuals who lack a fixed, regular, and adequate night-time residence.

Stable and safe housing is necessary for all clients. Without adequate housing, a client can find it difficult
to accomplish goals to become self-sufficient. Payment made to vendor unless reimbursement is pre-
approved by FDSM. TMTT is payer of last resort. Authorize no more than 60 days/nights per lifetime

A. EMERGENCY HOUSING WILL BE AVAILABLE FOR THE FOLLOWING REASONS, BUT NOT LIMITED TO

e Documented domestic abuse/violence cases.

e Housing has been determined to be unlivable or unavailable by no fault of the client, such as
natural disaster.

e Failure to pay rent or disregard for safety does not constitute the need for emergency
housing.

e Eviction due to no fault of the client. Eviction due to failure to pay rent or breach of lease
terms does not justify emergency housing.

e Emergency housing is not available from other emergency agencies.

e Emergency short term (up to three (3) days) services are available while determining other
resources.

B. GUIDELINES FOR EMERGENCY SHELTER EXPENSES

e Local, no cost shelters must be first option.

e Hotel/motel receipts are required if applicable.

e Actual costs should be pre-authorized, unless a voucher program or account is used.

e Cost must be reasonable with use of moderate venues.

e C(Client will sign form indicating hotel amenities or damages are client responsibility and may
be deducted from monthly TANF grant.

e Authorized by FDSM.

e Verification of eligibility by Compliance department prior to acquisition and/or payment of
venue.

e General procedure: FDSM will inform Compliance department of intent to place family,
Compliance department will check eligibility and inform Procurement department,
Procurement department will then inform office of amount for Check Request (CR).
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o Must meet the Non-Recurring Short-Term Benefit (NRSTB) guidelines and requirements as
outlined in TMTT Policy section

No more than 60 nights per lifetime.

Procurement department will secure location only after CR is authorized, case noted in database, and
client eligibility is verified by Compliance department.

128-7, A-2| EMERGENCY SHELTER AND IMMEDIATE NEEDS FOR CONDITIONALLY APPROVED HOMELESS
FAMILIES AND FAMILIES IN CRISIS (NEEDY- ADULT APPLICANT)
Emergency services are available to a homeless applicant who is pending County Clearance and otherwise
deemed conditionally eligible for TANF services and not receiving duplicate services. Applicants are
eligible at the discretion of the FDSM.
e Limits $3,000 in food and shelter needs provided during completion of eligibility determination.
o Applicants will sign agreement identifying if they are found ineligible for provided services they
will agree to repayment of funds.
e Shelter and food will be provided per procedure and conditions for-like services on an as needed
basis.

128-8| PROFESSIONAL NEEDS
TMTT may assist eligible clients to meet their professional potential through supportive services to
achieve the goal of self-sufficiency.

128-8, A-1| PROFESSIONAL FEES (NEEDY-ADULT)
Professional licenses encompass a range of occupations. The cost of professional or commercial licenses
will be paid if the participant needs one (1) to engage in a specific occupation.

REQUIREMENT
e Client must have active PRP outlining activity
e (Client must submit quote for cost of licensing

GUIDELINES
e Payments made to vendors unless they are pre-approved by the FDSM.

Actual cost, per trade, per adult
Limit 3 times per lifetime

128-8, A-2| PROFESSIONAL TOOLS AND EQUIPMENT (NEEDY ADULT)

Some occupations and trades require special tools or equipment. Purchase of special gear may be
authorized when needed by the client to take part in specialized occupational training, or to enter paid
employment or unpaid work experience.

Examples of tools and equipment allowable:
e Safety Equipment
e Boots
e Gloves
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e Supplies directly related to occupation/trade
e Business cards/promotional material for business purposes.

REQUIREMENTS
e (Client must have active PRP outlining activity

GUIDELINES
e Expenses must be reasonable and necessary to accomplish the goals listed in the PRP. Authorize
actual costs for special tools or equipment expenses.
e Expense may be authorized by eligible adults when both are on the grant and participating in
approved self-sufficiency activities as defined in the PRP.

$1,000 per lifetime, per qualifying adult

128-8, A-3| PROFESSIONAL SELF EMPLOYMENT ASSISTANCE (TRANSITIONAL)
Clients in transitional status may be eligible to assist in start-up fees associated with self-employment.

REQUIREMENTS
e Individual must be a TMTT client for a minimum of 24 months and have completed three (3)
months of transitional status while maintaining successful employment or self-employment for
12 consecutive months
e Client must have a completed business plan prior to approval

GUIDELINES
e Entrepreneurial training, vocational certification, or vocational demonstration of skill
e Funds may not be used for tobacco, alcohol, drug, lottery, or non-business-related expenses.
e Client must submit receipts and/or invoices for purchases by end of Transitional status

$5,000 per lifetime per household.

128-9| TANF DOCUMENTATION ASSISTANCE (NEEDY, NON-NEEDY CHILDREN, CHILD-ONLY, PENDING
APPLICANTS)

TMTT will offer applicant/client assistance for documentation necessary for application, recertification,
educational enrollment, or employment process.

Documentation is required for services, including but not limited to:
e Birth Certificates
e Marriage/Divorce Certificate (filing fees not included)
e DMV printouts

REQUIREMENTS
e Cost of documentation

GUIDELINES
e Payment made to vendors unless reimbursement is pre-approved by the FDSM.

up to $300 per lifetime per household
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128-10| HEALTH SERVICES (NEEDY, NON-NEEDY CHILDREN, CHILD-ONLY)
Clients may receive assistance with the cost of health-related services.

REQUIREMENTS
e Documentation outlining the cost of the need must be obtained and verified.

GUIDELINES
e Cost of glasses and hearing aids only if the cost is not covered by Tribal health services, Indian
Health Services, State or Public health services or health insurance.

$200 for glasses per 12 months, per client
$2,500 for hearing aids per lifetime, per client

129 REIMBURSEMENTS
REIMBURSEMENTS

Reimbursements or payments can be made directly to the client for supportive services only if pre-
approved by the FDSM.

Invoices or receipts will be required and a pre-approval from the FDSM must be attached to the
reimbursement check request. Reimbursements may include but are not limited to vendors not accepting
third party TMTT checks, use of credit card to pay vendors, or circumstances of a delayed urgent
supportive service payment.

130 EDUCATION

TMTT provides education assistance that will provide educational planning assistance for all TMTT clients
and participants.

Education Guidance counselors can assist in the following areas but not limited to:

e Tutoring services

e Advocacy for youth educational parent/teacher meetings
IEP meetings

Academic advisement

Educational related classes and workshops

Adult High school completion or equivalency support

e Educational financial planning assistance

Education Guidance Counselors will be responsible for creating project event proposals (PEP) (See TMTT
Policy section 300 Project Event Proposal) for programming provided.

130-1 | EDUCATIONAL INCENTIVES
Clients may be eligible to grade incentives based on their academic achievement if in line with program
requirements and deadlines.
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e GRADE INCENTIVES (Needy Adults, Youth 1&2, 3&4)

The education incentives are to acknowledge an eligible client who is participating in approved
educational activities. Eligible clients’ incentives will be issued based on grades and program
requirements and deadlines as follows:

e $125 for “A+” (greater than 4.0 GPA)
e $100 for “A” average (4.0 GPA)

e S$75 for “B” average (3.0 GPA)

e S50 for “C” average (2.0 GPA)

REQUIREMENTS

e Submitted within 45 calendar days of the end of the grading period. Override of 45-day period
may be extended with Director approval.

e Grade incentives will be based on grade averages on final semester, quarter, or other scheduled
report card. (excludes progress reports)

For any student who is not graded on the approved Traditional Grading System Chart, a memo with
manager approval is required for authorization of the special circumstances to determine which incentive
level the student should receive. (Example: of non-traditional grades would be IEP, honors student, etc.).

Payments for all grade incentives will be issued to head of household.

130-2 | ADULT EDUCATIONAL BONUSES (Needy Adults)

TMTT provides educational bonuses to eligible clients based on educational milestones completed.
Eligible client bonuses will be issued based on grades and program requirements as follows:

e $500 and a Pendleton blanket — upon completion of a high school diploma or GED/HI SET or
high school certificate of completion (with documented learning disability from verifiable
professional) from a state accredited agency or institution.

e $500 - upon completion of a vocational or certificated program. Certification must be from
program providing training for three (3) or more full-time weeks and be from state or another
accredited agency. (Certifications from TANF workshops are not eligible for this incentive
unless otherwise approved by the Executive Director and/or lead to accepted employment
during term of TANF eligibility). Three (3) times per lifetime limit.

e $1,000 and Pendleton blanket — per associate’s degree upon completion from an accredited
institution. Two (2) times per lifetime limit.

e $2,000 and Pendleton blanket — per bachelor’s degree upon completion from an accredited
institution. Two (2) times per lifetime limit.

e $3,000 and Pendleton blanket — per master’s degree upon completion from an accredited
institution. Two (2) times per lifetime limit.

e $5,000 and Pendleton blanket — per Doctorate Degree upon completion from an accredited
institution. Two (2) times per lifetime limit.
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e $150 - 3.0 and up cumulative GPA on final program completion report card if applicable.
Progress letters and TANF workshops were not accepted.

Supporting documentation to receive the bonus would include a copy of the diploma or official school
transcripts showing the degree.

130 -3 |YOUTH EDUCATIONAL BONUSES (1&2, 3&4)
TMTT provides youth educational bonuses to eligible youth based on educational milestones completed.

Youth bonuses will be issued based on grades and program requirements as follows:

e $125 “A+” Honor Roll certificate at the end of school year (greater than 4.0 GPA)

e $100 “A” Honor Roll certificate at end of school year (4.0 GPA)

e $75 “B” Honor Roll certificate at end of school year (3.0 GPA)

e $50 perfect attendance at the end of school year (2.0 GPA)

e $250 upon completion of Junior High/Middle School and promotion to High School.

e $500 and Pendleton blanket upon completion of high school diploma of GED/HI SET or high
school certificate of completion (with documented learning disability from verifiable
professional). Must complete participation of Family Preservation Services, teen pregnancy
prevention and/or education program.

131 EXTRA CURRICULAR INCENTIVE

TANF youth participants (1&2, 3&4) may be eligible for an extracurricular incentive based on program
requirements.

e $500 per child (grades pre-k-12) per calendar year allowance may be authorized to cover expenses
associated with extra-curricular activity.

Eligible extra-curricular activities may include but not limited to:
e After school or summer sports program
e Driving school
e School education/field trips
e Dance or music classes
e Organized sports (i.e. AYSO, Pop-Warner, Little League, Scouts, etc.)

Clients will be required to submit quote for supplies or cost of activity. Reimbursements may be pre-approved
by the department manager, prior to the client purchasing the item(s) or paying for the service. In limited
special circumstances, the department manager may approve reimbursement after purchase as an emergency.
The approval must include the department directors’ signature with a brief explanation as to why payment
was not pre-approved.

Check requests will be made out to the vendor unless the vendor does not accept third (3) party checks at
which time check will be issued to the head of household.

When check is issued to head of household, receipts for payment will be due within ten business days.
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e 1&2 clients who fail to submit receipts for purchases will have grants reduced until paid in full.
e 3&4 participants who fail to submit receipts for purchases will not be eligible to additional extra-
curricular incentives until amounts are paid in full.

132 CAREER DEVELOPMENT

TMTT provides career planning and job readiness assistance to support TANF clients and participants in
achieving employment and self-sufficiency.

Career Development Staff assist in the following areas, including but not limited to:

e (Career Counseling

e Work Preparation

e Job Readiness Workshops

e Resume writing

e Interview skills

e Addressing employment barriers
e Vocational training

e Budgeting Workshops

Career Development Staff will be responsible for weekly attendance monitoring and follow-up providing
case workers with client updates and verifying participation with signatures on client Activity Verification
Sheets (AVS).

Career Development Staff will be responsible for monitoring and implementing TWEX (See TMTT Policy
section 128-1, A-3 TANF Work Experience)

Career Development Staff will be responsible for creating project event proposals (PEP) (See TMTT Policy
section 300, Project Event Proposal) for programming provided.

132-1 |TANF YOUTH EMPLOYMENT PROGRAM (TYEP) 1&2 SERVICES 3&4 SERVICES

TANF Youth Employment Program (TYEP) is a short-term stipend incentive allowing eligible youth clients
and participants to participate in youth employment training which permits the youth a chance to gain
work experience, create work history and explore occupation. TYEP funding for TANF is provided by the
Department of Health and Human Services, Administration for Children and Families under their
Temporary Assistance to Needy Families Program. See TMTT Policy section, Appendix M for full details.

Placement as a TWEX client may be in either a TANF office or outside agency.

REQUIREMENTS
e Current PRP
e Compliant with TANF program
e Job Readiness Certification.
e Pass a background check
e Pass adrug screening
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e High school diploma or equivalency (dependent on placement)
e Completion and FDS approval of a TWEX work placement agreement and application

GUIDELINES
e C(Client may participate as a TWEX up to six (6) months per position and a lifetime limit of 18
months.

e Placement cannot be developed with an employer who has staff who have been laid off, nor may
a TWEX participant otherwise replace a paid position.

e The TWEX placement will terminate immediately if participant is no longer a client.

e The host employer is the place where the TWEX client develops work

e No more than five (5) workdays permitted in a standard work week.

e Stipends are not offered if the client is sick or host employer is closed regardless of the
reason.

e Stipend amounts shall be considered a Support Service and not counted as income.

e Stipend amounts provided for non-appropriate or misrepresented hours worked shall be
recouped from the client according to TMTT recoupment policies.

If a client is non-compliant, work experience may continue but the stipend that would have been issued
is forfeited during the noncompliance period. The stipend may restart once compliance is reestablished.
Prior forfeited payments will not be reimbursed.

Misrepresentation of hours or participation may immediately terminate the client’s TWEX agreement. The
case may then be referred to as fraud. (See TMTT Policy Section 119, Fraud)

Clients will receive a stipend to support them during their TWEX placement. (placements are contingent
on availability of program funding)

The stipend shall be in the amount of:
e $40 per day for up to three (3) hours within one (1) day
e $60 per day for four (4) to five (5) hours within one (1) day
e $80 per day for six (6) or more hours within one (1) day

$9,600 lifetime per eligible adult.

TWEX participants are considered volunteers and are not paid employees. Insurance coverage will be
reimbursed by TMTT as determined by the Torres Martinez Finance Department.

133 TRANSITIONAL SERVICES

Transitional services are provided to help well-employed clients retain employment and remain off TMTT
cash assistance. Extended case management will be provided for up to 12 months following the date of
TMTT Needy case closure during Transitional Status. Case management services may include Case Worker,
Education Guidance, and Career Guidance Specialist consultation, as well as participation in FDs and FPS
workshops

Transitional cash assistance is provided to a client who is successfully maintaining self-sufficiency because
of earned or a combination of earned and unearned income. In addition to a monthly $200 incentive
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transitional clients may be eligible to childcare, mileage reimbursement and professional self-employment
assistance (refer to TMTT policy section supportive services).

QUALIFICATIONS

e Qver income by means of earned and unearned income for three (3) consecutive months
o Clients’ SO grants will count towards three (3) zero grants
o Under $50 grant months declined will count towards three (3) zero grants
e Clients must remain below the 400% federal poverty guidelines with earned and unearned income
combined during transitional status
GUIDELINES

e Upon determining the client is eligible for third SO grant case will be closed effective the end of
the second S0 month

e Transitional services will begin with first incentive being issued on the month of the third SO grant
month

o Example: Client is found ineligible for a grant for third consecutive month in March. Client
case will close at end of February, and first transitional bonus will be issued for March.

e If during transitional status client’s income is reported under the requirements for transitional for
two (2) consecutive months, transitional status will end and they will be referred to apply for
TMTT cash assistance services.

e During under income months the client will not be eligible for their transitional incentive bonus
but will maintain all transitional supportive services.

e Months that transitional bonus’ are not issued will count towards the allowable twelve
consecutive transitional months.

REUNIFICATION ALLOWANCE: In situations where a second adult enters the transitional household the
transitional reunification consideration will be used to determine continued transitional eligibility. A new
application and redetermination will be required, but the income of the incoming adult will not exclude
the transitional client from eligibility of transitional services. (Example: if the adult entering the TANF
household has a well-paying occupation such that their income would make the household ineligible for
TMTT services, the family will still be allowed to proceed into transitional status so long as they remain
under the 400% federal poverty guidelines as a household).

133-1| TRANSITIONAL CASH AND SUPPORT ASSISTANCE

TMTT will provide a $200 incentive bonus per TANF household every month for up to 12 consecutive
months after leaving the cash assistance program, remaining self-sufficient and over income for the
month, which may include paid sick or vacation leave.

REQUIREMENTS
e MER must be received by the 10" of every month to receive $200 monthly incentive
e If MER is not received by the end of the reporting month the client’s transitional case will close
e Client may not be an active TANF cash aid client

GUIDELINES
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Transitional TANF household must submit MER by the 10th of the month to receive the $200.00
incentive. MER must be received or postmarked by the 10th or next business day of the month,
if the 10th should fall on a holiday or weekend. Childcare and transportation services will not be
affected by this provision.

Childcare and transportation services will not be subject to the lifetime limit.

Transitional clients may be eligible to childcare (See TMTT policy section Appendix G, Childcare)
Transitional clients may be eligible to mileage reimbursement (See TMTT policy section 128-2, A-
2, mileage reimbursement)

Transitional clients maintaining successful employment or self-employment for 12 consecutive
months may receive professional self-employment assistance (See TMTT policy section 128-8, A-
3, professional self-employment assistance)

Clients who initiated the Family Perseverance Department marriage incentive process before
entering Transitional status are permitted to continue the process throughout the transitional
period.

TRANSITIONAL CASE MAY BE DISCONTINUED FOR THE FOLLOWING REASONS

MER not submitted timely

Client reaches the 12 consecutive month period

Clients combined earned and unearned income is above the 400% Federal Poverty Guidelines
Client becomes a TANF cash assistance recipient (any agency)

Client is no longer in-service area

134 DIVERSION ASSISTANCE

Diversion assistance is the lump sum payment option in lieu of long-term cash assistance. Except for
being below the 150% DHHS Poverty Guidelines, applicants must meet all other factors for TMTT cash
assistance eligibility. The purpose of Diversion is to deter dependency on TANF and encourage self-
sufficiency. Diversion is intended to assist applicants in maintaining employment.

Eligibility

Eligibility is not solely income based, nor based on simply being behind in bills. Documentation (evidence)
and documented verification of income, employment, risk of loss of employment, and or catastrophic
events leading to loss of employment is required. Average monthly income below 300% is documented
by calculated average income (including non-exempt per capita) from the previous six months. May
provide diversion benefits or services to families at risk of welfare dependency. Diversion benefits and/or
services are cash payments or supportive services provided to families who:

Are not currently receiving TMTT cash benefits and have not in the last six (6) months.

Are at risk of becoming dependent upon public assistance.

Need a one-time or limited benefit to help them avoid becoming dependent upon public
assistance.

REQUIREMENTS

Eligibility Specialist’s verification and FDSM'’s approval of an event, which will result in the family
becoming dependent on public assistance. Families are eligible for diversion assistance if their net
income does not exceed 300% of the federal poverty guidelines.
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Families can apply for diversion assistance no more than once every 24 months from the date of
the last receipt of diversion assistance and up to two (2) times in their lifetime
The maximum total benefit will be based on assistance that would have been received over a

period of four (4) months. An eligible family may receive non-recurring benefits up to four (4)
times the monthly grant for the eligible family size.

Determination of need and eligibility for diversion services and collateral payments is at the
sole discretion of TMTT. The recent acquisition or transfer of property or debt will be
considered in determining eligibility. The FDSM will determine if the reported event caused a
situation where the client is at risk of dependency on public assistance and the needs
assessment, along with verification documents will support in this determination.

Verification of debt may require additional documentation as requested by Eligibility Specialist,
not limited to notarized letters and tax information from creditors.

For example, childcare debt potentially leading to unemployment for loss of childcare requires
an invoice from that provider and documented verification by Eligibility staff of invoice.
Eligibility staff will also do a need assessment to reasonably evidence and determine that
applicant could not pay due bills based on current income and that the applicant did not simply
decline to pay bill in anticipation of application for Diversion assistance.

A second example of an applicant purchasing a new vehicle and then requiring immediate
payment assistance would require a needs assessment to demonstrate that payments could
have been made prior to application and that applicant did not simply jeopardize themselves by
purchasing this vehicle to acquire Diversion eligibility.

Payment may also require a W-9 and possibly 1099 reporting.

A family may receive non-recurring benefits up to 4 times the monthly grant for the family size
after standard deductions.

Payment will be made only for those verifiable invoices that will affect the stability of the home
and potential loss of employment.

Clients who signed 12-month recipient contracts will be transitioned to 24-month contracts.
Cases will be closed at the end of month assistance is received and further requests for
payments will not be accepted thereafter.

Diversion program benefit is limited by funds available. Clients will sign a statement that no
application for long-term TANF benefits will be made for 24 months from the last receipt of
Diversion assistance.

Applicants who have exceeded the 60-month time limit are not eligible

Applicants must provide 90 days of income verification.

TMTT does not count 401k against them or use for eligibility purposes

GUIDELINES

Eligibility staff will document that past due bills are due to unforeseen events and not past due in
anticipation of Diversion assistance
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e Diversion assistance is not available to a TANF case which has closed in the last six (6) months, a
family who are receiving Transitional services or within six (6) months of the last TANF cash
assistance payment.

e Payment(s) will be made directly to vendors for at least 50% of eligible funds. The remaining
eligible grant will be issued to the participant; receipts will not be required. If vendors do not
accept third party checks, then checks will be issued to the applicant, and receipts will be required
within 10 business days.

e Payment(s) may not include credit card, legal, dental, or medical expenses.

134-1|NON-RECURRING SHORT TERM (NRST) BENEFITS

As provided through 45 CFR 286.10(b)(1), non-recurring short-term benefits are:
e Designed to deal with a specific crisis or episode of need.
e Are notintended to meet recurrent or ongoing needs.
e  Will not extend beyond four (4) months.

Determine whether one-time or non-recurring cash assistance is a viable option to service the
applicant’s needs with the following conditions:

e Non-recurring cash assistance benefits should provide short-term relief to resolve prudent
family problems

e To stabilize a housing situation

e To assist income while a client is waiting to start a job

e To assist income while a client is waiting to begin training

e As a means of maintaining employment

e Payments will be made directly to vendors. Vendor Payments will be made only for those
verifiable invoices and at least 50% the remaining grant will be issued to the client for their
family needs, which will affect the stability of the home and potential loss of employment.
Payments can be made up to two months in advance if needed and documentation supports
this. Payments may not include credit card, legal, dental, or medical expenses.

e Payments will be made directly to vendors, unless pre-approved by the FDS Manager in an
emergency or in situations where vendor pay is not an option (for example vendor does not
accept third party checks). Invoices/bills will be required and an approval memo from the FDS
Manager must be attached to the check request.

e Payments to stabilize family situation cannot be made beyond two months from the month of
approval. Available funds must first be applied to:

o Rent

o Emergency repairs to a vehicle needed to maintain employment

o Assistance with the purchase or repair of tools, equipment, clothing, etc. Necessary to
maintain employment, and or

o Assistance with rental deposit and moving cost due to the loss of a family primary
residence by uncontrollable circumstance such as fire, vandalism, acts of nature, or
domestic violence, which if not addressed with impact the family ability to maintain
employment

e Payments are at the sole discretion of TMTT.
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e TMTT is the buyer of last resort.

o Verify that all other sources of funding have been explored.

e Diversion assistance is not available to TANF cases which have closed in the last six (6) months,
families who are receiving transitional services or within six (6) months of the last TANF cash
assistance payment. Approved applicants will sign a Diversion Agreement, which states no
application for long-term TANF benefits can be made for six (6) months from receiving Diversion
Assistance.

Example of Diversion Case:

The applicant was out of employment for three (3) weeks due to an illness and got behind on the car
note and rent. They provided verification (paystubs) they were out of work for three (3) weeks and
passed due notices. They requested the past due month of housing and car note and payment of the car
note for the next two (2) months. If they could not pay their rent the family would get evicted and
without a vehicle, they would not be able to get to work. The Needs Assessment verified they were
short on monthly income due to missing three weeks of work and with this Diversion Assistance they
will be back on track financially and Diversion prevented them from becoming dependent on assistance.
The requested amount must exceed at least fifty percent to vendor pay and the remaining issued to the
client for family needs.

200 3 & 4 ELIGIBILITY, APPLICATION, AND RECERTIFICATION PROCESS

200-1| GENERAL ELIGIBILITY REQUIREMENTS
All eligible households must meet these core standards:
o Tribal Affiliation: At least one household member must be a member or descendant of
a Federally Recognized Indian Tribe or California Judgment Roll Tribe.
e Residency: Must reside within Los Angeles or Riverside Counties and Imperial County

200-2 | TORRES MARTINEZ RESERVATION AND SERVICE POPULATION

Eligible members of Torres Martinez Desert Cahuilla Indians, members of Federally recognized tribes,
Alaskan Natives, members of the California Judgment Roll and their descendants and families who
reside on the Torres Martinez Reservation in Riverside and Imperial Counties.

Riverside County Service Area and Service Population (Off Reservation Areas and Excluding the City of
Riverside)

Eligible members of Torres Martinez Desert Cahuilla Indians, members of Federally recognized tribes,
Alaskan Natives, members of the California Judgment Roll and their descendants and families, who
reside in the off-reservation areas of Riverside County except for the excluded population identified in
the following section.

Excluded Population in Riverside County:

e Families residing within the boundaries of the Morongo Band of Mission Indians, Soboba
Band of San Luisefio Indians, Agua Caliente Band of Cahuilla Indians, Pechanga Band of
Luisefio Indians, Augustine Band of Cahuilla Indians, Santa Rosa Band of Cahuilla Indians,

9% |Page




Cahuilla Band of Indians, and Ramona Band of Cahuilla Reservations are excluded from the
service population.
e Families residing in the City of Riverside are excluded from the population.
e Members or descendants of the Morongo Band of Mission Indians, Santa Rosa Band of
Cahuilla Indians and the Soboba Band of San Luisefio Indians residing off reservation in
Riverside County are excluded.
Los Angeles County Service Area and Service Population (Off Reservation Areas) Eligible members of
Torres Martinez Desert Cahuilla Indians, members of Federally recognized tribes, Alaskan Natives,
members of the California Judgment Roll and their descendants and families who reside in the off-
reservation areas of Los Angeles County.

Imperial County Service Area and Service Population (Off Reservation Areas)

Eligible members of the Torres Martinez Desert Cahuilla Indian Tribe and their families who reside in the
off-reservation areas of Imperial County except for the excluded population identified in the following
section.

Excluded Population in Imperial County:

e  Families residing within the Cocopah and Fort Yuma-Quechan Tribal reservation boundaries are
excluded from the service population.
e Household Composition: Must generally include one adult and at least one dependent child.

Eligible household variations include:
e Single or two-parent/caretaker households (including stepparents).
e Emancipated minor heads of household attending High School/GED programs.

200-3| APPLICATION (30 CALENDAR DAYS)

o Accessible: Applications can be obtained at any TMDCI Tribal TANF office during normal
business hours.

e Documentation: A complete application packet must include all items on the Documentation
Verification List (eligibility checklist), but are not limited to:
o Personal Identification (All adults requesting assistance)
o Birth Certificate (All family members requesting assistance)
o Tribal enrollment Verification (Federal Recognized/ California Judgement Roll/DAWES
Roll)
Proof of social Security Numbers (All family members requesting assistance)
Current Immunization Records (All children requesting assistance)
Proof of School Enrollment or report card (All children requesting assistance)
Proof of Guardianship (DPSS/CPS/ICWA)
Proof of Address (Rental/Lease Agreement, Notarized Renter’s Certificate, Utility Bill)
Ace Assessment with positive score (for new applicants only)

O O O O O O
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Required Verification: Applicants must disclose the following for any (adults or children(s))
requesting assistance.
o Any prior assistance received by any family member from another state, tribe, or federal
TANF program.
o Current disqualifications from any other tribal, state, or federal assistance programs.

Staff must verify that any children listed on the application are not receiving assistance under a
different adult through another agency to prevent duplication of services. Staff must also verify
the following listed below for all applicants.

o County Clearances (Los Angeles County/Riverside County)

o Tribal Clearance (Soboba, Morongo, Pechanga)

o Criminal Background Check (Adults Only) “Clear Star”

o Web Mapping Service (verify within service area)

Completion: Staff must verify that the applicants answered every question on the application. Any
guestion that does not apply to the applicant’s situation or that has “none” as the answer must be
answered by entering any word or mark that indicates the question has been responded to: marks like
"N/A," "0," "None," "X", “___”, etc. are required to indicate a response.

200-4 | ELIGIBILITY & PROCESSING TIMES “NEW APPLICATIONS”
Eligibility Specialist will have 30 calendar days after the initial application stamped date to process an
application.

Pending Information: If an application is incomplete, the Eligibility Specialist must notify the
applicant in writing (NOA) a list of all missing information. Documentation must

be submitted within 30 calendar days of the initial application date, or the application will be
denied.

Application Expiration: If the initial application is not completed within 30 calendar days, the
client must re-apply to ensure information accuracy.

Extensions: If there are any unforeseen external/internal agency delays, the FPDM/FDSM may
extend this period on a case-by-case basis with documented cause.

Effective Date: 3 & 4 eligibility will be retroactive to the initial application date.
Authorization: All initial and re-certification applications must be approved by the FPD/FDS
Manager and case noted in Rite Track.

200-5| ANNUAL RECERTIFICATION PROCESS

Schedule: Clients must follow a recertification process annually based on their original case
approval anniversary date.
Notification: Eligibility Specialists must notify clients of their upcoming recertification two
months in advance to prevent service interruptions.
Deadline: Recertification must be completed the month before the anniversary date (e.g., if due
October 1st, it must be finished by September 30th).
Requirements: The process mirrors the original application, including:

=  Resubmission of Vital documents that have changed or are not in the existing file.

= updated immunization records

= updated school enrollments
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= updated proof of address
= Note: A new ACE assessment is not required for recertification; it is a one-time lifetime
requirement.

e Conditional Approval: This is limited to urgent circumstances and requires written
documentation (memo or email) from the FPD Manager, or a successive supervisor.

e Temporary Documents: FPD/FDS Managers may grant conditional approval for up to 3
months based on temporary documents (e.g., proof of school enroliment). Requires written
documentation (memo or email) from the FPD Manager, or a successive supervisor.

e Extensions: A one-time extension for these documents requires FPD Director and a signed
memo.

200-6| APPROVAL REUIREMENTS
Self-Closure: Client case closure may be initiated by the client at any time

Application Categories

The status on the application must be clearly marked as one of the following:
o New Application
e Annual Recertification
e Additional Household Member

Case Approval
e NOA
e Welcome letter

Automatically eligible for 3&4 services (do not require an additional 3&4 application)

e Purpose 1&2 Assistance households are automatically eligible for 3&4 services
e Non-Needy and Child-Only households fall under the 1&2 Household category are automatically
eligible for 3&4 services.
e The Head of Household on Non-Needy and Child Only cases are not aided but are still
considered part of the household and are eligible to receive non-assistance 3&4 services.
Social Security Recipients

e SS| Recipient in TANF household will be forwarded to 3&4 Eligibility Specialist to complete
application and ACE assessment. The SSI Recipient must have a positive score to qualify for 3&4
services.

e ACE Questionnaire is limited to once in a lifetime.

Certificate of Indian Blood Letter

When provided with a CIB (Certificate of Indian Blood letter) with dual tribal affiliation for eligibility
purposes and an excluded tribe is listed, we must request proof of the tribal affiliation for which one of
the tribes they are claiming tribal affiliation with. This must be provided in the form of official
documents that link them to the tribe they are claiming tribal affiliation with. This is to avoid any
unallowable services that are not allowed and excluded from our services area and service population
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that we service. TANF eligibility and staff reserves the right to request any verifications needed for
eligibility purposes, when in question this is to avoid the unallowable and duplication of services.

300 PROJECT EVENT PROPOSAL (PEP)

PURPOSE:

The Project Event Proposal (PEP) is designed to document, justify, prepare and calculate preparations
and expenses for events designed to accomplish the purposes of TANF. Additionally, through evaluation
of events, the PEP provides the opportunity to review objective results and then make changes to later
events to better achieve desired goals. The PEP must also be completed for events that will not expend
TANF funds directly but include participation of TANF staff, transportation and participants.

Completion and approval of the PEP will ensure that all variables have been considered to provide a safe
and smooth delivery of service. Incidents occurring because of poor event preparation will be the
responsibility of the project organizer and authorizing supervisor, manager, or coordinator.

Please note that at this time youth incentive trips and other activities that can be interpreted as
“entertainment” are not allowable, and adults are not permitted incentive trips of any kind.

Under 2 CFR § 200.438, entertainment costs are generally unallowable in Tribal TANF programs unless
they meet strict criteria tied to programmatic necessity. Definition of Entertainment Costs

Entertainment costs include:

¢ Amusement, diversion, and social activities

e Related expenses such as gifts

e Examples: tickets to concerts, sporting events, amusement parks
e Membership fees for social, dining, or country clubs

Examples of Unallowable Entertainment Costs
The following are not allowable:
Recreational Venues

e Amusement parks or centers

e  Water parks

e Video gaming centers

e Arcades (including laser tag)

e Paintball facilities

¢ Movie theaters

e Animal petting events

o City tours

e Touring Christmas light decorations
e Fireworks displays
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Live Shows & Performances

Circus performances

Sesame Street Live

Cirque du Soleil

Music festivals (dances, raves, DJs or MCs acting as DJs)

Parades

Restaurants with dinner shows (e.g., Medieval Times, Pirates Dinner Adventure, Chuck E.
Cheese)

Sports & Outdoor Activities

Sporting events (tickets or attendance)

County fairs

Horseback riding

Roller or ice skating

Chartered boat tours / whale watching

BBQs (unless part of a larger educational camping activity)

Other Social or Leisure Activities

Casinos
Awards dinners or banquets
Membership fees for social, dining, or country clubs

PEP FORM PROCEDURES

TANF Purpose: All event and activity goal(s) must be relevant to one or more of the four purposes of
TANF for which TMTT is granted on the approved TANF Family Assistance Plan (TFAP). The requestor
must briefly identify which and how one or more of these purposes will be met. These purposes include:

1.

3.
4.

Provide assistance to needy families so that children can be cared for in their own homes or in
homes of relatives.

End the dependence of needy parents on government benefits by promoting job preparation,
work and marriage.

Prevent and reduce the incidence of out-of-wedlock pregnancies.

Encouraging the formation and maintenance of two-parent families.

Tribal TANF Goals:

The following are the program goals for Torres Martinez Tribal TANF (TMTT):

1.

Increase the number of TMTT TANF assistance adult participants who complete their high school
education or high school equivalency. The progress of this goal will be measured by analyzing
participant ongoing case management progress and educational attainment data maintained in
the TMTT database.

Increase the high school graduation rates for TMTT TANF assistance and other eligible youth
participants. The progress of this goal will be measured through analysis of educational related
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data in the youth PRP (Personal Responsibility Plan) maintained in the TMTT Database.

3. On ayear-to-year basis, increase the number of work eligible TMTT participants enrolled in
higher education, job skills training, or other work activity in successfully obtaining and/or
improving employment. Progress towards this goal will be monitored and measured by
analyzing participants’ employment data maintained in the TMTT database and via monthly/
quarterly reports from the TMTT Career Development Team.

4. Year over year, increase the number of TMTT families who can lower or resolve family stability
risk factors and achieve stable two parent families. through participation in culturally based
family formation and maintenance activities. Progress of this goal will be measured by analyzing
pre and post surveys, case management notes and data illustrating
family risks maintained in the TM TT database.

5. Year after year, decrease the number of TMTT TANF assistance eligible youth and other eligible
youth who engage in high-risk behaviors which may result in teen pregnancy, substance use,
truancy and/or harmful physical and/or mental health conditions. The progress of this goal will
be measured by analyzing case management notes, pre and post surveys, Youth PRP (Personal
Responsibility Plan), school attendance/achievement records and data illustrating risky youth
behaviors maintained in the TMTT database.

Objective Section: An objective is something you plan to achieve.

Objectives can be viewed as the specific, actionable steps taken to achieve a broader goal. The
requestor must briefly identify how participants will benefit from this activity. In general, the TMTT
Developmental Standards including social (including health), vocational, cultural, and academic
development may be used to identify “how” participants will benefit from this activity with relevance to
the identified purpose(s) of TANF. An objective may be the development of a specific skill that will
somehow enhance or benefit the growth of proper nutrition and benefit from its effect on health (Social
Development Standard), thus leading to fewer sick absences and better academic performance, which
per the National Campaign to Prevent Teen and Unplanned Pregnancy, is proven to lead to improved
teen pregnancy prevention. Improved academic and life skills may also lead to improved self-esteem
and a higher likelihood of graduation which in turn can lead to the reduction of dependency on public
assistance.

Background and Description of Activity Section:

From beginning to end of event, describe steps, anticipated dates, processes, speakers and presenters,
and specific topics and activity planned to satisfy the purpose(s) of TANF and accomplish the objectives.
Identify briefly if refreshments will be provided, noting that full meals are not allowed. Language should
not include references to “meals, breakfast, lunch and or dinner”. Snack and refreshments must fall
within the Refreshment Allowance guide provided for the Cost Section. Identify if a presenter/service
provider will be needed or if the event will solely be facilitated and the responsibility of the staff
members. Complete the TANF Internal Service Provider Agreement for presenters that are being used
for training(s) or workshop services per program direction, staff are not allowed to approve contracts or
agreements, this is the responsibility of the Procurement Department. . Procurement will determine if
an actual contract must be provided for projects requiring larger payments or repeated service. It is best
to check the Procurement policies to determine if contracts are needed and request for proposal (RFP) is
required for your proposed event and allow additional time for the process. Request For Proposals
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(RFPs) may require up to 3 months of lead time. Any request above procurements small purchase
amount will require a completed quote prior to PEP approval. The quotes process has its own process
and timelines. Refer to Section 9.02 Micro Purchases Procurements Policies and Procedures Guide.
Quotes: You may refer the vendor contact information to procurement, but at no time shall you contact
the vendor, this is procurements responsibility to get the best cost by going through procurements
guote process. You will need to submit a detailed request when a quote is required that includes time,
place, who, how many, and what expectations need to be met from beginning till the end. The more
detailed the better the service provider you will get. This must be completed if the request is more than
the Micro purchase that is established by the TMTT tribe.

Include the number of personnel needed to best support the number of participants. Dependent upon
location and available security, adult staff will be assessed at a ratio not to exceed 8 youth participants
per staff member unless parents will be available to help monitor their own children. This may need to
be reduced to 6 youth participants per staff member for children under 12 years of age or if the event

includes TANF transportation away from the office. Child under 5 years of age should not participate in
TANF events without parent(s) present.

Overnight Stay Policy

Overnight stays may require a further reduction in the chaperone-to-youth ratio depending on sleeping
arrangements. The following guidelines must be observed to ensure participant safety, appropriate
supervision, and compliance with program standards during all overnight travel or events:

1. Room Assignments

e Chaperones should not be housed in the same room with youth participants unless the
chaperone is the participant’s parent or legal guardian.

¢ When adjoining hotel rooms are used, both rooms connected by a door must be occupied by
participants of the same gender.

e Room keys and assignments should be documented and distributed only to the participants and
chaperones assigned to those rooms.

2. Bed Assignments
e Youth participants must sleep in their own individual beds.

e Sleeping arrangements should be reviewed by the lead chaperone prior to check-in to ensure
appropriateness and adequate supervision.

3. Group Placement

e  When possible, all group members should be housed on the same floor or along the same
hallway to promote safety and effective supervision.

e Chaperones should be strategically placed in rooms near participants to ensure visibility,
accessibility, and quick response in case of emergencies.

e A nightly room check and curfew must be established and enforced by designated chaperones.
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4. Conduct and Supervision

e Chaperones are responsible for maintaining professional boundaries and must remain alert and
available throughout the duration of the overnight stay.

e Youth participants are expected to follow all curfews and program rules; any violations must be
reported to the program facilitator immediately.

e Emergency contact information and participant medical forms must always be readily accessible
to chaperones.

Support Materials Section:

Identify flyers, handouts, paints, paper products, tools, food and all necessary items. Be specific as to
what will be purchased for reconciliation purposes. All materials needed for this event must be applied
to the PEP to ensure accurate expenditure per participant and event. Identify what the presenter will be
providing or if support will be needed in obtaining or copying materials. Attach flyers to PEP as these
require supervisor, manager, or coordinator approval. Flyers must be checked for location, date, times,
contact information. Flyers may not contain private logos unless a release has been signed by the
agency to which the logo belongs.

Schedule Section:

Identify work hours, task completion deadlines including supply pickup, set up, clean up from start to
finish. Specify starting time, transportation times, refreshment times and evaluation time. Identify staff
hours of coverage for the event and reporting office of participating staff if different than their own.

Technical Requirements Section:

Identify audio/visual and computer service needs and who will contact IT. Identify if event will be
photographed or recorded and if this will be done by staff or if IT or other assistance is needed. Make
sure Photo and Video Image Release forms are completed for all youth participants and those adults
that may be photographed and or videotaped. Make sure to attach work order requests.

Transportation Section:

Verify calendar and with Transportation Coordinator for availability of transportation support staff and
vehicle availability. Include Transportation Coordinator acknowledgement of availability. Limit number
of participants receiving transportation to vehicle and or supervision availability. Identify whether child
safety seats will be needed. Make sure all emergency documents have been collected and carried for
youth travelers. These must indicate who is authorized to accept the child upon return home. All
travelers off site will also need emergency contact information. The workday must be kept within 12
hours for transportation staff. Identify any needs such as buses or carriers that will incur a direct cost
which will then be listed in the Cost Section.

Evaluation Section:

Identify how the success of the workshop in meeting the proposed objective will be evaluated. Identify if
evaluation will be provided via assessment at end of workshop or incorporated throughout the
workshop. A list of comprehensive anticipated questions or actual form must be provided. The
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evaluation will be attached to the PEP and requires approval by supervisor, manager, or coordinator. A
summary of the event and evaluations will help determine improvements to future activity.

(Note: evaluations must be based on how the objective (skill/development) was met, not solely based
on what was liked or disliked by the participant.)

We will also use the evaluations for data. It is very important that we have one completed for each
participant after each event. It is the mangers responsibility to read them and submit an overall report
that is placed in the file. The report shall consist of recommendations, check financial expenditure, and
evaluate the overall event.

Cost Section:

The cost section should detail only those items that were explained as necessary in prior sections. It is
the responsibility of all TANF staff members to see that costs related to TANF services are justifiable and
reasonable. Breakdown event costs by category; presenter fees, , supplies, food admission fees,
transportation and parking fees, luggage fees for travel, , incentives, including taxes and shipping fees, if
applicable, and all other necessary costs not listed. Include the payment terms, and other cost or
payment information and the total. Identify the cost of refreshments and other items and how these will
be purchased and delivered. Do not include discounted amounts on the invoice/quotes to prevent any
revisions on the PEP that may cause being under budgeted.

Staff must seek out venues and vendors that will accept TANF checks prior to considering that checks
will be made out directly to clients or staff. If a check cannot effectively be made out to a vendor/venue,
staff may seek out other providers., Staff may not purchase any gift cards from vendors with
organization checks but, may receive a return of funds on a gift card from the vendors. All original
receipts must be kept for reconciliation. A check may be made out to the Director if a vendor check or
credit card is not sufficient. Annual events may include an additional 20% of event costs (refreshments,
supplies) excluding individual admittance or participation fees for recruitment participants per the
attendee’s section of this document. For example, if $100 is being spent on refreshments and $50 on
supplies, an additional $20 may be spent on refreshments and $10 on supplies, giving new totals of $120
and $60, respectively. Costs must be identified in the PEP cost section, added to totals and then
itemized under a separate GL Code #4012303170860 for Participant Recruiting listed on PR forms.

Purchase Requests and Check Requests

Specifically list or categorize all costs, including applicable sales tax and shipping fees and total on
authorization page of PEP. Please place all vendors, purpose, and amounts on the line-item portion of
authorization page (page 3) prior to approval include all. Check Requests and Purchase Requisitions may
exceed the authorized PEP line-item amounts by 10% or tax difference in accordance with the
Procurement Guidelines and may only be increased by the Procurement staff. This may not be used to
create additional PRs after PEP approval, this allowance is cost variance encounter for the same item or
service initially described in the PEP only. An additional authorization pay may be used if there are more
than 10 vendors or checks necessary for an event. All PRs and CRs must be delivered to Compliance,
Fiscal, and Procurement together.. Contractors must complete a Contractors Agreement and W9 if not
already on file must be updated annually.
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(Please see procurements policy and the Catering/Food Section of this document for further information
or exceptions to refreshment purchases.)

Travel Approval Plan (TAP)

All TAPs must be completed when submitting Event PRs and CRs and must be coded to the
corresponding event. Additionally, all TAP expenditure information will be entered into the events
database to ensure accurate tracking of total event expenditures.

Collaboration:

Joint programming may not overlap or increase the cost per client expenditure, such that two
departments cannot claim the client as within their spending expectations, which will multiply or expand
the cost allowance per client. A single PEP must be submitted to collaborating departments for the same
event.

Authorization Section:

e Submissions and authorization indicate budget availability, justification and reasonableness of
cost and suitability of an event to meet the purposes of TANF.

e Project organizer: The project organizer must be the signer in the “Requested By” section.
TANF project organizer may not be the second authorized signature for the PEP. In the event
that there is a collaboration with another TANF department, you must list all staff as an
additional project organizer.

e Managers/ Supervisors: The second authorizer/signature must be a TANF Manager or
supervisor. PEP

e Director: The third signature must be the department director, if the event costs exceed $5000
or greater. However, the Director must be made aware of all events occurring within their
coverage area. PEPs may also be signed by the Delegation of Authority (DOA), if the department
Director is unavailable.

e Executive Director: All Departments PEPs totaling $10,000 or above and events including out-
of-state travel or overnight stays will require the authorization of the Executive Director (ED), or
the DOA PEP

Event Collaboration:

The authorizing supervisor will be responsible for the housing of the event file and completion of all
reconciliations. PRs processing may be shared by the departments with the requestor being jointly
responsible for reconciliation completion of individual PRs.

Planning:

Events must be within the departmental budget. Events may not be held or services incurred prior to
PEP approval and receipt of completed checks for services or supplies. Therefore, events are ideally
planned at least 3 months in advance.

Emergency Plan:
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e Attach an emergency plan that pertains to this event that will cover this event in case something
changes or does not go as planned.

e Extra Vehicle: Transportation for emergency purposes.

e Emergency cards are needed for all participants.

e Emergency Contact information for all staff and clients

Timeline:

PRs must be submitted to Compliance 22 or more workdays (4 weeks/30days) prior to the event and
must reflect the authorized cost line items and include required backup documentation including the
complete PEP. The timeline will be as follows for review and process:

e Compliance may require up to 3-5 days for PR review

e  Staff Accountant 2 days for coding review

e Procurement 10 days for travel and purchases requests (procurement has its own timelines that
include quote, RIF, contracts only procurement can issue or sign contracts for review)

e Finance for up to 5 days to check production.

This is up to 22 or more working days without additional time for possible rejections and
corrections. PRs not reflected on the PEP will not be accepted. PR s received by Procurement less
than 10 working days from date of event will be accepted at the discretion of the Procurement and
Fiscal Department. Services or goods may not be accepted prior to PR approval and vendor check
completion. Offices must keep copies of authorized PEPs and PRs in an event folder with all
attachments as submitted. The event folder must be kept by the authorizing department.

If the PRs are not submitted within 22 business days, you must have the director’s approval.
Quote Only Process:

Any request above procurements Micro purchase amount up to $3000 will require a completed quote
prior to PEP approval. The quotes process has its own process and timelines. Refer to Section 9.02 Micro
Purchases Procurements Policies and Procedures Guide.

Quotes: You may refer to the vendor contact information to procurement, but at no time shall you
contact the vendor. This is procurements responsibility to get the best cost by going through
procurements quote process. You will need to submit a detailed request when a quote is required that
includes time, place, who, how many, and what expectations need to be met from beginning till the end.
The more detailed the better the service provider you will get. This must be completed if the request is
more than the Micro purchase that is established by the TMTT tribe.

Purchase Requisitions and Check Requests

It is best to submit all requisitions for an event together as a packet. Additional Purchase Requisitions to
approved Project Event Proposals will not be accepted without an amended and authorized PEP.
Handwritten changes to Project Event Proposals and PRs will also not be accepted.

Purchase Requisitions (PRs) Process:

PEP must be approved at least 45 days in advance. The Purchase Requisitions (PRs)
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must be submitted at least 22 business days in advance of the event date. All Purchase Requisitions
must abide by the authorized line items of the approved PEP.

Check Request (CRs) Process:

The Check Requests (CRs) must be submitted at least 7 days in advance of the event date. Check
Requests (CRs) are generally not used for events purposes, unless they pertain directly to the client
attending an event.

Compliance will only review requests after all PRs and CRs are attached to the submitted PEP.
Documentation:

The entire proposed event must be on a single PEP submission (additional Cost pages okay). Additions or
changes involving expenditure will require reauthorization and attachment of the initial PEP, data base,
projects documentation is not required for submission, but must be completed within data base,
accessed and reviewed prior to PR approval by supervisors and Compliance. Data base projects set up
includes transactions, current event enrollment, contractors and e evaluation. PEP may be approved
prior to data base enrollment if projected attendees are otherwise documented and confirmed as
explained under, “attendees”. Purchase Requisitions must have completed enrollments.

e Quotes and amounts over the micro purchase must start with a quote, prior to a Purchase
Request for services.

e Approved Project Event Proposal, Purchase Reconciliations, Check Request submission
timelines, Help Desks Request:

e Facilitator must make sure all funds are received at least two weeks prior to the events

e Confirmed with clients and filling vacant spots will well planning and by identify on PEP

e The requester is responsible and must ensure that assigned duties are assigned for the
facilitation of each task.

Amount Per Projected Participant for onsite event:

This is the sum of all costs, including costs related to staff, which is then divided by the number of
clients. Staff and other facilitators are not to be considered “participants”. The intent of this section is to
allow review and comparison of complete costs per client per event. For example, tutoring costs per
client can be compared across offices by comparison of this information.

Amount Per Projected Participant for travel event (including staff):

This is the sum of all costs, including costs related to staff, which is then divided by the number of
clients.

Catering/Refreshments:

All refreshment costs must fall within the provided allowance scale which is based on the first and last
day of travel GSA rates relative to the length of time of an event. The event length of time may not
include travel time to and from an event held within the office are nearby facility such as a park or other
local event center. However, allowance may include travel time to a field trip location away from the
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general location of the TANF office(s), such as field trip to a museum or other venue far away from the
office.

Catered / refreshment purchases may not exceed the proposed limitations within the GSA Guidelines.

All catered/refreshment allowance costs must be calculated in respect of the guidelines below including
tax, catering, and or delivery fees. Apart from client per diems provided for offsite events, all unused
funds and receipts must be reconciled with Fiscal ten days after completion of the event. Please
understand these are cost “limits”. Prudence must be used in determining the relative cost for any use
of TANF funds. Departments and staff should not immediately seek to reach the cost limit when
planning events or meals. Managers must review prior expenditures relative to actual attendees when
estimating new events. For example: if the catered/refreshment allowance for tutoring was originally
estimated at 20 people per session and continually produces only a few attendees it is not prudent to
continue ordering catered/refreshment for 20 people and ordering for less for future events is expected.

Projected Length of Event Guideline
Note: for Cost
Catered/refreshment
participant for the 3- 4 hours 59 minutes $19.25
length of the event
(reflects GSA 5 - 8 hours 59 minutes $29.25
first/last day _

9 - 11 hours 59 minutes $39.25
allowances). These
allowances may 12 hours or more but less than $49.25
change without overnight
notice. 12 hours or more and overnight $59.25

Note: If the event is set at two (2) hours and 15 minutes, then the 1-to-2-hour event rate will be utilized.

Note: Virtual classes held are allowed to provide refreshments if items purchased are non-perishable
items, and at the same refreshment allowance established per the approved refreshment chart.

Catered/Refreshment Allowance Backup:
e Back up documentation will include actual menu copies, price lists and contracts if needed.

Refreshment Allowance Backup:
e  Word document list with non-specific list of proposed items to be purchased

Attendees (all events require sign-in sheets):
Attendees On Site:

e Participants must be listed under database enrollments after the conclusion of session/series.
Attendees Off Site / Registration Cost:

e Participants must be listed under database enrollments prior to the events start date.
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Sign-in sheets will be used for attendance verification. All events require a sign-in sheet indicating the

following:
e Date
e Event

o lLegal Name

e (ClientID

o Office

e Participant status

e  Staff signature for verification

Requirements for Annual Events:

To ensure fair participation and engagement, clients are required to attend a total of 3 events (social,
vocational, cultural and academic) to be eligible for the annual event at the end of the year. This may
include events designed for families with parental participation. Two tutoring sessions are equivalent of
a single event.

Annual incentives will be facilitated by the FPD Department. For any special conditions, it will be
determined by the department director when the annual incentive will be issued and applied via memo.
Annual incentives are once a year. Attendee estimates must consider transportation, time, type, and
location of events. It is the responsibility of all TMTT staff to recognize and prevent overspending on
events due to unrealistic participant numbers. Example: If the caseload of the office has 70 adults, it
would not be prudent to anticipate that all 70 adults will attend if some are working, going to school,
have childcare issues, no personal transportation, and TANF transportation is limited.

Staff participating as necessary workers from another department may do so only as a last resort due to
short staffing.

Venues (off-site location):

To prevent overspending, the use of outside venues must be limited to annual or special banquet(s) and
must be processed through the Procurement Department to ensure the lowest possible bid on the
contract. In office space for an event is an issue, it may be prudent to split the event into multiple days
as an option. Offsite venue planning will also require additional time and contracting; so, staff must
contact Procurement early for details when considering outside venues for possible projects and events.
Note: this may also increase the cost of food well beyond standard costs, making the event unallowable.

Speakers, Instructors, and Entertainment Fees:

Staff should utilize local community and organizational resources to obtain speakers, instructors and
other forms of service or services for FREE first. Many pertinent agencies offer presentations and
training free of charge as part of their public relations or grant commitments. If free participation cannot
be accomplished, then costs may not exceed $800 (does not include transportation or per diem), and
may not exceed more than $100 per hour for any event unless there are special circumstances as
approved by the ED. Special circumstances may include number of providers and special or sole source
providers. Expenses must be related to service and market rates per area.

Events in Series:
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Payment for services rendered for a series of events can only be paid in one of the two manners:

1) Payment at the conclusion of each session or

2) Payment at the end of entire series after the vendor has completed all the services. Payment in
this manner will ensure that the vendor fulfills their portion of the agreed terms and that there
are no overpayments to a vendor.

TANF funds may not be used to make pre-payments. If a vendor is required to sign a contract, they may
not provide services until processed through Procurement. Once approval has been met, invoices will
need to be signed off by Managers to process payment.

Decorations:

e Decoration costs for an event must be reviewed and approved by the department
manager/DOA.

e All costs must be justifiable and reasonable.

e Decorations for events cannot exceed 20 % of the total PEP budgeted costs, the total budgeted
costs will not include the cost of decorations.

e Holiday themed decorations are allowable. Holiday decorations should be as inclusive as
possible and should respect the many diverse beliefs and customs held by clients and staff.

Incentives Policy

¢ Incentives may not exceed $20 per projected TANF-eligible participant for an event and not
exceed twelve (12) sessions per quarter/per PEP.

e Annual incentive limits: $50 per adult and $100 per youth (per participant, assigned to FPD).

¢ Annual orientation incentive: limit $50 per adult

e Recruitment participants may be included in door prizes/promotional items, but not direct items
such as gift cards.

¢ Noincentives allowed for each occurrence of tutoring or language sessions.

e Event series may pull incentive allowances to purchase higher-cost items (must be outlined in
PEP).

e Insome cases, supplies may act both as a supply and incentive (dual supply incentive) to be
provided to the client at the end of the series of activities or workshops. High-value supplies
(electronics/instruments) cannot be combined with additional incentives in the same event or
series.

e Incentive trips or activities considered entertainment are not permitted.

e Incentives are only allowed during approved recreational (practices are not allowable) activities
in the PEP that promote family bonding.

e Annual incentive events are hosted by FPD staff at each site.

Process
e Flyers and evaluations must be initialed at the bottom of the PEP form.
e Authorized PRs with PEP copies must be forwarded to Compliance - Fiscal (Staff Accountant) >
Procurement - Fiscal (check printing).
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Reconciliation (save all receipts):

Files:

Project reconciliations must be provided to Fiscal within 10 workdays after the event or project.
o Apart from PO purchases, these must be provided to Fiscal within 24 hours.
= All Sites (Except Thermal): make sure to mail original receipts within 24 hours or

next business day.

Offices or departments with outstanding overdue event reconciliations will not be permitted to
submit requests for new events.
Supervisors must review event files for reconciliation regularly.
Compliance may also review event files to confirm prior reconciliations as well as file
maintenance.
Facilitators will be responsible for seeing that clients check reconciliations are completed timely
by code of conduct.

o Ifyou fall under the 3-4 category clients, any misused funds may result in discontinuation

of any TANF services, until all funds are recouped.
o Ifyou fall under the 1-2 category-clients, any misused funds will result in reduction in
monthly grant.

Directors who had event funds distributed to them because there were no other alternatives
will have funds subtracted from their paychecks if checks are not reconciled by the ten-day
period per a pre-signed agreement. Payments may be made with Finance Department.
Non-reconciliation of funds is also grounds for corrective action.
All original recipients, Rite Track Enrollment, client per diem receipts, and sign-ins must be held
for reconciliation.
Manager may sign a Missing Receipt Form for subordinate staff members if necessary. If
receipts/funds are missing the additional funds will be subtracted from the facilitator’s
paychecks. Payments may be made with Finance Department.
Gift cards may be returned with whatever amount is left over.
The cost of money-orders or check cashing fees for checks made out to the Director may be
deducted as an expense.
It is the responsibility of the Managers to monitor reconciliation due dates not Compliance or
Finance Departments.
The reconciliation of funds and original receipts will be provided to Finance Department and a
copy of the reconciliation form signed by supervisor and Finance Department will be kept in the
event file.

All documents associated with an event must be kept and saved in an event file for each completed
event. Event Files are subject to audit externally and eternal and must contain documents that justify
the total expenditures for that event.

Event file: Files must include six sections within the file. The file will contain the PEP, all documents,
expenditure and attachments. This includes copies of the following:

112 |Page




Event File Sections include six tabs:

e Section one- Flyer

e Section two -Project event proposal :(Pep) and Evaluation -Tab Two

e Section three- Documents: Completed evaluations, work orders, notes, code of conduct and
responsibility agreements, picture consent, waiver, parent consent and any other paperwork
that pertains to the event file

e Section Four- Sign in sheets: Signed in and signed up sheets for the event

e Section Five- Request, invoices & Attachments that includes: purchase requisition (PR), staples,
check request (CR), vendor documents, contracts, purchase orders, check copies.

e Section -Six Financials: Completed database summary (RT), Transactions reconciliations
completed and signed with attachments, copies of receipts (all original receipts go the fiscal),
copies of checks, copies of purchase orders, review form, stop, payment form, and signed off
forms for gift cards. All reconciled financials that apply to closing the file.

e This file must be maintained in the office of the authorizing manager’s office or department;
however, copies may be retained by co-departments, but it is the responsibility of the
authorizing department manager to hold these documents.

Attachments

All financial requests have an attachment justifying the request for funds either summited through a PR,
CR, or PO process, those copies need to be filed in the events file.

Event evaluations summary form:

The event evaluations are important tool for the complete evaluation of the event. TANF is responsible
for measurable outcomes and be able to report those successes in assisting with self -sufficiency. The
facilitator will provide a complete event summary after reviewing all the participants’ evaluations and
the events in whole. This will be provided to the manager who will sign off and evaluate the event
ensuring that event met the four purposes of TANF.

File Closure:

Files should be reviewed and closed by the Manager 30 days after the last reconciliation any additional
time needed must be approved by the director and documented. The department manager will review
the RT summery sheet, client evaluation report and sign off on the closer of the file.

File Storage:

All files must be kept for a total of seven years, three years onsite, and one year with compliance
department.

File Transfer:

Once the file has reached the four-year mark it will be transferred to Iron Mountain. File closure, ready
to be sent to Iron Mountain, must follow the Archiving Reference Guide.
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400 FAMILY PERSEVERANCE DEPARTMENT

The Family Perseverance Department (FPD) is dedicated to administering program activities that foster
the establishment and sustainability of stable, healthy two-parent families and marriages.

FPD Program Alignment with TANF Purposes:

e Ending the dependence of Needy parents/guardians/caretakers by facilitating job preparation,
employment, and marriage.

e Encouraging the formation and maintenance of two-parent families by delivering culturally
relevant self-sufficiency programming for Native American families.

e FPD operates as a family-centered department that fulfills funding objectives related to healthy
families and marriages by providing tailored services to families and individuals.

Programmatic Objectives:

e Equip clients with skills for self-awareness and self-healing through structured self-evaluation.
e Assist households in identifying and mitigating barriers to self-sufficiency to foster healthy
lifestyles.
e Facilitate family participation in structured, drug- and alcohol-free recreational activities.
e Delivery of client services including:
o Individual/family classes, workshops, and training sessions.
o Events addressing safety, prevention, and family-centric education.
o Resources for couples pursuing marriage.
o Provide communication and anger management classes to improve conflict resolution
and emotional regulation skills.

400-1| FAMILY AND YOUTH ACTIVITIES

1. FAMILY SKILLS TRAINING/WORKSHOPS/CONFERENCES
a. Program Prevention:
i. Diabetes, substance abuse, and health awareness initiatives
b. Parental Engagement:
i. Teen dating and relationship-building support.
ii. Parent/teen support raising children
iii. Father/Mother involvement programs (education, tutoring, support groups).
c. Personal Management Curriculum:
i. Stress/time management, effective communication, personal grooming.
ii. Prioritization strategies, positive self-image development, socialization
activities.
iii. Goal setting and implementation planning.
d. Safety and Preparedness Training:
i. Establishing personal/emotional boundaries.
ii. First Aid/CPR certification, earthquake preparation.
iii. Home safety protocols.
e. Specialized Training/Conferences:
i. Parenting skills, motivational workshops, family wellness seminars.
ii. Couples training (communication skills, stress, and self-esteem)
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iii. Cultural/family bonding activities, drug awareness programming and
prevention.

iv. Fatherhood/Motherhood is Sacred curriculum.

v. Linking Generation curriculum.

vi. Healthy Relationship curriculum.

2. DEVELOPING POSITIVE FAMILY SUPPORT SYSTEMS

e Counseling services (pre-marital, marital, family).

e Parenting support circles for mothers and fathers, focusing on communication skills and shared
experiences.

e Family management education (budgeting).

e Access to extracurricular activities, mentoring, leadership development.

e Child safety programs (e.g., car seat safety).

3. HEALTH EDUCATION FOR FAMILIES

e Nutritional guidance and meal planning.

e Physical wellness programming (exercise, sports, team-building activities).

e Comprehensive wellness education (medical/dental care, developmental needs).
e Holistic alternatives and self-esteem enhancement.

CULTURALLY RELEVANT FAMILY ACTIVITIES:

e Integration of Native American cultural components in programming.

e Cultural research assistance for personalized wedding traditions.

e Referrals to culturally sensitive pre-marital counseling.

e Traditional arts programming (beadwork, gourd making, bird singing etc.).

DOCUMENTATION REQUIREMENT:

e C(Client participation hours must be recorded on the approved PRP and reflected in the AVS.
e C(Clients will be allowed up to 5 hours a week per house. Participation hours may be increased on
a case by case basis and must be approved on the client(s) PRP.

400-2 | MARRIAGE ASSISTANCE

FPD promotes two-parent households by providing marriage incentives to cohabitating couples.
Incorporation of Native American traditions into marriage ceremonies is encouraged to reinforce
cultural identity.

Key Provisions:
Non-Native parents may integrate their child(ren)'s Native heritage into ceremonies.

Application Timeline:
e Requests must be submitted 26 months prior to the ceremony.
e Discretionary exceptions for shorter notice or pre-exhaustion of Needy services require FPD
supervisor approval.
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Financial Consideration:

Incentives are excluded from monthly grant income calculations.
400-3| TYPES OF INCENTIVES

1. TRADITIONAL NATIVE AMERICAN MARRIAGE INCENTIVE ($5,000)

Eligibility Criteria:

e Compliance with TANF work participation requirements.
Post-marriage reporting of additional adult in TANF household.
e Submission of original marriage certificate.

Only eligible for 1&2 Clients.

Funding Parameters:
¢ Disbursed exclusively to FPD-approved vendors for wedding/reception expenses.
e Lifetime Limitation: One incentive per individual (waived upon spouse’s death).

Prohibitions:

e Alcohol purchases are ineligible.

Submission Deadlines:

e Vendor invoices: 45 calendar days pre-ceremony.
e Receipts: 10 business days post-ceremony.
e Marriage license funding: Released <90 days pre-ceremony (validity period restriction).

Required Documentation:
¢ Incentive Eligibility Form (completed by Eligibility Specialist/Case Worker).
e Assessment Packet demonstrating interest in marriage incentives.
e Divorce decree (if applicable).

Counseling Mandate:

e Six (6) pre-marital counseling sessions minimum.
e Acceptable providers: Licensed counselors, clergy, or TMTT Social Services.
e  Proof of prior counseling (within 12 months) permitted.

2. INCARCERATION SPECIAL CONDITIONS MARRIAGE INCENTIVE ($1,000)

Modifications to Standard Requirements:
e Ceremonies/licensing permitted outside service areas.
e Incarcerated individuals are exempt from initial face-to-face appointments.

3. PRE-MARITAL COUNSELING INCENTIVE ($1,200)
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e Structure mirrors Traditional Marriage Incentive counseling requirements.

400-4 | OTHER WEDDING/MARRIAGE ASSISTANCE
Service Parameters:

e Planning assistance requests require 30—-90 days’ notice (exceptions at FPD Manager/Director
discretion).
e Lifetime Limitation: One assistance instance per individual (spousal death exemption).

Assistance Categories:

1. Cultural Research Services
a. Ancestral tradition preservation support.
2. Wedding Planning Assistance
a. Logistics coordination (venues, decorations, transportation).
3. Marriage License Assistance
a. County-specific licensing guidance.
4. Referral Services
a. Culturally attuned pre-marital counseling linkages.

COMPLIANCE AND ENFORCEMENT

Non-compliance Consequences:

e Fund recovery, TANF service termination, fraud investigation.

Mandatory Verification:

e Original marriage license/certificate.
Expenditure documentation for all incentives.

500 YOUTH PRESERVATION SERVICES

The Youth Preservation Services (YPS) Department is dedicated to delivering comprehensive youth
services that emphasize active involvement from parents, guardians, and caretakers. These services
include preventive workshops designed to encourage, support, and reinforce positive behaviors that
contribute to the development of personally responsible adults.

YPS is also committed to preventing and reducing out-of-wedlock pregnancies by offering guidance
counseling, activities that promote positive peer influence, and culturally relevant information for Native
American youth. Topics include teen pregnancy prevention, making healthy choices, and fostering
personal responsibility.

Services will be provided to eligible youth residing within the designated service area who are
considered Needy or "at risk" of becoming Needy clients. The YPS Department’s goal is to promote self-
sufficiency in the Native community, prevent out of wedlock pregnancies, and break the cycle of
dependency.
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500-1| YOUTH SERVICES
The Youth Preservation Services (YPS) Department provides a wide range of youth services, including
but not limited to:

1. Youth Education Services
Encouraging parental/guardian/caretaker involvement to support academic success

Developing and monitoring Personal Responsibility Plans (Youth PRPs)
Academic support programs

Educational workshops

Individualized Education Program (IEP) advocacy and guidance

Participation in Student Success Team (SST) meetings upon Parent/Client request

Guidance with educational assessment testing
College preparation, including tours and campus activities
Guidance with post-secondary and vocational education opportunities

2. Pregnancy Prevention

Educational and prevention-based classes

Community awareness events

Collaboration with local agencies

Health education focused on reproductive wellness and responsibility

3. Healthy Lifestyle Choices

Nutrition education and healthy eating promotion
Programs supporting mental and physical health
Hygiene education and awareness

Drug and alcohol prevention classes and events

4. Job Readiness & Career Development

Career exploration opportunities

Vocational site visits

Participation in job and career fairs

Torres Martinez Tribal TANF Youth Employment Program (TYEP)
Development of essential job skills

Financial literacy

5. Early Childhood Development

Educational readiness activities for children ages 0-5

Literacy development programs

Support in developing fine motor, gross motor, social, and emotional skills
Local school district referrals for learning disability assessments
Encouraging parental involvement in early development

6. Social & Leadership Development

Participation in youth leadership conferences
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e Peer-to-peer mentoring opportunities
e Activities and workshops focused on building self-esteem
e Fostering healthy relationships

500-2| YOUTH PERSONAL RESPONSIBILITY PLAN (PRP)
To promote the importance of education, the Youth PRP (Personal Responsibility Plan) serves as a tool
to support a child’s academic success. It encourages and reinforces positive behaviors that contribute to
the development of self-sufficient adults. All eligible Cash Assistance (1 & 2 clients) youth in grades 6-12
is required to have a Youth PRP if they are credit deficient or have a GPA below 2.0, based on the
academic standards set by their school district.
o All youth will have the opportunity to set goals and develop a plan to achieve them.
e Youth and their parents, guardian, or caretaker are responsible for creating an appropriate
Personal Responsibility Plan (PRP) in collaboration with the Youth Education Guidance Counselor
(YEGC).
e All PRPs must be approved by the Youth Preservation Services Manager (YPSM).
e When applicable, youth goals requiring adult support—such as attendance, academic support,
and other educational factors—will align with the parent/guardian/caretaker’s PRP.
e Each PRP will build upon the strengths and resources available to the youth, including those
offered by family or community members.
e  PRPs will focus on guiding youth toward success in education or training, with the goal of
transitioning into higher education, vocational programs, or other productive pathways.
e Plans may also include components that promote family bonding and the development of social
and emotional skills.
e The PRPis intended to help deter teenage pregnancy, substance abuse, and future dependency
on public assistance.
e Youth PRPs may be conducted in person, by phone, or virtually.

The YEGC will make every effort to accommodate parent/guardian/caretaker schedules, including
offering evening appointments when necessary.

500-3 | TANF YOUTH EMPLOYMENT PROGRAM (TYEP)
Program Overview
The TANF Youth Employment Program (TYEP), administered by Torres Martinez Tribal TANF (TMTT), is a
structured initiative designed to prepare Native American youth for future employment and self-
sufficiency. TYEP provides a safe, supervised environment where youth gain job-readiness skills,
complete structured training, and participate in career-preparation classes that build confidence and
establish a foundation for long-term success.
Rooted in the belief that investing in our youth strengthens our communities, TYEP is more than a
temporary program—it is a guided pathway that fosters personal growth, responsibility, and workforce
readiness. Through culturally responsive programming, mentorship, and staff-led instruction, the
program aims to:

e Support academic achievement and skill development through structured classes and guided

learning.
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Foster self-sufficiency by instilling accountability, time management, and workplace
professionalism.

Promote strong work ethics through supervised training and clear performance expectations.
Break cycles of poverty and reduce long-term dependence on public assistance by preparing
youth for future employment and educational opportunities.

Encourage positive decision-making and provide education and resources that promote healthy
life choices and social-emotional development.

All TYEP activities are conducted virtually, on-site or at approved locations where TANF staff always
provide direct supervision, ensuring that youth remain supported and engaged in a safe and structured
learning environment.

1. Eligibility Requirements
To participate in TYEP, youth must meet the following criteria:

Be between 14-18 years of age.

Be enrolled in high school or an alternative education program.

Maintain a minimum 2.0 GPA and be on track for graduation, as defined by their school district.
Submit all required application materials.

Priority Enroliment:

Youth who have never participated in TYEP will be given priority for placement in the program.
Returning youth may be considered if space allows after priority has been given to first-time
applicants.

Youth may participate in the program up to two times to ensure opportunities are available for
all eligible clients.

Applicants must submit the following:

Completed TYEP application, including resume and one letter of recommendation.

Most recent report cards or progress report signed by a teacher or school representative.
Verification of active participation in a TANF-sponsored program or event within the past six
months is recommended.

Attendance at a mandatory orientation (parent/guardian attendance required).

2. Program Structure
Duration and Schedule:

TYEP operates during the summer months for a period of 4 to 6 weeks, depending on funding
availability.

Participants may attend up to 20 hours per week, with a maximum of 8 hours per day.
Programming hours are Monday through Thursday, between 7:00 a.m. and 5:00 p.m. or
approved TANF events outside these days and hours.

Programming Location:

All activities must be conducted at approved TMTT sites or officially authorized TANF events.
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e Youth participants will always remain under the direct supervision of TANF staff; off-site
placements without TANF staff supervision are strictly prohibited.

Compensation:
e Participants will receive a stipend of $10.00 per hour for approved program hours.
e Work permits are not required for participation.

3. Youth Participant Responsibilities
Youth enrolled in TYEP are expected to:
e Report to the program on time; notify staff of absences or tardiness by 8:15 a.m.
e Follow all staff instructions and actively participate in assigned classes and activities.
e Request additional tasks or assignments when program activities are completed.
e Attend and participate in all required workshops and youth events.
e Abide by all safety rules and maintain a substance-free environment.
e Accurately complete and submit weekly timesheets.

4. Misconduct and Corrective Action
Zero Tolerance (Immediate Dismissal):
e Threats, harassment, or physical altercations.
e Use or possession of drugs, alcohol, or weapons on site.

Absences and Tardiness:
e 1st Offense: Verbal warning.
e 2nd Offense: Probation.
o 3rd Unexcused Absence: Termination from TYEP.

Corrective Actions:

e May include verbal or written warnings, probation, suspension, referral to social services, or
termination, based on the severity of the infraction.

5. Payroll & Timekeeping
e  Youth must complete and submit weekly timesheets by Thursday at 10:00AM.
e No overtime or additional stipends will be authorized.
o No vacation or sick pay is provided.
e Inthe event of any unscheduled site closure, all participants will be compensated for their
scheduled hours.

6. Required Forms and Documentation
e TYEP Application
e Work Site Agreement
o Weekly Timesheet Template
e Employee Performance Evaluation
e  Youth Program Final Report
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500-4| EDUCATION INCENTIVES
Clients may be eligible to grade incentives based on their academic achievement if in line with program
requirements and deadlines.

GRADE INCENTIVES (Needy Adults, Youth 1&2, 3&4):

The education incentives are to acknowledge an eligible client who is participating in approved
educational activities. Eligible clients’ incentives will be issued based on grades and program
requirements and deadlines as follows:

e $125 for “A+” (greater than 4.0 GPA)
e $100 for “A” average (4.0 GPA)

e $75 for “B” average (3.0 GPA)

e $50 for “C” average (2.0 GPA)

REQUIREMENTS

e Submitted within 45 calendar days of the end of the grading period. Override of 45-day period
may be extended with Director approval.

e Grade incentives will be based on grade averages on final semester, quarter, or other scheduled
report card. (excludes progress reports)

For any student who is not graded on the approved Traditional Grading System Chart, a memo with
manager approval is required for authorization of the special circumstances to determine which
incentive level the student should receive. (Example: of non-traditional grades would be IEP, honors
student, etc.).

Payments for all grade incentives will be issued to head of household.

Limitations
e Incentives are subject to budget availability and may be adjusted or suspended at any time.
¢ Astudent may not receive duplicate incentives for the same grading period.
e Falsified documentation will result in disqualification from future grade incentives and possible
suspension of TANF services.

500-5 | Extra-Curricular Activities Incentive

Torres Martinez Tribal TANF recognizes the value of youth engagement in structured, positive activities
outside of the classroom. The extra-curricular activities incentive is designed to support youth
participation in approved educational, cultural, and enrichment activities that promote self-
development, academic improvement, and personal well-being.

Eligibility Requirements
Participants must:
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e Must be an active TMTT youth client with documented participation in TANF programming or
other approved outside activity within the past six months.

e Submit verification of enrollment or participation in an approved extra-curricular activity.

e Demonstrate consistent school attendance and academic progress (CA Dept. of Education
considers missing 10% of school as truant. Visit https://www.cde.ca.gov/Is/ai/cw/index.asp to
learn more).

Approved Activities

Eligible activities include, but are not limited to:
e Sports teams or athletic programs
e Music, dance, theater, or arts programs
e Academic clubs or STEM programs
e  Tribal, cultural, or language education
e Leadership and mentoring programs

All activities must:
e Be supervised by a qualified adult or organization
e Promote physical, social, emotional, or academic development
e Activities take place in a structured, safe, and consistent environment

Allowable Support
TMTT may provide financial support for:
e Registration or participation fees
e Required uniforms or attire
e Supplies or equipment necessary for participation
Support is subject to budget availability and prior approval. All receipts and documentation must be
submitted according to established procedures.

Restrictions

e Entertainment-only activities (e.g., amusement parks, movies) are not eligible

¢ One-time events without skill development or structured participation are not covered

e Activities that conflict with TMTT’s values or program goals will not be approved
This policy reflects TMTT’s commitment to fostering youth development through meaningful and
enriching experiences beyond the classroom.

500-6| EARLY ENRICHMENT SERVICES (THERMAL SITE ONLY)

The Early Enrichment Services Program (EES) provides participant- and family-oriented services that
support young Native American participants and their families in achieving positive developmental,
social, and educational outcomes. The program is designed to strengthen family stability, promote well-
being, and foster long-term success for both participants and parents. In alignment with the purposes of
TANF, EES supports the prevention of future at-risk behaviors, reduces barriers to self-sufficiency, and
encourages the formation and maintenance of healthy family structures.

123 |Page



https://www.cde.ca.gov/ls/ai/cw/index.asp

Our mission is to provide participant-centered programming that nurtures the creativity and growth of
young Native American participants in a developmentally appropriate, culturally relevant, and resource-
rich environment that emphasizes play, exploration, and learning.

Our vision is to empower young Native American participants to become well-rounded, confident, and
responsible individuals who strive to reach their full potential. We will accomplish this by offering a
welcoming, safe, and supportive learning environment where cultural values are respected, everyone is
treated with equality, and all achievements are recognized and celebrated.

ELIGIBILITY
An eligible family with a child(ren) between the ages of 0-8 years is eligible to participate in EES
programing.

PROGRAM GOALS

EES recognizes the connection between young Native American participants and their families and
operates within a framework of eight (8) goals. These goals are introduced in a culturally relevant
context to promote growth and development.

TMTT EARLY ENRICHMENT SERVICES PROGRAM GOALS:

1. Provide a safe and nurturing environment.

2. Assist in building a positive self-image for each young Native American participant.

3. Enhance young Native American participants’ cultural and ethnic identity while promoting an
awareness and acceptance of diversity.

4. Provide stimulating experiences that will promote cognitive, social, emotional, fine motor, and
gross motor competencies.

5. Reinforce developmentally appropriate behavior, self-control, and cooperation through praise
and encouragement.

6. Provide early identification of young Native American participants with special needs and assist
families with appropriate referrals.

7. Staff will build partnerships with families that support their participant’s learning and age-
appropriate development.

8. Provide resources for parents to help strengthen their parenting skills.

PARENT PARTICIPATION

In our commitment to fostering a supportive and enriching environment, it is imperative that
parents/guardians/caretakers actively engage in all EES programming. The active participation of
parents/guardians/caretakers is fundamental to the success of our initiatives, as it ensures a
collaborative approach between the program and families, leading to the all-inclusive development of
young Native American participants. By participating in various EES programs, parents can actively
contribute to their participant’s educational journey, enhance their learning experience, and strengthen
the bond between home and program. This policy emphasizes the importance of parental involvement
in creating a nurturing and thriving educational community, where every young Native American
participant can reach their full potential with the combined efforts of dedicated educators and engaged
parents/guardians/caretakers.
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WORK PARTICIPATION
Work participation hours will be provided only if EES activities are applied to the client’s PRP prior to
their attendance.

PARTICIPANTS WITH SPECIAL NEEDS

All EES programs are available to young Native American participants with disabilities and/or unique
learning needs, through a variety of center options. Modifications are made in the environment and
staffing patterns to include participants with special needs. Staff members are aware of the identified
needs of the individual participant(s) and are trained to follow through on specific intervention plans. It
is our belief that inclusion in our program will enrich the experience for staff, participants, other
participants, and their families. Our program facilities meet the Americans with Disabilities Act
accessibility requirements.

MANDATED REPORTING

EES staff are mandated reporters under the California Mandated Reporting Laws. If there is reasonable
suspicion that a young Native American participant is being abused or neglected, staff must, by law,
report that abuse or neglect to the appropriate Child Protective Service Agency.

600 CULTURAL

The Cultural Program addresses the need for culture and language revitalization facing today’s Indian
communities by providing services designed to further one or more purposes of TANF. Through language
and cultural preservation, it strengthens individuals in a way that builds and affirms their bond to their
tribal heritage, community, culture, and to one another.

The knowledge of Native American culture and language instills a sense of self that has been lost through
assimilation in today’s society. By increasing the knowledge of our clients in the passing along of oral
traditions, history of traditional values, spirituality, identity and culture, clients are less likely to engage in
risky behaviors such as out-of-wedlock pregnancies and substance abuse. Acquiring this knowledge
through the cultural program will help lead to the prevention and reduction of out-of-wedlock
pregnancies and welfare dependency of future generations of Native American people by working with
TMTT and eligible families to:

e Promote education

Support educational achievement

Encourage career exploration and planning

Develop fundamental workplace ethics

Promote healthy choices

o Life skills and personal responsibility

e Cultural and traditional values

e Provide drug-free activities for regular participation and achievement in educational and
work/career readiness activities.
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The Cultural Program is responsible for the preserving of linguistic detail and cultural knowledge by having
clients actively participate in cultural activities. As Native people, our identity is directly linked to our
traditions and indigenous knowledge. It is vital that this is implemented with the families to bring
awareness of self — worth and growth as an individual. The department’s work involves both the future
and the past; to link the past to the future, one generation must learn from the next. The cultural program
also may use information and technology to preserve old recordings, photographs, historical documents,
and other cultural objects. On occasion, staff may need to contact and request information from scholars
and colleagues conducting research in parallel fields. Our programming may include a variety of cultural
components as a way of strengthening a TANF household through increasing knowledge of traditional
values. Our classes may include but are not limited to teachings in a particular subject coupled with
cultural relevancy. The Cultural Program also participates in community education, outreach, and
collaborations within TANF and outside organizations and communities.

Due to the cultural sensitivity, the Cultural Program will not be teaching bird singing classes, but will teach
the history of birdsongs in workshops, to respect the difference of traditional ideals and beliefs. The
Cultural Program will focus on sharing the history, belief systems, values, morals and the importance of
bird songs and teaching that come along with them.

PROCEDURES:

The Program’s work involves both the future and the past: teaching the next generation while learning
from the elder generation. In practice, this creates a very wide range and diverse set of staff duties,
including, but not limited to the following:

e QOrganizing classes, workshops and field trips to engage people of all ages (from small children to
older adults). Classes/Events may be created for Tribal holidays, Native American Holidays and or
National Holidays. This may involve contracting out with teachers and Elders, as well as developing
language curriculum and courses for the individual site.

e Conducting fieldwork to interview and/or record elders, community members, and
knowledgeable culture-bearers.

e Conducting research expeditions to libraries, museums, tribal collections, and archives to discover
historical and cultural resources, as well as linguistic resources (documents, publications, and at
times recorded media). This may include using information technology to preserve old recordings,
photographs, historical documents, and other cultural objects. On occasion, staff may need to
contact and request information from scholars and colleagues conducting research in parallel
fields.

e Developing original language & cultural preservation resources.

e Advocacy weekly client participation hours may be given as stated on an approved PRP and must
be stated on the client’s AVS.

These activities and educational programs provide a meaningful drug and alcohol-free experience for

participants. Furthermore, the wealth of information stored and created by the department provides a
vital resource for tribal communities overcoming language and cultural loss.

600-1 CULTURAL PROGRAM SERVICES
The Cultural Program services include but are not limited to the following:

1. CULTURAL PRESERVATION (DOCUMENTS, PUBLICATIONS AND AT TIMES RECORDED MEDIA)
e Conducting fieldwork
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Conducting research

Interview and record (if allowed) elders, community members
Archiving

Libraries

e Museums

e Tribal collections

e Linguistic resources

e Tribal resources

2. LANGUAGE CLASSES
e Developing Native American language and cultural preservation resources.
e Revitalization of Native American languages through workshops, events and classes.
e Native American language materials
e Native American literature

3. CUSTOM AND TRADITION LIFE SKILLS
e Basket making
e Leatherwork
e Flint knapping
e Pottery
e Beadwork
e Native stitching
e  Gourd making
e Hunting
e  Gathering/hiking/walking

4. COMMUNITY AWARENESS OUTREACH EVENTS
e Schools
e Llibraries
e Advocating
e Collaborating with various organizations, departments and tribes

5. SELF-IDENTITY
e Regalia or cultural/ceremonial apparel making
e Trips to cultural/historical sites

Storytelling

Teaching the history of Bird Songs

Drum

Song and dance

Bird dancing

e Ceremonial awareness/protocols

6. TRADITIONAL SPORTS/GAMES

e Shinny
e Peon/hand games
e  Stickball
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Lacrosse

Archery

Canoeing

Long distance/running

7. HEALTH AND WELLNESS
e Traditional cooking
e Teaching of Native herbs/ plant uses
e Cultural healing
e (Cleanse and hygiene

8. UNITY EVENTS
e  Cultural campouts
e  Cultural gatherings
e Ramona Pageant
e Cultural exchange
e Cultural presentations

9. NATIVE AMERICAN INDIAN RIGHTS AND SOVEREIGNTY
e History
e Tribal Rights and Laws
e Wearing of Traditional Tribal Regalia Per reference, [Assembly Bill 1248]
e Gathering and hunting
e Tribal lands

10. CULTURAL CONFERANCES
e Cultural Knowledge
e Historical Trauma
e Leadership & Wellness
e Land Stewardship
e lLand Acknowledgment

700 SOCIAL SERVICES DEPARTMENT

ICWA

Torres Martinez Tribal TANF does not provide any ICWA services. Social Services will assist any client
needing ICWA services with referral to their prospective tribe.

Introduction:

The Social Support Services Department staff are dedicated to assisting in strengthening the families
they serve by means of addressing barriers which may prevent an individual from becoming self-
sufficient and maintaining a healthy family unit.

Purpose:

The Social Support Services Department is devoted to nurturing and strengthening the families, culture,
and traditions of our Indian clients. Counselors offer advocacy and support services designed to result in
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positive life experiences for children and families. Social Services are designed to promote personal
responsibility, family unity, economic and social stability, and working toward the attainment of self-
sufficiency.

Referral services are provided to both adults and children within the household. By directing services in a
creative and efficient manner, counselors can tailor service plans unique to each family’s needs. Services
provided by the Social Support Program include intakes, assessments, referrals, traditional individual and
group sessions, crisis intervention, advocacy, prevention education, substance abuse counseling, mental

health and domestic violence counseling.

Screening and Assessments:

Per the Personal Responsibility and Work Opportunity Act (PRWORA) Sec. 902, PL 104-193, 1996

Substance abuse screening assessments will be conducted by substance abuse counselors. These
assessments are intended to identify and address potential barriers that may affect a client’s ability to
achieve and maintain self-sufficiency and employment.

All applicants are required to participate in substance abuse testing during their initial intake as new
clients and again during the recertification process. Additionally, TANF staff may submit referrals for
assessments at any point during a client’s eligibility period. Treatment providers may also recommend
further assessments throughout the duration of the client’s case, as necessary.

Testing:

Drug testing may be administered to confirm reasonable suspicion of substance uses or as part of a
recovery plan to support sobriety. A positive test result is viewed as an opportunity to address barriers
and establish that promote a healthier lifestyle and long-term self-sufficiency.

A positive test result requires the client to complete a substance abuse assessment and comply with all
recommendations provided in the assessment.

Guidelines:

e Drug testing will be completed internally whenever possible.

e Failure to participate in testing or comply with a referral will be treated as a positive test result. In
such cases, the client must attend an assessment and may be required to enroll in a substance
abuse treatment program.

e Failure to test, participate in assessment, follow recommended services, or repeated positive test
results during the service period may result in sanctions and potential case closure.

e Asecond positive test will be reported to the Social Services Department and substance abuse
counselors, who will determine appropriate further action.

Marijuana Use Remains lllegal:
As a federally funded program, wherein under federal law marijuana use remains illegal, and as an entity

of the Torres Martinez Desert Cahuilla Indian Tribe, a sovereign nation, Torres Martinez Tribal TANF does
not observe the state of California ruling concerning medical marijuana and its use by TANF participants

129 |Page




and thereby does not exempt medical marijuana users from drug testing, referrals, assessment, and
counseling requirements. Additionally, currently California Supreme Court rules that while the
Compassionate Use Act protects users from criminal prosecution, the Act does not address the
respective rights and duties of employees. Thus, employers are currently able to terminate or decline to
hire medical marijuana users, which is in direct contradiction to the work preparation and employment
services provided by TMTT and those purposes of TANF.

Domestic Violence:

Households with domestic violence situations will require a referral to substance abuse counselors for
assessment for counseling.-Household members will be required to comply with treatment services as
determined by the assessment. The substance abuse counselor will refer to:

e Therapist -Adult of domestic violence counseling

e  Family Children Services Coordinators -Home visits by Family Children Services Coordinators staff
members will be required on a case-by-case basis to irsure ensure the health and safety of
child/Children participants.

Referrals:

All referrals will be submitted through the current database to the Social Service substance abuse
counselor for assessment at each individual site. Each referral will be followed by the screening form
which may be included in the client’s PRP (Personal Responsibility Plan). Depending on the client’s need,
the process will be initiated by either FDS or Social Service’s personnel. Once Social Services has assessed
clients’ needs for services it becomes an open case and monitored until full completion. The TANF
departments will work as a team to ensure the client’s confidentiality is always respected. Social Services
will coordinate with other community services and resources that may be available to the client and
their family.

The Social Services and FDS departments will work together to streamline the following referral services
that are provided to both eligible adults and children in the household. All referrals will go through the
substance abuse counselors for assessment:

e |nitial review/New Client:

o Referral request for initial assessment and NOA are generated by the Case Worker upon
application approval; within the FDS policy allotted time. This process begins with a
referral and a NOA (Notice of Action) from the FDS department

e Recertification (Annual):

o Referral and NOA are generated by Case Worker two months prior to the client’s annual
recertification so Social Services may complete the client’s screening process for
services. This process begins with a referral and a NOA (Notice of Action) from the FDS
department

o All other referrals may be sent to Social Services substance abuse counselor at any time when a
concern is identified or any TANF department is requesting services.
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The Social Service department will be responsible for providing referrals for outside agencies, and may
include the following services to the eligible TANF individual:

e 1 & 2 clients may be referred to appropriate outside service providers for counseling and
rehabilitation services when needed; but may not exceed $25,000 in a lifetime.

e 3 & 4 clients may be referred to appropriate outside service providers for counseling and
rehabilitation services when needed; but may not exceed $10,000 in a lifetime.

Exclusions:
e All referrals and services will exclude medical services and detox. TMTT is the payor of last resort
regarding the external counseling and rehabilitation services.

700-1 DETERMINATION OF SERVICES

Social Service Department offer advocacy and counseling support services designed to result in a
positive life experience for Indian children and families. Social Support Services are designed to promote
personal responsibility, family unity, economic and social stability, and working toward the attainment of
self-sufficiency. By directing services in a creative and efficient manner, we can tailor service plans
unique to each family’s needs.

Substance abuse counselors provide intakes, assessments, and referrals as well as individual and group
counseling sessions, crisis intervention, advocacy, substance abuse counseling, and domestic violence
counseling

700-2 DEPARTMENT SERVICES

Social service will work within their scope of practice in assisting the TANF clients in overcoming
barriers. Supportive services are available to active social service clients and may include, but are not
limited to the following:

e Crisis Intervention

e Individual and group counseling for substance abuse or domestic violence.
e Individual counseling for mental health

e Marital Counseling; on an individual basis and/or couple counseling.

e  Family counseling

e Coordination with other community services /resources

e Support for children’s safety and well-being

e Educational classes on prevention and awareness

e Support requested by the client.

All the Social Services provided by TMTT are relevant to contribute to strengthening family stability and
promoting healthy individuals.
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700-3 SOCIAL SERVICES SUPPORTIVE STAFF
Social Services Supervisor/ Director:

Social Service Supervisor /Director oversees the social services department. This position will primarily
be responsible for providing direct management over the TANF Social Services relevant to safeguarding
and promoting the welfare of vulnerable children by offering a wide range of care services to the
children and their parents.

Substance Abuse Counselors:

Substance Abuse Counselors are certified with the California Addiction certifying board and maintain
their certification in good standing. They are responsible for conducting the following:

e Initial Screenings and assessments related to drug testing (UA), mental health, anger
management, and domestic violence but not limited to, as part of the TANF eligibility
requirements and annual recertifications.

o Referrals — All referrals are the responsibility of the SAC to refer the client to the proper resource
for services needed internally or externally.

e Conducts a bio-psychosocial assessment for clients who test positive by recommending an
appropriate level of care or referrals to support and connect them with needed services
internally or externally.

e The counselor provides individual and group counseling using evidence-based practices and
facilitates educational groups, workshops, and classes designed to help clients understand their
substance use patterns and related behaviors, along with providing recovery support options.
They are responsible for creating individualized treatment plans with practical goals

e The counselor collaborates with internal departments and external service providers to
coordinate care and ensure clients meet TANF program requirements. Support team members to
communicate and collaborate with internal and external service providers along with attending
scheduled meetings.

e This is not limited to any other additional services/needs/barriers of clients as they arise

e Conduct education classes on high-risk behaviors that lead to substance abuse/cross
addiction/dual diagnosis

Family Children Services Coordinators (FCS):

The FCS Coordinators are sensitive to the unique status of children as essential to family strengthening.
The FCS Coordinators will provide clients with support, information, and prevention services to protect
the best interests of children and to promote the stability and security of children and their families.

Family Children Services Coordinators Goals:

The goal of the TANF FCS Coordinators is to provide additional assistance for children and families that
are facing difficult situations that may lead to interruption of their home and family dynamics, while
supporting the parents in healthy parenting practices that lead to safe living environments for all
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children in that family unit. The FCS will act on internal referrals from the substance abuse counselors
and directly from the TANF case manager for nonpositive testing that requires additional support and
assistance for the family unit’s best interest. The FCS is an aid to the substance abuse counselors and
case managers by helping the client that is pertinent with resources and support addressing barriers that
the family may be experiencing.

Files:
The department staff must keep all documentation for client files (intake, assessments,
correspondence with w/providers, release of information, record of UA screenings). Must be kept
confidential and in a locked filing system.

700-4 ADDITIONAL PROCEDURES:

e The Social Services staff will be responsible for adhering to all guidelines as set forth in this
policy. It is the responsibility of the Social Service staff to provide documentation in letter format
to the FDS Case Worker to ensure the client complies with their PRP.

e Initial Notice of Action will be sent by FDS notifying the client they will be sent to Social Services
for screening.

e A 10-day NOA must be sent to the client by FDS at the beginning of treatment with the Social
Services department stating the dates of counseling and services that are provided.

e Social Service must update FDS on the referral status with documentation.

e Open Cases/referrals must be updated with the FDS department, once the client has completed
all mandatory Social Service’s recommendations.

e All Notice of Actions, during the process, will be completed by FDS Department

700-5 PROGRAMMING AND PROJECT EVENT PROPOSALS
Social Service Facilitator:

Social Services will adhere to all guidelines of the PEP Policy and procedures when hosting any
programming for social services clients only.

Substance Abuse Counselors will offer programing on prevent and awareness in the categories of:

Domestic Violence Awareness and prevention
Drug and Alcohol abuse

Traditional healing taking circles

Self-care

vk wNeE

But not limited to

Social Service Collaborator:

When social services collaborate with other TANF departments, they will not be the main facilitator of
the event; however, they will maintain the event file for social service clients only.
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700-6 PERSONAL RESPONSIBILITY PLAN

Social Services will collaborate with Case Workers and ensure that participation hours are counted
toward attending any additional programing services recommended by social services.

We will be utilizing the activity verification sheet (AVS) to document the hours attended.

800 TRANSPORTATION

TANF households are eligible for transportation services. Child(ren) four (4) years of age and under must
be accompanied by their parent/guardian/caretaker. The event coordinator will email a transportation
list to the Transportation Manager three (3) business days before the scheduled transport requesting a
transportation reservation for their event. Youth ages 5-18 years of age can be transported without a
parent/guardian/caretaker.

800-1| TRANSPORTATION REQUESTS

Transportation requests must be submitted to Transportation Department 72 hours in advance for route
scheduling, except for emergency requests. Transportation requests can be submitted by staff on behalf
of a client for events to appointments. Transportation request forms must be filled out with the client’s
current information (name, address, phone number, event, and time). Cancelations must be made 24
hours before event or appointment. In case of an emergency, the client may cancel less than 24 hours
before the scheduled event or appointment.

800-2| CAR SEAT/BOOSTER SEAT

TMTT will abide by the current per reference, [State Child Safety Law (ARTICLE 3.3. Child Safety Belt and
Passenger Restraint Requirements as of January 1, 2012 [27360 - 27368]. Clients will need to provide
appropriate car seat/booster seat for their child(ren). If the driver arrives to the client’s home and no car
seat is provided or available, the driver is not allowed to transport the youth.

800-3| TRANSPORTATION STRIKES

Strikes are adverse actions issued by the Transportation Manager to the client. Strike forms are issued
per individual client (youth and adult). For further details, refer to the Transportation Agreement and
Code of Ethic forms. Strikes issued to a client by the Transportation Department can be appealed.

900 COMPLIANCE DEPARTMENT

PURPOSE: The Compliance Department is responsible for ensuring all program operations, services, and
expenditures comply with TMTT policies and procedures, as well as applicable federal and tribal
regulations (45 CFR Part 286).

The department reviews supportive services and project event proposals, conducts internal and spot
audits, performs fraud audits, and provides assistance to administrators, staff, and other personnel.

900-1 SUPPORTIVE SERVICES
e Each request is examined to confirm that the client meets all eligibility criteria for the supportive

service and that the check request(s) contain all required documentation.
e All costs must adhere to TMTT Policy, Tribal Family Assistance Plan (TFAP) and 45 CFR Part 286.
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Notification: Compliance staff will notify requestors and supervisors of any edits or rejections based on
TMTT Policy.

900-2 PROJECT EVENT PROPOSALS (PEP)
e Each submission is reviewed to ensure the event is designed to further one or more of the four
(4) purposes of TANF and that costs reflect approved purchase request(s).

e All costs must adhere to the PEP Policy, Tribal Family Assistance Plan (TFAP) and 45 CFR Part
286.

Notification: Compliance staff will notify requestors and supervisors of any edits or rejections based on
PEP Policy.

900-3 SPOT AUDITS
e The Compliance Department will conduct spot audits monthly.
e Upon completion of a spot audit, a report will be submitted to the Department Head.

900-4 INTERNAL AUDITS
e The Compliance Department will conduct internal audits at least two (2) times per year or as
requested by Manager or Director.
e Audits will include a review of:
o Casefiles
o Participant files
o Eventfiles

Reporting: Upon completion of the internal audit, a report will be submitted to the Department Head.

900-5 FRAUD AUDITS
The Compliance Managers will conduct fraud audits referred by the Executive Office for any case
involving:

e Knowingly and with intent to deceive or defraud, making a false statement or representation to
obtain benefits, a continuation, or an increase of benefits, or to avoid a reduction of benefits.

e Knowingly and with intent to defraud, failing to disclose a fact which, if disclosed, could result in
a denial, reduction, or discontinuance of benefits.

e Accepting benefits knowing they were not entitled to them, or accepting any amount of benefits
knowing the amount received was greater than the amount to which they were entitled.

e Any act of deception or misrepresentation.

Reporting: Upon completion of a fraud audit, Compliance Managers will provide their findings and
penalty recommendations to the Executive Office for review and final determination.

900-6 TECHNICAL ASSISTANCE
The Compliance Department provides information and support through reports, logs, and database
records to:

e  TANF staff
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e Tribal administrators
e State and ACF representatives
e Other authorized outside agencies

Additional Responsibilities include but are not limited to:

e Responding to staff questions regarding policy and procedural requirements.
e Conducting staff training on policies and procedures when the Training and Development
Department is unavailable.

1000 INFORMATION TECHONOLOGY

TMTT uses Information Technology (IT) equipment, to include the data base system, as part of a
comprehensive case management system. Case notes and client data will be entered into this system as
soon as possible each day.

All information used to operate the TANF program is the sole property of the TMTT. TMDCI uses an
Information Retention/Storage System that is maintained by the TMTT IT Department.

1100 POLICY AMENDMENT

Memorandum amendments or clarifications to the TMTT Policy and Procedures can be found in TMTT
Policy Memorandum section on the HOOP.

1. Program policy memorandums must be approved by Tribal Council and can only be presented by
the TMTT Executive Director or Designee.

2. Program policy clarifications need TMTT Executive Director or Designee approval.

3. Notification via email will be done by the Executive Administrative Assistant with approved policy
memo or clarifications.

4. The policy memo will then supersede the current related policy. The memorandums will be used
to update the manual itself quarterly, and the updated manual may contain changes or
clarifications for which there was not a need for immediate policy memo notification.

The policy memos or policy manual may not supersede the current approved TFAP/TMTT PLAN. The Policy
Manual is to be updated every three (3) years in accordance with the approved TFAP. Any recommended
changes will be presented by the Executive Director or Designee to Tribal Council on a quarterly basis and
as needed and will also be presented to General Membership for final approval.
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APPENDIX A

TANF BENEFIT/GRANT LEVELS 2024

NOTE: Annual grant adjustments will reflect the most recent Social Security Administration cola increase.

Family Size

Both Counties

$730.00

$1,104.00

$1,236.00

$1,550.00

$1,742.00

$1,941.00

$2,116.00

OV NN |W(IN|(F

$2,295.00

Add $25.00 for each additional child

APPENDIX B

CHILD CARE BENEFIT LEVELS: RIVERSIDE AND IMPERIAL COUNTY 2023
Child Care benefits are subject to change and are based on the current rates in the designated county.

Child Care Center Hourly Rate Weekly Rate Monthly Rate
0-24 months S12 S480 $1,920

2-5 years $10 $400 $1,600

6-12 years $10 $400 $1,600
Family Day Care Home

0-12 years | 38 | $320 | $1,280

In Home/Exempt

0-12 years | 38 | $320 | $1,280
Shared Home Provider

0-12 years | 315 | $600 | $2,400

With the exception of Shared Home Providers, the limits identified are per child not per provider. Shared
Home Providers are provided with a single rate for all children in the TANF household. Multiple provider
payments of single or multiple children from an individual TANF household may not exceed the higher per
child or TANF household ceiling of any provider used with no provider receiving more than their own

celling rate.

Contract provider rates permitted for rural areas (RVCO only) must be in reasonable range of weekly and
monthly ceilings and must be approved by the FDSM or FDS Director.
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Non-needy and Transitional client will only be paid for paid work activity participation (including lunch
hours).

APPENDIX C

CHILD CARE BENEFIT LEVELS: LOS ANGELES COUNTY 2023
Child Care benefits are subject to change and are based on the current rates in the designated county.

Child Care Center Hourly Rate Weekly Rate Monthly Rate
0-24 months S15 S600 $2,400

2-5 years S11 S440 $1,760

6-12 years S10 $400 $1,600
Family Day Care Home

0-12 years | $10 | $400 | $1,600

In Home/Exempt

0-12 years | 38 | $320 | $1,280
Shared Home Provider

0-12 years | 315 | $600 | $2,400

Apart from Shared home Providers, the limits identified are per child not per provider. Shared Home
Providers are provided with a rate for all children in the TANF household. Multiple provider payments of
single or multiple children from an individual TANF household may not exceed the higher per child or
TANF household celling of any provider used with no provider receiving more than their own celling rate.

Contract provider rates permitted for rural areas (RVCO only) must be in reasonable range of weekly and
monthly ceilings and must be approved by the FDSM or FDS Director.

Non-needy and Transitional client will only be paid for paid work activity participation (including lunch
hours).
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APPENDIX D
2023 FEDERAL POVERTY GUIDELINES: 200%

2026 DHHS Poverty Guidelines for 200% & 300% will be as follows:

APPENDIX F — DHHS 2026 POVERTY GUIDELINES, 200% (Update Annually) For all states (except Alaska
and Hawaii) and for the District of Columbia For family units with more than 8 members, add $14,200.00

for each additional person

Size of Family Household Monthly Rate Annual rate
1 $2,660.00 $39,900.00
2 $3,606.67 $54,100.00
3 $4,553.33 $68,300.00
4 $5,500.00 $82,500.00
5 $6,446.67 $96,700.00
6 $7,393.33 $110,900.00
74 $8,340.00 $125,100.00
8 $9,286.67 $139,300.00

FPG rates for the 48 contiguous states and the District of Columbia (not Alaska and Hawaii)

Figures represent 200% of the Federal Guidelines (FPG) by household size determined by Healthy and

Human Services and are subject to change annually.

APPENDIX E

2023 FEDERAL POVERTY GUIDELINES: 300%

1 $3,645 $43,740

2 $4,930 $59,160

3 $6,215 $74,580

4 $7,500 $90,000

5 $8,785 $105,420

6 $10,070 $120,840

7 $11,355 $136,260

8 $12,640 $151,680

Add $15,420 to annual rate for each additional TANF household
member

FPG rates for the 48 Contiguous States and the District of Columbia (not Alaska and Hawaii)

140 |Page




Figures represent 300% of the Federal Poverty Guidelines (FPG) by household size determined by Health
and Human Services and subject to change annually.

APPENDIX F

WORK PARTICIPATION CODES

Disregarded from participation rate, single custodial parent/guardian/caretaker with child under
12 months.

Disregard because of all the following: required to work, but not; and sanctioned for the
reporting month but sanctioned for more than three (3) months within the preceding 12-month
period.

Exempt, single custodial parent/guardian/caretaker with a child under six (6) and childcare
unavailable.

Exempt, disabled.

Exempt, caring for severely disabled child(ren).

Exempt, under good cause domestic violence waiver.

Exempt other.

Required to participate, not sanctioned for the reporting month; and sanctioned for more than
three (3) months within the preceding 12-month period.

Required to participate, not sanctioned for this month, but not for more than three (3) months
within preceding 12-month period. (consider using two (2)).

Required to participate, not sanctioned for the reporting month.

Deemed engaged in work- single teen Head of Household (HH) or married teen that maintains
satisfactory school attendance.

Deemed engaged in work- single teen HH or married who is education directly related to
employment for an average of at least 20 hours per week.
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Deemed engaged in work — parent/guardian/caretaker or relative with child(ren) under age six
(6) and parent/guardian/caretaker engaged in work activities for an average of at least 20 hours
17 | per week.
18 Required to participate and is, but not meeting minimum participation requirements.
Required to participate and meet minimum participation requirements. (new client, months one
19| (1) & two (2)).
Non-needy caretaker or living in TANF household, income for eligibility but not in eligible family
99 receiving assistance or non-custodial that the tribe opted to exclude from participation rate.
(Child-Only Households)
APPENDIX G

CHILD CARE INFORMATION

AGE

Services are limited to a child(ren) 12 years and younger.

FORMS

The Child Care Agreement, Child Care Release, Client Information Release, and W-9 form must be signed
and dated prior to starting childcare.

The Client Information Release form will allow TMTT staff to inform the childcare provider of generalized
non-client specific approved activities for which a client may receive paid childcare inform the provider of
the client's approved hour limits and inform providers when a client is at risk of not being eligible for
childcare reimbursement due to no submitted documents or non-compliance. Categories may be
identified as work, education or other self-improvement activities.

TIMELINE

Childcare must be submitted within 30 calendar days of last provision of services per the monthly
childcare provider's invoice. Provider's invoice should be submitted by 10th day of the month following
the provision of services. Failure to submit the provider's invoice by end of the calendar month may cause
the claim for services to be denied unless there is good cause for the delay or with exception of new
childcare provider approval period. Acceptance of late submissions will be at the discretion of the
department manager. Childcare expenses can be paid up to one month prior to approval month of the
childcare packet.

SHARED HOME CHILD CARE PROVIDER

Providers residing in the same home as the client and caring for two (2) or more children do not make use
of the current county hourly rate and ceiling rate. Shared home childcare providers will receive approved
TANF shared home rates for the care of one (1) or more children, at a weekly maximum of 40 hours per

142 |Page




week. When caring for multiple children the highest total of hours for any single child is what will be paid.
The provider must be indicated on the TANF application as residing in the TANF household.

IN HOME CHILDCARE PROVIDER

Provider will follow the county hourly rate with respect to weekly and monthly ceiling, (example: with the
exception of Child Care Center) the payment for two (2) children cared for by the same provider will be
calculated at the same rate for similar or different time periods and totaled and capped at whichever
weekly or monthly ceiling apply. If children from the same TANF household are cared for by a different
provider, the specific provider rate will be applied for each child, then totaled and capped per specific
weekly or monthly ceiling. Child(ren) provided care within Child Care Center would be totaled and capped
similarly with respect to the two (2) different age categories.

TRANSITIONAL CLIENT
Regardless of provider residence, payment for childcare will follow case county rate and ceiling. Childcare
payment may not exceed 40 hours per week. Additionally, childcare is to be paid for work and travel time
hours only. Education and other non-work activities are not honored for childcare purposes. Transitional
service eligibility does require that the client remains 400% above the current poverty level for which
verification is required.

APPENDIX H

STAFF CODE OF ETHICS

PURPOSE

The purpose of this Code of Ethics is to set forth written standards designed to deter wrongdoing and to
promote honest and ethical conduct, including the ethical handling of actual or apparent conflicts of
interest between personal and professional relationships and accountability for adherence to this code.
TM TANF and its employees must always comply with all TMTT tribal policies and procedures that are
applicable.

TMTT will not condone the activities of TANF Clients/TANF employees who achieve results through
violation of the law or unethical business dealings. This includes any payments for illegal acts, indirect
contributions, rebates, and bribery. TMTT does not permit any activity which fails to stand the closest
possible public scrutiny.

DRUG, ALCOHOL, AND TOBACCO USE

General Rules: TMTT staff members may be randomly tested for illegal substance and alcohol use during
work hours or tested if there is reasonable suspicion a staff member may be under the influence of illegal
substances or alcohol during work hours or during participation of a TANF-related event/program.

A. TMTT staff members are prohibited from engaging in the illegal possession, manufacture,
distribution, transportation, use, sale, purchase or transfer of controlled substances or illegal
drugs.

B. TMTT staff members may never be under the influence of alcohol, illegal drugs or controlled
substances while on duty, or on TMTT property, or at an event/program on or off duty or while
operating a TMTT vehicle (including personal vehicles while conducting TMTT related business).

C. TMTT staff members must be able to respond and assist clients with emergencies at any time
during events or programming on or off site and therefore should not ever be under the influence
of alcohol or drugs during such occasions.
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D.

While TMTT respects the cultural and traditional use of tobacco in ceremonies and TANF
events/programs, cigarette smoking and vaping may only occur during break periods and in
designated areas away from the view of youth participants and clients.

ETHICAL RESPONSIBILITIES TO CLIENTS AND COLLEAGUES

A

0.

The primary obligation of all TMTT staff members is to promote the wellbeing of the client and
their household while respecting the dignity of the family.

As a TMTT staff member you are expected to respect the client's right to self-determination and
assist the client in identifying and achieving the client's personal goals while promoting the client's
capacity to change and aid their own needs.

As a TMTT staff member you are expected to only provide services to a client in the context of a
professional relationship.

TMTT staff members are expected to provide services and represent themselves as competent
only within the limitations of their education and professional experience and should exercise
careful judgment and seek assistance when recognizing a limitation in their personal experience
and ability to best assist a client.

TMTT staff members are expected to practice sensitivity and knowledge in respect to the cultural
diversity of their clients including but not limited to race, ethnicity, color, sex, age, marital status,
and mental or physical disability. TMTT staff members may also not use these areas as a basis to
practice or condone discrimination.

As a TMTT staff member you are expected to treat your co-worker and client with respect and
should present fairly the views and obligations of colleagues and referral agencies.

As a TMTT staff member you are expected to avoid negative criticism of a client and co-worker in
communication with another team member.

As a TMTT staff member you are expected never to share or spread gossip about a client or co-
worker with people within or outside the program.

As a TMTT staff member you are expected to cooperate with your co-worker and colleague of
referral agencies or other social service entities per TMTT Policy when this cooperation serves the
welfare of the client.

When serving two (2) different clients in the same household and someone is at risk of harm, only
minimal information will be disclosed to maintain safety and confidentiality within the TANF
household.

As a TMTT staff member you are expected to refer the client to the appropriate department or
referral agency as needed to fully serve the client's best interest.

TMTT staff members are expected to avoid conflicts of interest that interfere with their
professional discretion and the proper service to the client.

. As a TMTT staff member you are expected to discourage and correct the unethical conduct of co-

workers and colleagues by consulting with colleagues where it is feasible to assist the individual
to take corrective action or by reporting such conduct to the appropriate entity where necessary.
As a TMTT staff member you are expected to always conduct yourself in a businesslike manner.
Behaviors such drinking, gambling, fighting, swearing, and other similar unprofessional activities
are strictly prohibited while on duty, or at TMTT sponsored events/programs regardless of
location or time.

TMTT staff members are expected to communicate accurately, professionally and timely.

RESPONSIBILITY TO CLIENT'S CONFIDENTIALITY AND PRIVACY
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General Rule: TMTT staff members will respect client rights to privacy and will not solicit or share private
information except when it is necessary for case management services or to prevent serious potential
harm to the client themselves or another identifiable person.

A. As a TMTT staff member you are expected to only share information per TMTT Policy with
pertinent co-workers or referral agencies who are directly relevant to the benefit of the client or
TANF household.

B. As a TMTT staff member you are expected not to discuss confidential information in any setting
unless privacy can be ensured. Personal information must not be shared outside workspaces such
as reception areas, hallways, or common break areas.

C. As a TMTT staff member you are expected to take precautions to maintain confidentiality of
information transmitted to other parties through e-mail, facsimile, answering machines, and
phone messages. TMTT staff members may not post pictures or other client or co-worker
information on any website or non TMTT service.

D. Asa TMTT staff member you are expected not to use derogatory or demeaning language in their
written or verbal communication concerning a client or co-worker. TMTT staff members must use
precise and respectful language in all communications to and about clients, including during case-
staffing and written case notes.

CONFLICTS OF INTEREST/NEPOTISM/FAVORITISM
General Rule: To ensure public trust in the integrity of TMTT, ensure that TMTT staff members are
impartial and do not use their position for private gain, team members shall adhere to the following:

A. TMTT staff members shall not participate in decisions involving direct benefits or awards to
members of their own immediate family: spouse, child(ren), parent/guardian/caretaker, brother,
and sister.

B. TMTT staff members shall not participate in decisions involving benefits to individuals with whom
they have a close personal or consensual relationship, including a roommate, friend, and other
associates, which may inhibit their ability to make objective decisions.

C. As a TMTT staff member you are expected to avoid conflicts of interest that will interfere with
exercising professional and objective judgment. When a TMTT staff member is assigned or
associated with a case which would result in one of the conflicts of interest, the TMTT staff
member is expected to inform their supervisor.

D. TMTT staff members who are found in violation of this section shall be subject to penalties per
the Torres Martinez Tribal Personnel Policies and Procedures Manual.

OUTSIDE ACTIVITIES, EMPLOYMENT, AND DIRECTORSHIPS
All TMTT staff members share serious responsibility for TMTT’s good public relations, especially at the
community level. Employees must, however, avoid acquiring any business interest or participating in any
other activity outside that would, or would appear to:
A. Create an excessive demand upon their time and attention, thus depriving TMTT employees of
their best efforts on the job.
B. Create a conflict of interest an obligation, interest, or distraction that may interfere with the
independent exercise of judgment in the TMTT's best interest.

DUAL RELATIONSHIPS
General Rule: Dual relationships with a client are prohibited as this can obstruct professional judgment
and the ability to act in the best interest of the client.

A. Any relationship with a client must always be professional and respectful.
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As a TMTT staff member you are expected to use professional skills and competence to serve in
the client's best interests for personal and social growth in the attainment of the client's personal
goals.

As a TMTT staff member you are not expected to hold personal discussions with clients in public
or work settings including TMTT events/programs are away from the office location.

As a TMTT staff member you are expected to understand that a non-professional relationship with
a client, former client, their spouse/significant other, or family members should be avoided unless
there is not the possibility that the client will return for continued services.

As a TMTT staff member you are expected to understand sexual or romantic interactions or
relationships with a current client or their spouse/significant other should be prohibited.

As a TMTT staff member you are expected not to engage in sexual activity with relatives or other
people with whom the client may have a close relationship if there is a risk of exploitation, physical
harm, or mental harm to the client.

RELATIONSHIPS WITH STAFF AND OTHER PROFESSIONALS

Any relationship with TMTT staff members within and outside TMTT must always be professional and

respectful.

A. As a TMTT staff member you are expected to maintain a professional demeanor in the presence
of a client and co-worker in public settings including off-site events and venues hosting events.

B. During events where a client and youth participant are the focus, TMTT staff members should not
display signs of romantic involvement in the presence of participants.

C. As a TMTT staff member you are expected to avoid engaging in sexual activities or contact with
co-workers and volunteers when there is potential for a conflict of interest.

D. As a TMTT staff member you are expected to work preventing personal problems from

manifesting themselves in behavioral patterns that negatively affect office dynamics, staff
relationships and client services. Staff should report any problems to their supervisors for
immediate assistance.

SEXUAL HARASSMENT AND PHYSICAL CONTACT

A.

TMTT staff members must not sexually harass a co-worker or client. Sexual harassment includes
sexual solicitation, sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature. Violations of this policy will be addressed in accordance with the
TMDCI Personnel Policies and Procedures Manual.

TMTT staff members should not engage in physical contact with a client when there may be the
possibility of psychological harm to the client. This may include hugging or caressing a client.
TMTT staff members must set clear professional and culturally sensitive boundaries in regard to
physical contact.

STAFF/YOUTH INTERACTION

TANF household members must be informed that all TMTT staff members are mandated reporters and
can and will report the suspicion of improper conduct to authorities in the best interest of the TANF
household.

A.

TMTT staff members must refrain from touching a youth participant in any manner that may be
seen or judged as inappropriate.

TMTT staff members must exercise caution when being alone with a youth participant (of same
or opposite sex) and are discouraged from being alone with a youth participant when possible.
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C.

Youth pickups and drops offs should be routed in a manner to have groups of two (2) or more
youth picked up together first (1%') and dropped off last where possible such that a driver is not
necessarily alone with a youth participant when this can be avoided.

TMTT staff members may not remove a youth participant from events or activities or deviate from
planned activities except in the case of an emergency without the permission of their supervisor.
Any romantic or unprofessional involvement between staff and a youth participant is prohibited
as it could prove detrimental for all involved.

TMTT staff members must always remember they are role models for youth and
parent/guardian/caretaker.

PERSONAL VALUES OF TRIBAL TANF TEAM MEMBERS

A

As a TMTT staff member you are expected to avoid forcefully imposing their own personal values
and beliefs upon a client in a fashion which may be perceived as inappropriate by the client or is
otherwise inconsistent with the client’s personal goals.

As a TMTT staff member you are expected to respect the diversity and cultural differences of a
client and their family.

As a TMTT staff member you are expected not to exploit a professional relationship with a client
for professional or personal gain.

INTERRUPTION OF SERVICES AND LEAVE

A. As a TMTT staff member you are expected to make reasonable efforts to ensure continuity of
client services. if these services may be interrupted by unplanned staff absences, other systems
or departmental unavailability, or program schedule interruptions.

B. Asa TMTT staff member you are expected to notify the client and immediate supervisor of long-
term absences foreseen and seek to transfer or refer client services to co-workers in anticipation
of interruption services, such as planned vacations or surgeries.

SOLICITATION

A. Solicitation of gifts, favors, and/or gratuities should be prohibited when such gifts may constitute
a conflict of interest in the TMTT staff member's ability to act in the best interest of a TMTT client.

B. Asa TMTT staff member you are expected not to engage in uninvited solicitation of a client who,

because of their circumstances, are vulnerable to undue influence, manipulation, or coercion.

DUAL CLIENT TMTT EMPLOYEES

A.

As a TMTT staff member you are expected to preserve a professional rapport with all clients and
former clients who become employees of TMTT.

TMTT staff members who are both a client and staff should expect to incur both the privileges
and penalties provided by both employer and program with respect to limitations and barriers
incurred by either or both policies or procedures.

Client/TMTT staff team members will not be allowed access to their own personal case file
information beyond that of a regular TMTT client and done so only with the assistance of the case
manager or subsequent staff member.

Client/TMTT staff members should expect not be allowed special access to events or services
beyond that provided to a regular TMTT client.

Client/TMTT staff members should not expect special schedules or treatment with respect to their
employment beyond that of regular TMTT staff members.

Upon exiting the TMTT program, a former client shall be treated solely as an employee without
regard to client history.
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G. To secure confidentiality, FDS & Compliance TMTT staff that are also 1&2 TANF clients may not

work in the same office that holds their TANF case and may not have computer or physical access

to their own TANF file. Program participation will not need to be relocated, TANF household

members may participate at the site close to their home.

o All staff members may not service or have access to files of those clients to whom they are
related including grandmother, grandfather, mother, father, sister, brother, son, daughter,
grandson, granddaughter, aunt, uncle, a first cousin, niece, nephew, and step relatives. Such
a case may remain in the office of the related staff member so long as the related staff
member(s) is not provided with access to the physical or electronic case file.

ORGANIZATION ASSETS, DISHONESTY, FRAUD, AND DECEPTION

A

B.

D.

As a TMTT staff member you are expected not to participate in, or be associated with,
dishonesty, fraud, or deception to the TMTT program, the Torres Martinez Desert Cahuilla
Indians or its clients. TMTT staff members must be trustworthy and act with integrity. If fraud or
potential acts of committing fraud is determined, it may lead to closure of case, loss of TANF
services, and immediate termination of employment.

TMTT staff members who have access to TMTT funds in any form must follow the prescribed
procedures for recording, handling, and protecting money as detailed in TMTT Policy and
Procedure manuals or other explanatory materials, or both.

When a TMTT staff member's position requires spending TMTT funds or incurring any
reimbursable personal expenses, that individual must use good judgment on TMTT behalf to
ensure that good value is received for every expenditure. TMTT funds and all other assets of the
program are for the program purposes only and not for personal benefit. This includes the
personal use of organizational assets, such as computers.

TMTT staff members may not receive payment or compensation of any kind, except as authorized
under TMTT's policies. In particular, the TMTT strictly prohibits the acceptance of kickbacks and
secret commissions from suppliers or others.

PROFESSIONAL DEVELOPMENT

A.

As a TMTT staff member you are expected to develop and enhance their professional expertise
and competence and will continue to update their professional knowledge and skills.

When attending training as a TMTT staff member you are expected to attend the required full
hours of the arranged schedule. Upon return to the office, TMTT staff members are expected to
contribute and share their newly gained information and knowledge to the benefit of the peers
and co-workers.

Part of developing professionally as a TMTT staff member means recognizing the benefit to heed
criticism and recommendations in a professional manner for professional and ethical
improvement.

As a TMTT staff member you are expected to take responsibility to provide or arrange continuing
education and program related development for employees for whom they are in charge and
themselves.

DEALING WITH OUTSIDE PERSONS AND ORGANIZATIONS

A.

TMTT staff members are expected to separate their personal roles from their TMTT positions
when communicating on matters not involving TMTT business.
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B. TMTT staff members must not use organization identification, stationery, supplies, and
equipment for personal or political matters.

C. When communicating publicly on matters that involve TMTT business, TMTT staff members must
not presume to speak for TMTT on any topic, unless they are certain the views they express are
those of TMTT, and it is TMTT’s desire that such views be publicly disseminated.

D. When dealing with anyone outside the agency, including public officials, TMTT staff members are
expected not to compromise the integrity or damage the reputation of either TMTT, or any
outside individual, business, or government body.

APPENDIX |

ACE QUESTIONNAIRE

WHAT ARE ACE?

The term Adverse Childhood Experiences (ACE) refers to a range of events that a child can experience,
which leads to stress and can result in trauma and chronic stress responses. Multiple, chronic or persistent
stress can impact a child’s developing brain and has been linked in numerous studies to a variety of high-
risk behaviors, chronic diseases and negative health outcomes in adulthood such as smoking, diabetes
and heart disease. (Example: having an ACE score of four (4) increases a person’s risk of emphysema or
chronic bronchitis by 400% and suicide by 1200%).

WHAT IS THE “ACE STUDY"?

Published in 1998 as a collaboration between the Centers for Disease Control (CDC) and Kaiser
Permanente, the original ACE study was one of the first studies to look at the relationship between chronic
stress in childhood and adult health outcomes. Data was collected between 1995-1997 from 17,000 Kaiser
members who completed surveys on their childhood experiences and current health status and behaviors.

HOW IS ACE MEASURED?
In the original ACE study, researchers measured 10 ACE. Counting each ACE as one (1), individuals were
reported as having an ACE score of 0 to 10. Measures included:
e Physical, emotional and sexual abuse
e Physical and emotional neglect
e Households with mental illness, domestic violence, parental divorce, or separation, substance
abuse, or incarceration.

NOTE: There are many other sources of childhood trauma that are not included in the above-mentioned
ACE scoring tool. (Example, exposure to community violence or food insecurity is not included in the ACE
score).

WHAT IS THE PREVALENCE OF ACE?

ACE is common and pervasive in our society. In the original ACE study of adults, 64% of adults reported at
least one (1) ACE. More than one in five (5) reported three (3) or more ACE and 12.4% reported four or
more ACE.

Per reference, [2011-12 National Survey of Children’s Health (NSCH)], researchers found that almost half
(47.9%) of US children aged 0-17 have had at least one (1) of nine (9) key adverse childhood experiences
and 22.6% have had two or more.
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WHAT IS THE IMPACT OF ACE?

The original ACE study found a relationship between the numbers of ACE and several high-risk behaviors
and negative health outcomes across the lifespan. As the number of ACE, a person has increases, and risks
for outcomes such as heart disease, depression, cancer, smoking and obesity.

Content source: Division of Adult and Community Health, National Center for Chronic Disease Prevention
and Health Promotion http://www.cdc.gov/nccdphp/ace/findings.htm

APPENDIXJ

ADULT PERSONAL RESPONSIBILITY PLAN (PRP) DEVELOPMENT

An adult TANF client must cooperate and sign a Personal Responsibility Plan (PRP). An adult who fails to
cooperate in developing or signing the PRP or who does not comply with PRP activities without good cause
may be subject to sanctions.

The written PRP is individualized for each client to make progress towards self-sufficiency. It reflects the
results of initial and ongoing assessments of the client’s skills, prior work experience and characteristics
affecting employability. The Case Worker develops the PRP in consultation with the client. The PRP should
be viewed as the primary document which outlines the family’s responsibility to make progress toward
self-sufficiency and determines which services TMTT will provide to a family.

PRP must have the following minimum requirements:
e Employment goals
e Education/vocational goals
e Self-sufficiency goal date
e Steps the family will take toward self-sufficiency
e Services TMTT will provide to assist the family to attain self-sufficiency

When creating work activity assignments, the Case Worker considers local employment opportunities and
the availability of resources to the TMTT client. Assignments also must reflect the following for each
client:

e Physical/mental capabilities

e Social Services recommendations

e Work experiences/skills

e Health and safety

e Family responsibilities/child(ren) care needs

e Location of the participant’s residence

Assignments must not require the client to remain away from home overnight without their consent and
mandatory participants must continue to take part in assigned work activities until their eligibility ends.

THE PERSONAL RESPONSIBILITY PLAN (PRP)
New applicants: work history and other background information needed for self-sufficiency planning

should be collected during the eligibility intake process.

For a new applicant, the PRP during the initial Case Worker interview includes:
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e |nitial assessment of the participant’s training, skills, prior work experience, and characteristics
affecting employability.

e Notification and screening for domestic violence.

e Comprehensive barrier identification assessment and health and drug screening to be
administered by a third-party.

o A determination of whether the applicant is exempt from or has good cause for not participating
in work activities.

UPDATING THE PRP

Since the PRP is the document which defines the client’s responsibility to make progress toward self-
sufficiency, it must accurately reflect what is expected of the client and what is expected of the TMTT
program. The PRP should be reviewed and updated, if necessary, by the Case Worker and the client
whenever a change occurs in the client’s or the family’s circumstances which could relate to employability.
At a minimum, the PRP must be reviewed for possible updating every three (3) months.

STANDARDS OF THE PRP (SELF-SUFFICIENCY CLIENTS)
SELECTION OF A LONG-TERM AND SHORT-TERM EMPLOYMENT GOAL
The employment goal is a statement of the client’s employment preference. The client is actively involved
in the process of selecting short-term and long-term employment goals. When selecting a short-term
employment goal, the participant and the case worker must consider the:
e Local labor market
e Client’s training, skills, abilities, and qualifications
Client’s prior work experience
Limits of the TMTT program to offer activities leading to goal attainment.

The short-term goal should reflect employment that the client will find as quickly as possible to reduce or
eliminate the family’s need for TMTT services. The client may not limit employment search efforts to a
particular kind of employment unless the client has competitive skills for that type of work and
employment opportunities are readily available. The client should be encouraged to include skills
enhancement activities as a part of their goals, which will allow them to earn livable wages. Using
information gathered in the assessments, the Case Worker helps the client select a broad occupational
category for the short-term and long-term employment goals. The broad categories could include:

e Professional, technical, and managerial occupations

e Clerical and sales occupations

e Service occupations

e Agricultural, fishery, forestry and related occupations

o Processing occupations

e Machine trades occupations

e Bench work occupations

e  Structural work occupations

e Miscellaneous occupations

Emphasize that the short-term goal is the first step to achieving the long-term goal. The long-term

employment goal gives the client an opportunity to identify the type of job that they would ultimately like
to find. The long-term goal may reflect a field of employment that the client will achieve after leaving the
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TMTT program. The long-term goal can be a more specific job that may require education, training, skills,
or experience that the participant does not currently possess.

IDENTIFYING THE STEPS NEEDED TO ACHIEVE SELF-SUFFICIENCY AND ASSIGNING ACTIVITIES

At the time the initial PRP is developed, the client and the Case Worker are unlikely to have all the
information needed to help the client identify all the steps and activities necessary to achieve self-
sufficiency. The initial PRP reflects only the client’s circumstances and the resources available to support
the family’s PRP at the time of development. Other steps and activities can be added as the need arises,
as the client makes progress with the PRP, and as additional resources become available. The activities
available will vary. Determine appropriate services on a case-by-case basis. Include in the PRP where
applicable, the expectations that the client seeks out some services or activities on their own.

The program will refer the client, through the PRP, to other tribal programs, contractors, or partner
agencies for comprehensive TANF self-sufficiency services or for specific activities such as work search or
adult basic education when applicable.

If a Case Worker and client is unable to agree on appropriate assignments, the judgment of the Case
Worker and FDSM will prevail. The Case Worker must document in the client’s file the nature of the
disagreement and the reason that the assignments made are appropriate. A client refusal and/or lack of
cooperation with the PRP activities may result in benefit reduction/penalties.

ELEMENTS TO ADDRESS IN SELF-SUFFICIENCY PLANNING

Employment is the primary long-term goal in self-sufficiency planning, even for individuals who are
temporarily exempt from the work participation requirement. Other aspects of the PRP should advance
or support the ability of the participant to find and maintain paid employment. In addition, the PRP
reflects what to do to ensure the participant keeps employment.

The elements which need to be addressed in the self-sufficiency PRP, will vary from family to family. The
elements of an individual family will also vary over time as the family’s circumstances change or as new
information about strengths and needs comes to light, and as progress occurs. Some common elements
of self-sufficiency planning include:
e Job searching
e Learning basic workplace expectations, work behaviors, and how to apply for a job
e Gaining work experience through community work experience
e Learning marketable job skills
Options for reliable transportation to get to work
Family planning to avoid unplanned pregnancy
Personal safety from domestic violence
o Referrals for counseling and advocacy for domestic violence, mental health, or substance abuse
issues
e Obtaining stable housing for the family
e Developing personal and family support systems
e Taking care of medical needs of the family
e Addressing medical or developmental needs of children
e Family management- parenting skills, organization, budgeting, nutrition and meal planning,
childcare consumer education
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Personal management- stress management, time management, effective communication,

personal grooming

Assessment or treatment for drug and alcohol abuse

Improvement of basic reading, writing, and math skills

High school completion

Financial and non-financial contributions of an absent parent or the absent

parent/guardian/caretaker’s family.

Self-sufficiency activities to help a TANF-dependent family break the cycle in the next generation

and are appropriate to include in a PRP. Such as:

e Regular school attendance for a school age child(ren) in the family

e Enrolling a pre-school child(ren) in Head Start for educational enrichment, structure, and
family support

e Participation in programs which focus on strengthening parenting skills and improving the
circumstances of a parent/guardian/caretaker and child(ren)

e Participation in youth employment programs, when available

SERVICES NEEDED TO ACCOMPLISH THE PRP

The PRP documents the services the client needs to accomplish assigned activities and attain self-
sufficiency. The services TMTT may provide include:

Work-related services

Referrals to Community Work Experience

Childcare assistance

Case management, including family problem-solving and mentoring to support the PRP

Referrals to appropriate resources for domestic violence services

Referrals for substance abuse assessment and treatment

Pre-employment and work search skill building

Job-retention counseling, including referrals for counseling to be used after TANF eligibility ends
Childcare consumer education and referral

Pregnancy prevention information and referral

Referrals for supportive services and financial assistance after TANF eligibility ends, including
childcare, transportation, vehicle repairs, tuition, start-up costs, job interview costs, and licenses
to support education and employment activities related to the PRP as well as referrals to other
resources.

CHANGES TO THE PRP

The client may request a change to the PRP at any time. Changes are made only with the approval of the
Case Worker responsible for self-sufficiency planning. In considering a request for a change to the family’s
PRP from a client, the Case Worker should consider:

Whether the change will increase the family’s ability to become self-sufficient without adversely
affecting participation in work activities.

The availability of resources to carry out the requested change.

Whether the change has been requested because the client has become exempt from work
requirements.

SIGNATURES
Each adult receiving assistance in the TANF household must sign a PRP. The Case Worker will sign and the
FDSM will approve and sign the completed PRP. Dependent children are not required to sign the PRP. In
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a two-parent family where domestic violence might be a problem, it may be advisable to develop an
additional, separate PRP with the victim. The separate PRP may need to include:

o Avreferral to a local domestic violence program or other similar community resources

e Activities centered around accessing help to overcome or escape domestic violence

e Activities to safely achieve self-sufficiency

Case Worker should be aware that the development of a separate PRP may be unsafe and that this
strategy should be used with caution. Rely on the individual’s assessment of potential danger in creating
a separate PRP and proceed accordingly. When a separate PRP is not an option, you may document the
individual’s activities in the case record, being careful to ensure confidentiality.

APPENDIX K

TRIBAL TANF CHAPERONE POLICY

1.1 Roles and Responsibilities

1.1.1 The role of chaperone is to actively supervise and assure the safety of youth

participants.

a. Chaperones shall immediately report all crimes to local law enforcement.

b. Chaperones shall report all other problems or concerns, including illnesses, to the
youth coordinator and if there is an investigation, it will be kept confidential to the
extent permissible and there will be no appeal of any decision.

c. Chaperones may prevent, halt, or correct misbehavior, but may not discipline a
youth participant or other chaperone.

1.1.2 Chaperones shall NOT drink alcoholic beverages, use controlled substances, smoke, use
tobacco products, or use profanity at any time while chaperoning.

1.1.3 Chaperones must always wear appropriate clothing.

1.1.4 Chaperones must ensure youth participants with special medication needs (asthma,
diabetes, allergies, etc.) have access during the chaperoned activity to required medications
(e.g., EpiPen, asthma inhalers, etc.)

1.2 Participation Requirements

1.2.1 Chaperones must be at least 21 years of age and possess a valid driver’s license.
1.2.2 Chaperones must have cleared a background check before chaperoning.

1.2.3 Chaperones must have completed the following:
a. Live Scan clearance through the Tribal Office Manager in administration or
designated staff.
b. Activity waiver/release form.
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c. Trip waiver/release form (if travel involved).
d. Sign off agreeing they have reviewed the policy annually.

1.2.4 Youth participants and parents must complete the activity waiver/release and trip
waiver/release (if travel involved).
1.2.5 Youth participant involvement is conditional at the discretion of the youth advisors.

1.3 Behavior

1.3.1 Chaperones shall NOT engage in any inappropriate behavior with any youth participant,
including violence, bullying, or sexual activity.

1.3.2 Chaperones shall NOT be alone anywhere with any youth participant, including in cars,
hotel rooms, classrooms, etc. There must always be a second person present.

1.3.3 Chaperones shall NOT provide alcohol or illegal substances (including marijuana) to any
youth participant.

1.4 Number of Chaperones

1.4.1 Unless otherwise determined by the Tribal Chair or designee, there shall be the following
minimum number of chaperones per youth participants:
a. For youth participants under age 5 years old, the parent/guardian must chaperone
that youth for that youth to participate
b. For youth participants ages 5-11 years old, there shall be at least one adult
chaperone to six youth participants (youth participants accompanied by a
parent/guardian will not be counted in this ratio.

c. For youth participants aged 12-18 years old, there shall be at least one adult
chaperone to eight youth participants (youth participants accompanied by
parent/guardian will not be counted in this ratio).

d.

1.4.2 For overnight travel, the Tribal Chair or designee may require more chaperones per youth
participant depending on the circumstances and sleeping arrangements.
1.5 Overnight Travel

1.5.1 In general for overnight travel, chaperones should not be housed in the same room with a
youth participant (parent/guardian).

1.5.2 Chaperones may be housed with youth participants in a large area such as a dormitory or
gymnasium, provided that at least two chaperones are assigned to the room.

1.5.3 Chaperones shall NOT share a room with any youth, parent, or guardian participant of the
opposite sex.
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1.5.4 Chaperones shall NOT share the same bed with any youth participant (parent/guardian
excepted).

1.5.5 Youth participants must sleep in their own beds (unless parents/guardians give permission
to share bed and youth participants should be close in age when sleeping in a room together).

1.5.6 Youth, parent, or guardian participants of the opposite sex shall NOT be housed in the
same room and where a door connects two hotel rooms, both rooms should be occupied by the
same gender.

1.5.7 All members of a group that are staying in a hotel should be housed on the same floor,
along the same hallway, if possible.

1.5.8 When students are not always under direct adult supervision, they should have ready
means (such as a cellular telephone or an agreed-upon meeting place) of contacting a
chaperone.

1.5.9 Each chaperone should possess a charged cellular telephone and the number provided to
the youth participants.

1.5.10 Before the trip begins, chaperones must communicate the rules for the trip, including the
safety rules, to the youth participants and, at appropriate intervals during the trip, remind the
youth participants of those rules.

1.6 Additional Requirements

1.6.1 Chaperones and youth participants should contact their youth advisor or person in charge
with any questions.

1.6.2 Pursuant to state and tribal law, all persons participating in a chaperoned activity pursuant
to this Policy shall be deemed to have waived all claims against the Torres Martinez Desert
Cahuilla Indians for injury, accident, illness, or death occurring during or by reason of the
chaperoned activity.

1.6.3 All chaperoned activities must have a plan for what to do in an emergency (medical
emergency, fire, natural disaster, lost child, criminal activity, etc.) This plan should include
communication to ensure the person in charge, chaperones. and youth participants can contact
one another. The plan should include contact information for all individuals that need to be
notified in the event of an emergency, including the Tribal Chair. The plan should include
procedures for contacting a participant’s emergency contacts such as his/her parents.
Chaperones should have hard copies of all emergency contacts and know how to contact those
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people if need be. This plan should include alternate chaperones in case they are needed (e.g.,
chaperone gets ill or cancels).

1.6.4 The emergency plan should include who to call in each emergency and where to meet if
the parties get separated during the emergency. All chaperones should know who is trained in
first aid, where the first-aid kit is located, where the nearest hospital/emergency room is
located, and who has the copies of parental permission slips with emergency phone numbers
and medical information. The plan should be shared with all chaperones participating in the
activity, the person in charge of the activity, the administration office manager, and the Tribal
Chair.

1.6.5 As for medical emergencies, the person in charge should have a well-stocked first aid kit
with him or her during the activity. Chaperones may want to carry bottled water, sunscreen, a
working cell phone, any emergency medications students may need, a list of emergency phone
numbers for local fire, police, hospital, etc., parent contact information and the phone number
of the area’s poison control center. It also would be helpful to have at least one chaperone on
each trip certified in first aid and CPR.

1.6.6 If a youth participant gets hurt, a chaperone must determine the extent of the injury. If
there is a possibility of neck or spinal injury, the youth participant should not be moved.
Summon professional medical attention immediately and stay with the youth participant.
Otherwise, provide first aid and make sure an adult stays with the injured child. Obtain medical
assistance, if needed, and contact the parents of the student as soon as possible. An adult must
go to the hospital with the youth participant if he/she is taken to the hospital and stay with
him/her until the parents arrive. The person in charge of the activity must complete an accident
report afterward to document what happened.

1.6.7 In case of fire, a chaperone should manually activate the fire alarm, walk quickly with youth
participants, and leave the building immediately using the closest emergency exit (not the
elevators). Call 911. Chaperones should help people who need assistance if possible, including
young children and those with disabilities. Chaperones should close doors and windows behind
them, but do not lock them if there is time. Chaperones need to move the youth participants to
a safe location away from the building that should be pre-determined before entering the
building. Take attendance at this pre-determined meeting site. Prior to the start of the activity,
the person in charge should review evacuation procedures and determine the nearest exits, best
routes, and assembly sites. They should also ensure that exits, routes, and assembly points are
manageable for youth.

1.6.8 In case of an earthquake and indoors, everybody should drop to the ground, cover their
heads and neck with their arms, take cover under a sturdy object, and hold on until shaking
stops. Chaperones should help youth participants do this to the extent possible. If a sturdy object
is not available, move to an inside corner of the room, away from windows. Stay away from
glass, outside walls, or anything that could fall. Stay inside and wait for the all-clear before
leaving the safe place. If outdoors, everybody should stay outdoors and chaperones should
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move youth participants to an open area away from trees, buildings, utility poles and lines, or
signs. If near a tall building, chaperones may want to get the youth inside the building’s lobby to
protect from falling bricks, glass, or other debris. If near the waterfront, chaperones should
move the youth to higher ground. After an earthquake, be prepared for aftershocks, check for
injuries, and provide first aid if needed. Prior to the start of activity, the person in charge should
review earthquake procedures with the chaperones.

1.6.9 To minimize the risk of a youth participant going missing or getting lost, the person in
charge of the chaperoned activity may want to provide youth participants with matching,
brightly colored t-shirts, or bracelets, and set up a buddy system. Give the youth participants
clear instructions on what they are to do if they get lost while on the chaperoned activity. Never
allow students to go into the restroom without a buddy. Depending on the age of the students,
a chaperone may need to survey the restroom to be sure it is safe for youth participants to enter
and then wait outside the restroom until they emerge. The person in charge should also create
a roster and bring it on the chaperoned activity. Check youth participants against the roster
several times throughout the day to make sure no one is missing. Good checkpoints include
when the group leaves the starting point, once you arrive at your destination, and at lunch. If
any chaperone realizes a child is missing, notify the person in charge immediately and have that
person contact the police. Ask people in the nearby area to stay there until staff or police arrive
so they may provide any information they may have about the missing participant.

1.6.10 Once the emergency is over, it should be reported to the youth advisor or person in
charge of the chaperoned activity. Major incidents should be reported to the Tribal Chair.

1.6.11 If a chaperone gets ill or injured, obtain medical assistance, and contact the person in
charge of the activity. Be sure to contact an alternate chaperone to supervise assigned children
and the person in charge. The person in charge must make necessary changes to the plan (1.6.3)
and complete an accident report afterward to document what happened.

1.7 Abuse of Policy

1.7.1 Abuse of this policy may result in corrective action including termination.
| acknowledge that | have reviewed a copy of this Torres Martinez Desert Cahuilla Indians Tribal
Chaperone Policy and Procedures manual. | understand that | should consult the Tribal
Administration department if | have questions.

APPENDIX L

TANF Youth Employment Program (TYEP)

Torres Martinez Tribal TANF will be conducting a TANF Youth Employment Program (TYEP). Funding for
TANF is provided by the Department of Health and Human Services, Administration for Children and
Families under their Temporary Assistance to Needy Families Program.
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The purpose of TANF is to reduce the overall costs of welfare dependency, encourage personal
responsibility and self-sufficiency, reduce the number of out-of-wedlock births, and promote two-parent
families.

The philosophy that supports the TYEP program is a belief that American Indian youth who are provided
with opportunities to develop sound work ethics, including accountability and responsibility, will become
an instrumental part of the future American workforce.

This work experience program will be either six (6) weeks in duration, contingent on funding availability
and site option. Unpaid holidays are not counted towards the maximum length of the program.

This manual contains information on relevant rules, regulations, policies and procedures for the TYEP. It
has been developed to assist the worksite supervisors in understanding requirements for participation in
the program, as well as the rights and responsibilities of both the youth participant and the supervisory
staff.

A. FISCAL PROCESS
Each site will process a blanket CR for each student for the total weekly amount. This is based on
the current minimum wage for the State of California and a maximum of 32 hours per week.

e |tis understood that the student will not be assigned until a later time therefore Blanket
CR will say Student #1, Student #2, Student #3, etc.

e Once a student is assigned then each site will notify their assigned staff accountant in the
Finance Department. Staff will also need to send a list of youth to the County Compliance
Manager.

e PEPs can now be created with this information.

o Weekly timecards will reflect the students’ actual hours of participation.

e Timecards will be calculated to the nearest 115-minuteincrement.

B. COMPLIANCE PROCESS
Once each site has determined what youth will participate in the TYEP, a list will be sent to the
County Compliance Manager. The Compliance Manager will then verify eligibility and inform the
Youth Services Specialist (YSS) or in the TYEP contact if the youth are cleared or not cleared.

C. CLARIFICATION OF ROLES
While each worksite will be required to provide the necessary on-the-job training and adequate
supervision for each youth participant, the participant will be receiving a stipend from TMTT and
be considered a participant in an employment training program through TMTT. All disciplinary
actions or work-related incidents must be addressed by TMTT TYEP Coordinator after meeting
with the worksite supervisor.

Eligible Youth Participants
A. AGE, GRADES, AND CENTRAL INTAKE REQUIREMENTS
Summer employment opportunities through TYEP are available to 1&2 and 3&4 Services youth
participants, depending on funding availability.

Eligible youth are:
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e Those that are 14 years old and under 19 years of age, without a high school diploma or
GED and maintain at least a 2.0 GPA or have shown progress in improving their current
grades.

e Youth under 18 years of age at the time of high school completion or receipt of GED will
continue eligibility through summer break, up until their 18th birthday.

Central intake updated:
e To be eligible, the youth must have completed all recertification requirements and have
all pertinent information updated and current on the Database System throughout the
application and work participation period.

B. OTHER REQUIREMENTS FOR PARTICIPATION
Youth must sign all required confidentiality forms and TYEP application before commencing work.
Additionally, each youth will:

e Submit a resume and letter of recommendation along with their TYEP application.

e Submit the most recent report card or current progress report signed by each teacher or
a digital printout from the school grading system.

e Submit proof of participation in an outside extracurricular activity during the preceding
six (6) months. This is not necessary for youth who regularly participate in TMTT-
sponsored activities, where participation can be verified through the database system.

e TMTT will not be drug test applicants for employment entry, however, youth participants
suspected of substance abuse may be tested with parental permission. Participants that
are 18 years or older may be tested randomly or if substance abuse is suspected.

o Appear for a TYEP orientation either within a group or individually. If the youth is under
18 years of age, their parent/guardian/caretaker must also be present at the orientation.

C. APPLICANT SELECTION PROCESS
After completion of all required documentation listed above, it is required that the youth and
parent/guardian/caretaker attend a mandatory orientation. Failure to attend this orientation
(without an excused absence) will make youth ineligible to participate. The policies and
procedures will be discussed, and the interview and selection process explained.

YSS and FPSM at the application site will serve as the “Application Committee” who will review all
submitted applications. The following will be used as general factors and preference
considerations for selected TYEP participants:

e Grade Point Average (GPA) and/or other academic achievements

e Active client participation

e New TYEP applicant (new applicant will take priority to a returning TYEP participant)

e Disciplinary history within TMTT programming (this will serve as a negative factor when

considering an applicant)

TMTT Worksite
A. ELIGIBLE WORKSITES IN GENERAL
TYEP will be held on site at each TMTT office. Youth are not permitted to work at outside agencies
at any point during the program.

B. COMPLIANCE WITH TITLE VI OF THE CIVIL RIGHTS ACT OF 1964
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TMTT will comply per reference, [Title VI of the Civil Rights Act of 1964 (42 U.S.C. Section 2000d)].
This act states that “no person in the United States shall, on the basis of race, color, or national
origin, be excluded from participation in, be denied the benefits of, or be subjected to
discrimination under any program or activity receiving federal financial assistance.” The worksite
will take immediate, reasonable measures, as necessary to effectuate the purposes of Title VI.

Any person employed under the TYEP who feels that they have been the subject of prohibited
employment discrimination under Title VI may contact the FPS Manager to schedule mediation
between the involved parties.

COMPLIANCE WITH APPLICABLE HEALTH AND SAFETY REGULATIONS
Standards established for health and safety at work and training situations will be always
maintained.

1. TYEP prohibits requiring or permitting a participant to work, train, or receive services in a
building, surroundings, or under working conditions which are unsanitary, hazardous, or
dangerous to the health or safety of the youth participant.

2. Conditions of employment or training will be appropriate and reasonable with regards to
the type of work, age and proficiency of the youth participant.

3. The worksite will provide information on chemicals or other hazardous materials that
could be harmful to the health of the youth participant.

4. The site will provide supervision on the use of tools, equipment and in the performance
of assigned duties. The youth participant may not use power tools. If equipment is
damaged by the youth participant through willful destruction, the cost of the equipment
will be deducted by the youth participant’s wages.

5. The worksite will comply with hazardous occupations orders issued pursuant per
reference, to the [Fair Labor Standards Act and set forth in 20 CFR parts 626 ET. SEQ]. with
respect to the employment of youth under 18 years of age, and the Child Labor Standards
of CFR ET. SEQ. with respect to the employment of youth ages 14 through 18.

6. First aid facilities must be available in case of an accident. In addition, the worksite
supervisor must inform the youth participant about emergency procedures at the
beginning of employment.

D. COMPLIANCE WITH LABOR LAWS

The placement of the youth participant shall not result in the displacement of currently employed
adult workers including partial displacement, such as reduction of regular hours, wages, or
employment benefits.

TYEP Project Organizer Responsibilities
A. Develop a work schedule for the youth participant which includes when and where to report for

B.

C.

work and hours to be worked. Keep such a schedule posted for the youth participant.
Supervisors must abide by child labor regulations when assigning the youth participant to outdoor
tasks, particularly in extremely cold or hot weather.

Provide for an alternate supervisor in your absence. Notify the youth participant of the temporary
change in supervision. YSS must be informed of the alternate supervisor if the absence will be
longer than a week.
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Develop and explain the youth participant’s job duties and your expectations. Explain rules
regarding absenteeism and tardiness, as well as the importance of following directions and
completing tasks.

Provide ample duties to fill the work hour and avoid “make-work” tasks that are obviously
unnecessary. If sufficient duties are not available, the supervisor will request transfer of the youth
participant to FPSM or TYEP Project Organizer.

Provide adequate supervision on job performance and behavior. Do not permit horseplay. Work
closely with the YSS and notify them immediately of any problems or failures of youth participant
to follow rules, and of need for corrective action.

Be familiar with and follow the Child Labor Laws.

Discuss safety rules and emergency procedures relevant to your worksite. Post emergency
telephone numbers. Keep the youth participant’s emergency contact information where it can be
found in case of emergency.

Allow the youth participant in FPS activities which are part of the TYEP summer program. The FPS
staff will notify worksite supervisors of upcoming activities at least one (1) week in advance.
Worksite supervisor will complete an Employee Evaluation form a week prior to the end of the
summer employment program.

Accident Reporting Policy: should a work-related injury be sustained by a participant; the worksite
supervisor must notify the TYEP contact immediately.

e Upon notification, the YSS will deliver a blank incident report to the worksite supervisor.
This form should be completed and returned to the TYEP contact immediately or as soon
after the accident as possible. In the event of death or serious injury, TMTT will telephone
our insurance carrier with the information and mail the form to the worksite supervisor
to be completed and returned to the TANF office.

Youth Participant’s Responsibilities

1.

PN AW

9.

10.
11.
12.

13.

Be on time for work and absent only when necessary and when approved in advance by the
worksite supervisor.

Inform the worksite supervisor if you know you will be late. Call within 15 minutes before the
scheduled work time of the same day to say if they are going to be absent. Do not have the
parent/guardian/caretaker call.

Stay within limits of time allowed for lunch breaks.

Follow instructions and directions and accept job orders willingly.

Keep busy and ask for more work when tasks are completed.

Be friendly and helpful with supervisors and co-workers, and all people at the worksite.

Always follow all safety and health precautions.

Participate in all scheduled workshops and activities coordinated by FPS Department staff as part
of the TYEP.

Do not engage in horseplay of any kind.

Maintain a drug and alcohol-free environment.

Complete and submit timesheets accurately, and on time.

Understand that TYEP may choose to terminate any participant if program policies are not always
followed.

Wear appropriate clothes.

Misconduct and Corrective Action
ABSENTEEISM AND TARDINESS
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To reinforce and promote good work habits, procedures and expectations have been established and
participants will be required to follow them.

Absences and late arrivals that cannot be substantiated with good cause are not allowed, and the
youth participant lost worktime will not be allowed to be made up. This lost time includes leaving
early and extended lunch breaks.

Supervisor should be notified of an absence before or within the first 15 minutes of the workday.
If an absence is for an inexcusable reason, or the worksite supervisor is not notified, the youth
participant will not be allowed to make up for the time missed.

If the youth participant fails to show up at work, the parent/guardian/caretaker will be informed.
If the youth participant comes late to work without good cause, fails to call or show up, the
following steps will take place:

o 1% incident: The TYEP Project Organizer will have a conversation with the youth
participant.

o 2"incident: The TYEP Project Organizer will have a conference with the youth participant
and the parent/guardian/caretaker(s) and will be advised of the situation.
Parent/guardian/caretaker and youth participant will be advised that on the third (3™)
absence without good cause, and they will be terminated from the program.

o 3" incident: Youth participant will be terminated from the program, and the
parent/guardian/caretaker will be informed.

“Good Cause” of an absence or late arrival will be decided by the worksite supervisor on
a case-by-case basis. However, a letter from a physician is a way to establish good cause
in most cases.

PROHIBITED ACTIVITIES

Certain activities are prohibited. These prohibited activities include, but are not limited, to the following:

1. May not engage in racial, ethnic, gender, or age discrimination, and may not taunt, threaten, or
harass others based on their race, ethnicity, gender or age. There is zero tolerance for such
behavior.

2.  Will not consume drugs or alcohol while they are participating in the TYEP.

3. Will not walk off TMTT premises or leave duties without prior authorization or neglect to inform
their supervisors of tardiness/absences.

4. Will not engage in physical altercations with another youth participant, their supervisors, or any
other individuals at their worksite.

5. Will not bring weapons or other items that can be used to cause bodily injury or harm including
but not limited to firearms, BB guns, knives, box cutters, ice picks, slingshots, metal knuckles,
tasers or other electronic immobilizers, or any cutting, stabbing, or bludgeoning device capable
of inflicting bodily harm.

6. Will not engage in misconduct in any other activities, whether coordinated by the FPS Department
or not, while participating in the TYEP.

7. Personal electronic devices will not be allowed during work hours, unless in case of emergency,
break or lunchtime.

CORRECTIVE ACTION

Participation in the TYEP is completely voluntary and should be considered a privilege. A youth participant
who is engaged in misconduct will be subject to various types of corrective actions, depending on the type
of misconduct involved. Corrective action may include warnings, probation, unpaid suspension, social
service referrals per youth participant services (individual and family counseling, high-risk programming),
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ineligibility for incentives, suspension from FPS activities, and/or termination. Parent/guardian/caretaker
will be informed of pending corrective actions. Corrective actions will be documented and submitted to
youth TYEP file.

e Absences/tardiness: The youth participant will receive a verbal warning the first (1*!) time and be
placed on probation after the second (2"!) absence. The youth participant will be terminated from
the TYEP upon the third (3) absence if good cause is not established and there is no prior
authorization.

o Threats, fights, and harassment: There is zero tolerance for participating in the making of any
threats, for engaging in fights, or for harassment. Students engaging in such conduct will meet
with the FPSM and their parent/guardian/caretaker, and youth participate in mediation with the
other involved party. If there is evidence of this type of misconduct after reasonable investigation,
the youth participant will be terminated from the program immediately and referred to social
service intervention.

e Drug/alcohol use: There is zero tolerance for a youth participant who is discovered to be using
alcohol or recreational drugs. If a youth participant is suspected of being under the influence, the
parent/guardian/caretaker will be contacted and permission to administer a substance abuse test
by an outside agency requested. If the test is positive or refused, the youth participant may be
terminated or suspended (unpaid) from the TYEP and or referred to social service intervention on
a case-by-case basis.

Program Stipend Procedures

RESPONSIBILITY FOR COMPLETING TIMESHEETS

Itis the youth participant’s responsibility to ensure that their timesheet has been completed properly and
signed by the appropriate parties. Timecards must be signed by the youth participant, the worksite
supervisor, and the TYEP contact or the FPSM.

THE PAY RATE
The pay rate will be $10.00 per hour.

ELIGIBLE HOURS
Non-school session days only (summer). Include only hours that the youth participant worked each day,
including hours for participation in activities approved by the FPSM.

Approved activities may include:

1. Attending workshops, lectures, or meetings which have been coordinated/directed by the FPS
Department. The youth participant may attend other conferences or training offered by outside
organizations if the youth participant obtains prior approval from the FPSM.

2. Leading a discussion group, lecture, or workshop were approved by the FPSM.

3. Participation in leadership and academic, single-day or overnight programs, which are held at
universities/colleges anywhere in the country and which serve to encourage and prepare students
for opportunities in higher education. In this case, the youth participant will be responsible for
preparing a presentation to discuss the program they attended to receive credit for those offsite
hours. They should speak with a YSS to confirm if the program is one (1) which qualifies for work
credit prior to participating in such program.

4. The last two (2) days of the TYEP are reserved for the youth participant to complete the final
report and submit it to the FPS Director to obtain the incentive.

32-HOUR WORK WEEK
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Non-school session period only. The standard work week is generally four (4) days from Monday through
Thursday, between the hours of 8am and 5pm, although the governing office option students may work
on Fridays if they do not exceed 32 hours per week. Students may not work outside the hours of 7am and
7pm and must never work more than an 8-hour workday. The Monday-Thursday schedule is designed to
provide program staff an opportunity to address other weekly duties on Fridays. Where a worksite
operates under a 10/4 workweek (business operation hours: 10 hours per day, 4 days a week), youths
work hours must still not exceed 8 hours per day, therefore limiting the workweek total to 32 hours
maximum.

MAKE-UP HOURS
If a youth participant is absent during the work week, they may not “make-up” the lost hours during the
following week.

TMDCI OFFICE CLOSURES
If a tribal office closure occurs during the work week, the youth participant will be sent home and be on
paid status for the remainder of the day.

HOLIDAY CLOSURES
The youth participant will be off for all scheduled TMDCI tribal holidays. Holiday pay will not be provided.

INELIGIBLE HOURS
e No overtime is permitted: Youth participant may work up to eight (8) hours per day only. No
exceptions and no credit will be given for hours worked beyond the first (1%) eight (8) hours. Youth
participant may never be requested to work more than eight (8) hours on any workday.
e No vacation, bereavement or sick time is available: Youth participants will only be paid for the
hours they work or participate in approved activities. No exceptions.
e Lunch hour will be unpaid.

TIMESHEET SUBMISSION

e Regular work schedule- weekly timecards are due to your assigned staff accountant in the Finance
Department on Mondays no later than 3pm.

e Timecards that are submitted by the deadline will have a check ready for distribution on Monday
of next week.

e Timecards that are submitted after 3pm on Monday will have a check ready for distribution on
the following Wednesday.

e Timecards that are turned in any other day after the Monday deadline will have a check ready for
distribution 5 business days after submittal.

e Summer compressed work schedule- weekly timecards are due to your assigned staff accountant
in Finance Department on Mondays no later than 3pm.

PAYCHECK DISTRIBUTION

Youth participant is responsible for picking up their paycheck from the FPSM or TYEP contact after 3pm
on Monday during a normal work week. Youth participant must keep in mind that staff may not always
be available and should call to confirm that the staff will be there to give them their pay.

TYEP Forms
TYEP APPLICATION
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Must be completed and turned in with all requested documentation.

WEEKLY TIMESHEET
Youth participant must make additional copies or request additional copies from the FPS Department.

PERFORMANCE EVALUATION FORM
This form is to be completed by the worksite supervisor a week prior to the end of the program.

YOUTH PROGRAM EVALUATION FORM
Youth participant must submit this form on the last day of the program.

REQUEST FOR LEAVE FORM
Youth participant must sign this form to request time off.

CONFIDENTIALITY FORM
Youth participant must complete this form.

EMERGENCY CONTACT FORM
This form is to be completed by the parent/guardian/caretaker of the youth participant.

APPENDIX M

GLOSSARY OF TERMS

60-Month Time Clock- The time clock indicates the amount of countable TANF months remaining for a
client. There is a maximum of 60 months of benefits within one’s lifetime. The 60-month time clock starts
as soon as client benefits are approved.

Accredited Institution- Institution of Higher Education which has met the minimum standards of the
appropriate accreditation agency.

Adequate Notice- Written notice to applicant/participant listing specific documentation needed within
ten (10) business days.

Adverse Childhood Experience (ACE)- Traumatic events that occur before a child reaches the age of 18.
ACEs include all types of abuse and neglect, such as parental substance use, incarceration, and domestic
violence.

Aid to Families with Dependent Children (AFDC)- Established by the Social Security Act of 1935 as a grant
program to enable states to provide cash welfare payments for needy children who had been deprived of
parental support or care because their father or mother was absent from the home, incapacitated,
deceased, or unemployed.

Applicant- An individual or family applying for assistance benefits and/or services with the TMTT program.

AVS (Activity Verification Sheet)- Form completed by the client(s) to report their monthly
activity/participation
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Benefit Date- Date of a completed and approved application.

Bona Fide Loan- Supported by a written agreement to repay within a specified time or received from an
individual or establishment engaged in the business of making loans

Bureau of Indian Affairs (BIA)- The primary federal agency charged with carrying out the United States’
trust responsibility to American Indian and Alaska Native people, maintaining the federal government-to-
government relationship with the federally recognized Indian tribes, and promoting and supporting tribal
self-determination. The bureau implements federal laws and policies and administers programs
established for American Indians and Alaska Natives under the trust responsibility and the government-
to-government relationship.

Business Property- Any real or personal property owned and used for the purpose of producing income
including such items as buildings, equipment, and crops.

Calendar Year- 365 or 366 days divided into 12 months beginning with January and ending with
December.

California Judgment Rolls- Indians of California Census Rolls Authorized Under the Act of May 18, 1928,
as Amended, Approved May 16-17; Revised Roll of California Indians Approved June 30, 1955 (California
Judgment Roll, 1948); and California Judgment Roll Authorized in 1968 (California Judgment Roll, 1972.)
An applicant/participant is eligible to receive services if individual is proven to be a descendant of at least
one individual identified on the California Judgment Rolls. California Indian tribes are not specifically
identified as “Judgement Roll” tribes.

Cal-Works/GAIN- The Cal Works program provides temporary financial assistance and employment
focused services to families with minor children who have income and property below state maximum
limits for their family size. GAIN is a program that provides employment related services. This is a
mandatory program for all Cal/Works participants.

Cal-Works Meds Report- A state-wide document submitted by a county agency listing the countable
months towards the 60- month time clock of an applicant/participant for the State of California.

Cash Surrender Value- Money a life insurance policyholder receives for canceling their policy before it
matures or they pass away

Center of Disease Control (CDC)- National public health agency of the United States. It is a United States
federal agency under the Department of Health and Human Services, and is headquartered in Atlanta,
Georgia.

Certificate Degree of Indian Blood (CDIB)- An official U.S. document, issued by the Bureau of Indian Affairs
(BIA), which certifies an individual has a specific degree of Native American blood of a federally recognized
Indian tribe.

Child-only- A need family who utilized the allowable 60 months of TANF cash assistance. Whereas the

child(ren) are the countable members of the household with a total income equal to or less than the
programs set poverty guidelines and grant amount for the assistance unit.
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Child Protective Services (CPS)- An agency in many states of the United States responsible for providing
child protection, which includes responding to reports of child abuse or neglect.

Clock Stopper- Exempt months from being counted toward the 60-month time limit

Collateral or Lineal Descendent- A collateral relative is any blood relative who is not your direct ancestor.
(Your ancestry are your parents, grandparents, great grandparents and so forth. Your lineal relatives are
cousins, nieces, nephews, aunts, uncles, siblings, and so forth)

Color of Law- An immigration-related status used under some US federal and state laws for determining
eligibility for some public benefits, an example being unemployment benefits

Completed Application- An application that has been reviewed and deemed complete by eligibility staff.
All questions are answered, requested documents submitted and the application is signed and dated by
applicant(s). Completed application must be submitted within 30 calendar days.

Compliance- The process of determining and maintaining a client/participant’s fulfillment of program
requirements.

Conditional Approval- Approval of an application on the condition a specific document is submitted within
a designated time frame.

County Clearance- A county verified document listing the number of countable months towards an
applicant’s/participant’s 60- month time clock.

Delegation of Authority (DOA)- means division of authority and powers downwards to the subordinate.
Delegation is about entrusting someone else to do parts of your job. Delegation of Authority can be
defined as subdivision and sub-allocation of powers to the subordinates to achieve effective results.

Denied Application- An application which has taken more than 30 days to be completed by the applicant.

Department Director- Executive Director, Family Development Services Director, Family Preservation
Director, Social Services Director, Family Perseverance Director, and/or Cultural Director.

Designation of Indian Custodian- All parties need to be ICWA eligible - members of Indian Tribe
(parent/guardian/caretaker custodian and child(ren).

Desired Results Developmental Profile (DRDP)- A system by which educators can document the progress
made by a child(ren) and fa family in achieving set forth goals.

Earned Income- Includes all the taxable income and wages you get from working from someone else,
yourself or from a business or a farm you own.

Earned Income Tax Credit (EITC)- The United States federal earned income tax credit or earned income

credit is a refundable tax credit for low- to moderate-income working individuals and couples, particularly
those with children. The amount of EITC benefit depends on a recipient's income and number of children.
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Emancipated Minor- In California, an emancipated minor is a person under the age of eighteen who has
legally freed themselves from the legal and physical custody and control of their parents, or guardian and
is thereafter considered legally responsible for their legal decisions. Child under 18 years of age is
emancipated if they have been granted the status of adulthood by a court order; have become legally
married or is enlisted in the United States Armed Forces.

Equity Value- is the Fair Market Value of the vehicle, less any debt or other legal encumbrance on the
vehicle.

Failure to Locate -After reasonable attempts have been made staff is unable to establish communication
in person, mail, phone, or email notification of an applicant/participant.

Family Development Services Department (FDS)- Provides needy families with monthly assistance as
defined at 45 CFR Part 286 in the form of cash, checks, payments, vouchers, and other forms of benefits
designed to meet the family’s ongoing basic needs.

Family Perseverance Services Department (FPD)- Offers program activities that encourage the formation
and maintenance of stable, healthy a two-parent family, and marriage.

Family Preservation Services Department (FPS)- Is committed to providing youth services including but
not limited to parent/guardian/caretaker involvement, including after school activities that will
encourage, support and promote positive reinforcement of actions and behaviors on the part of the
child(ren) that will lead to the development of a personally responsible adult.

Federally Recognized Tribes- A federally recognized tribe is an American Indian or Alaska Native tribal
entity that is recognized as having a government-to-government relationship with the United States, with
the responsibilities, powers, limitations, and obligations attached to that designation, and is eligible for
funding and services from the Bureau of Indian Affairs. Furthermore, federally recognized tribes are
recognized as possessing certain inherent rights of self-government (i.e., tribal sovereignty) and are
entitled to receive certain federal benefits, services, and protections because of their special relationship
with the United States.

Felony Drug Related Charges- A serious crime usually punishable by imprisonment for more than one
year related to drug possession or sale.

General Educational Development Test (GED)- a group of four academic subject tests in the United States
and Canada certifying academic knowledge equivalent for a high school diploma. This certification is an
alternative to the U.S. high school diploma, as is HiSET.

Good Cause- Substantial grounds on which to take a certain action.

Gross Income- All non-excludable income from any source including all earned income and all unearned
income, example, Gross Income on a paycheck is the amount before taxes and any other deductions are
taken.

Handling of Application- The process by which an application is submitted by an applicant/client,

reviewed by eligibility and submitted to the manager for approval or denial.
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Head of Household- Primary individual to whom correspondence will be sent and to whom the payee of
all grant checks for qualified benefit months. In a two-parent household, one person will be deemed head
of household but both adults assume responsibility of meeting program requirements and maintaining
compliance.

HiSET- Built on the OCTAE College and Career Readiness Standards for Adult Education, the HiSET® exam
gives out-of-school youth and adults the best opportunity to demonstrate their skills and knowledge and
earn a state-issued high school equivalency (HSE) credential.

Homelessness/houseless-Individuals & families who do not have a fixed, regular or adequate nighttime
residence, which includes one of the following, place not meant for human habitation, living in a shelter
(emergency, hotel/motel paid by government or charitable organization.

Indian Custodianship- is any Indian person who has legal custody of an Indian child under tribal law or
custom or under state law or to whom temporary physical care, custody, and control have been
transferred by the parent of such child.

Individualized Education Program (IEP)- A plan or program developed by school districts to ensure that a
child who has a disability identified under the law and is attending an elementary or secondary
educational institution receives specialized instruction and related services.

In-Kind Income (earned)- Any cash contribution made directly to any member of the household unit and
compensation received for services rendered. Examples include working off the store bill or benefiting

from reduced rent for managing other units.

In-Kind Income (unearned)- Any gain or benefit that is not in the form of money is exempt. Examples
include meals, clothing or housing provided by an employer.

INS-551 Form- Is the formal designation of your permanent resident card (aka green card).

Internal Revenue Services (IRA)- is part of the U.S. Department of the Treasury and is responsible for
enforcing and administering federal tax laws, processing tax returns, performing audits, and offering
assistance for American taxpayers.

Jay Treaty- On November 19, 1794, representatives of the United States and Great Britain signed Jay’s
Treaty, which sought to settle outstanding issues between the two countries that had been left unresolved
since American independence. The treaty proved unpopular with the American public but did accomplish
the goal of maintaining peace between the two nations and preserving U.S. neutrality.

Lease Agreement- An agreement is used when a client is renting an apartment or house.

Legal Encumbrance (for TMTT purposes; defined as)- any amount owed to another party that is
enforceable by a legal action.

Limited Time- A period within which something must be done or completed.

170 |Page




Liquid Resources- Includes all funds readily available to the household such as cash on hand, money in
checking or savings accounts, savings certificates, trust deeds, stocks or bonds, non-recurring lump-sum
payments.

Low-Income Home Energy Assistance Program (LIHEAP)- Is a federally funded program aimed at assisting
low-income households that pay a high portion of their income to meet their energy needs. LIHEAP is
funded by the U.S. Department of Health and Human Services, Administration for Children and Families,
Office of Community Services.

Luxury Item- An item that is a good for which demand increases more than proportionally as income rises,
so that expenditures on the good become a greater proportion of overall spending. Luxury goods contrast
with necessity goods, where demand increases proportionally less than income.

Mandated Reporter- State employee mandatory reporting requirements, particularly for child abuse and
neglect, mandate that certain professionals, including those in public service, report suspected or known
cases of abuse or neglect to the appropriate authorities. These requirements are in place to protect
vulnerable individuals and ensure timely intervention when abuse or neglect is suspected.

Megan’s Law- A law requiring authorities to notify the public of registered convicted sex offenders as
stated on the website of: www.meganslaw.ca.gov

Motor Vehicle- A motor vehicle is a passenger car or other motorized vehicle used to provide
transportation of people or goods. This includes cars, trucks, RV’s, motorcycles, ATV's, snowmobiles, golf

carts, watercrafts, airplanes, and other motor vehicles.

Needy Family- A household which has earned or unearned income that places the household at or below
the programs set poverty guidelines and grant amount for family unit.

Net countable income: Net earned income after all standard TANF deductions

Net Income: The total amount of income remaining after all allowable deductions have been subtracted
from a household’s gross income.

N.O.A.-Notice of Action- A written notice given to applicants/participants of changes in case status
including but not limited to household size, grant amounts, sanctions and/or documents needed.

Non-Liquid Resources- Includes personal property, buildings, land, recreational properties and any other
properties. The value of non-exempt resources shall be its equity value less encumbrances.

Non-Needy Family- A household with a qualified guardian/caretaker of a child or children who has earned
or unearned income of their own that places the relative caretaker household above the programs set

poverty guidelines.

Overpayment- Benefits or payments that exceed the amount for which they were eligible under TMTT
guidelines.

Participant- An individual or family participating in a TMTT sponsored event/programming.
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Peer to peer (P2P)- Payments that let you send money directly to another person. P2P payment systems-
also known as money transfer apps, like Zelle, Venmo, PayPal, Apple Pay, Google Pay, Cash App, Square,
Crypto, etc.- allow users to send and receive money from their mobile devices through a linked bank
account or card.

Per Capita- The distribution of money or other thing of value to all members of the tribe, or to identified
groups of members, which is paid directly from the net revenues of any tribal gaming activity. This
definition does not apply to payments which have been set aside by the tribe for special purposes or
programs, such as payments made for social welfare, medical assistance, education, housing or other
similar, specifically identified needs.

Personal Property- Everything owned other than real property. Personal property generally consists of
things temporary and movable in nature including household goods, personal effects, savings, stocks,
bonds, vehicles, livestock, tools and equipment, promissory notes, or life insurance policies.
Homes/trailers that were placed on the property assembled and that may be moved and are not
permanently affixed to the land are considered personal property.

Proof of Residency- Verification of residency; a California Driver’s License or REAL ID or state ID, a utility
bill, lease/ rental agreement, tax bill or phone bill are some examples of establishing proof of residency.

Proposition 36- The Substance Abuse and Crime Prevention Act passed in California in 2000. Allows first-
and second-time drug offenders to receive substance abuse treatment instead of incarceration.

Prospective Budgeting- The anticipated income for a month is an estimation/projection of how much that
individual will approximately receive for the month. Prospective budgeting is used to determine eligibility
and the amount of cash assistance benefits to be paid for the first two months for new clients. It is based
on an estimate reflecting the income received and or expected to be received in the calendar month for
the first and second month of benefits. This includes any and all deductions which will be allocated to the
household in that month. The basis for any estimate (including tips) must be documented.

Qualified Citizen- At least 18 years old and have been a permanent resident for at least 5 years (or 3 years
if you are married to a U.S. citizen) and meet all other eligibility requirements.

Real Property- Real property includes but is not limited to land and permanent attachments to land, such
as minerals and timber. Structures and improvements erected on and affixed to the land such as houses,
barns, garages, etc. Land or property located on an Indian reservation and or the primary home of the
recipient is also exempt regardless of location.

Regular School Attendance- Verification of school age child(ren) who are currently attending school 90%
of the school year not counting excused attendance.

Rental Agreement- A rental/lease agreement is used when a client is renting a room from someone, not
an apartment or house

Renter’s Certificate- A agreement between client and landlord which must be signed by the landlord and
notarized.
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Retrospective Budgeting- The actual income received in a prior month and is used to calculate their grant
amount. A grant calculation uses the income from two months prior to calculating the grant amount.
Example when calculating a grant for April 2010 we use the actual income from February 2010.

Revenue Sharing- Redistribution of Tribal Gaming Funds.

Sanction- A decision to deny, reduce, or terminate assistance/services, etc. TMTT will provide individuals
at risk of losing/changing benefits with a NOA 10 business days before said action will begin, unless it is
believed that the TANF household is immediately ineligible for services.

School Verification- Verification of enroliment & status.

SDI Benefits- The California State Disability Insurance (SDI) program provides short-term Disability
Insurance (DI) and Paid Family Leave (PFL) wage replacement benefits to eligible workers who need time
off work.

Secondary School- A non-profit institutional day or residential school, including a public secondary charter
school that provides secondary education, as determined under State law, except that it does not include
any education beyond grade 12. [(34 CFR § 300.36)].

Secretary of Interior- Has administrative responsibility for coordinating federal policy in the territories of
American Samoa, Guam, the U.S. Virgin Islands, and the Commonwealth of the Northern Mariana Islands,

and the responsibility to administer and oversee U.S. federal assistance.

SSDI Benefits- Social Security Disability Insurance pays benefits to certain members of the family if they
are "insured," meaning that you worked long enough and paid Social Security taxes.

SSI Benefits- The Supplemental Security Income (SSI) program pays benefits to disabled adults and
children who have limited income and resources.

Supporting Documentation- Documents required or requested to assist in the verification of another
document or request

T.A.N.F.- Temporary Assistance for Needy Families

TANF Household- Individuals in the household are eligible to receive a grant.
TANF Program Benefits- Cash assistance funds for self-sufficiency purposes.
Temporary Relative Custodian- Clients who are not eligible to ICWA.

Third Trimester of Pregnancy- starts in week 28 of your pregnancy and lasts until you give birth, which is
around the 40th week.

Title IV (Higher Education Act)- A federal law that governs the administration of federal higher education

programs. Its purpose is to strengthen the educational resources of our colleges and universities and to
provide financial assistance for students in postsecondary and higher education.
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Title IV E (Foster Care)- State/county funded foster care benefits.

Tribal Family Assistance Plan (TFAP)- A document outlining the Tribe’s approach to providing TANF
services, must be resubmitted every three (3) years.

Tribal TANF- A federal program providing financial assistance and support to needy Native American
families with at least one member of an eligible household whose tribal affiliation can be proven as a
member of or a descendent of a federally recognized tribe.

Torres Martinez Desert Cahuilla Indians (TMDCI)- A federally recognized tribe with tribal headquarters
located in Thermal, California and is the tribal entity the Torres-Martinez Tribal TANF program falls under.

Trust- A legal arrangement whereby a person (a trustee) holds property as its normal owner for the good
of one or more beneficiaries.

Trust Fund- A fund consisting of assets belonging to a trust, held by the trustees for the beneficiaries.
TWEX- TANF Work Experience

Underpayment- When a client receives less than the amount of benefits or payments, they were eligible
to receive

Unearned Income- Has no allowable deduction. Unearned income counts dollar for dollar in the
calculation of benefits. Examples of unearned income include per capita checks generated from a casino
and child support payments paid directly to household. Unearned income generated from natural
resources is exempt.

United States Citizenship and Immigration Services (USCIS)- is an agency of the United States Department
of Homeland Security that administers the country's naturalization and immigration system.

Vendor Payment- Money paid to a third party for a TANF related expense.

Veteran’s Affairs (VA)- The Department of Veterans Affairs runs programs benefiting veterans and
members of their families. It offers education opportunities and rehabilitation services and provides
compensation payments for disabilities or death related to military service, home loan guaranties,
pensions, burials, and health care that includes the services of nursing homes, clinics, and medical centers.

Vocational School- A school in which people learn how to do a job that requires special skills.

Voluntary Declaration of Parentage (VDOP)- a government form two parents can sign to create a legal
parent-child relationship between a child and parent. It's often signed at the hospital when a child is born,
but it can be signed later. There's no cost to use the form.

Workforce Innovation and Opportunity Act (WIOA)- The Workforce Innovation and Opportunity Act is a
United States public law that replaced the previous Workforce Investment Act of 1998 as the primary
federal workforce development legislation to bring about increased coordination among federal
workforce development and related programs.
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APPENDIX N

REFERENCES

101-2| GENERAL FACTORS OF ELIGIBILITY FOR 1&2 SERVICES
[Proposition 36 Drug Treatment Diversion Program]
https://lao.ca.gov/ballot/2000/36 11 2000.html

105-1| PERMANENT RESIDENT

[USCIS (U.S. Citizenship and Immigration Service)]
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-1l/subchapter-C/part-273/subpart-B/section-
273.4

[USCIS, 243(h)]
https://www.govinfo.gov/content/pkg/USCODE-2018-title8/html|/USCODE-2018-title8-chap14-
subchaplV-sec1641.htm

105-2] FIVE (5) YEAR BAR
[Section 207 of the INA (Immigration and Naturalization Act)]
https://www.ecfr.gov/current/title-8/chapter-I/subchapter-B/part-207

[Section 243(h) of the INA]
https://www.ecfr.gov/current/title-45/subtitle-B/chapter-XVI/part-1626/section-1626.5

[8 U.S.C. 1613]
https://www.ecfr.gov/current/title-45/subtitle-A/subchapter-A/part-85/section-85.61

105-3| PROOF OF QUALIFIED RESIDENT STATUS
[USCIS, INS-551]
https://www.ecfr.gov/current/title-6/chapter-I/part-37/subpart-B/section-37.11

114-12| EDUCATIONAL ASSISTANCE
[Title IV of the Higher Education Act of 1965]
https://www.govinfo.gov/content/pkg/COMPS-765/pdf/COMPS-765.pdf

[Title IV of the Higher Education Act of 1965]
https://www.govinfo.gov/content/pkg/COMPS-765/pdf/COMPS-765.pdf

114-16| FOSTER CARE AND BOARDING HOME PAYMENTS
[Title IV-E Foster Care]
https://www.acf.hhs.gov/cb/grant-funding/title-iv-e-foster-care

114-17| INCOME TAX REFUNDS
Act of 2010 (P.L. 111-312)
https://www.ssa.gov/OP Home/comp2/F111-312.html

117-5| CHILD LEAVES THE HOME

175 | Page



https://lao.ca.gov/ballot/2000/36_11_2000.html
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-C/part-273/subpart-B/section-273.4
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-C/part-273/subpart-B/section-273.4
https://www.govinfo.gov/content/pkg/USCODE-2018-title8/html/USCODE-2018-title8-chap14-subchapIV-sec1641.htm
https://www.govinfo.gov/content/pkg/USCODE-2018-title8/html/USCODE-2018-title8-chap14-subchapIV-sec1641.htm
https://www.ecfr.gov/current/title-8/chapter-I/subchapter-B/part-207
https://www.ecfr.gov/current/title-45/subtitle-B/chapter-XVI/part-1626/section-1626.5
https://www.ecfr.gov/current/title-45/subtitle-A/subchapter-A/part-85/section-85.61
https://www.ecfr.gov/current/title-6/chapter-I/part-37/subpart-B/section-37.11
https://www.govinfo.gov/content/pkg/COMPS-765/pdf/COMPS-765.pdf
https://www.govinfo.gov/content/pkg/COMPS-765/pdf/COMPS-765.pdf
https://www.acf.hhs.gov/cb/grant-funding/title-iv-e-foster-care
https://www.ssa.gov/OP_Home/comp2/F111-312.html

Title IV-E Foster Care
https://www.ecfr.gov/current/title-45/subtitle-B/chapter-Xlll/subchapter-G/part-1356/section-1356.21

408(a) (10) of the Social Security Act
https://www.ssa.gov/OP Home/ssact/title04/0408.htm

125-2| CATEGORIES OF ALLOWABLE WORK ACTIVITIES
45CFR 286.105
https://www.ecfr.gov/current/title-45/subtitle-B/chapter-11/part-286/subpart-C/section-286.105

128| SUPPORTIVE SERVICES AND OTHER HOUSEHOLD ALLOWANCES

45 CFR 286.10(a)(1)
https://www.ecfr.gov/current/title-45/subtitle-B/chapter-11/part-286/subpart-A/section-286.10#p-
286.10(a)(1)

128-5, A-2| CHILD CARE (NEEDY, NON-NEEDY, CHILD-ONLY, TRANSITIONAL)
Megan’s Law
https://www.meganslaw.ca.gov/

128-6, A-1| EMERGENCY ASSISTANCE: NON-DISASTER (NON-NEEDY, CHILD-ONLY)
45 CFR 286.10(b)(1)
https://www.ecfr.gov/current/title-45/subtitle-B/chapter-11/part-286/subpart-A/section-286.10#p-

286.10(b)(1)

600-1 CULTURAL PROGRAM SERVICES
Assembly Bill 1248
https://www.cde.ca.gov/ta/ac/sa/ab1248.asp

800-2| CAR SEAT/BOOSTER SEAT

State Child Safety Law ARTICLE 3.3. Child Safety Belt and Passenger Restraint Requirements [27360 -
27368])
https://www.nhtsa.gov/book/countermeasures/countermeasures-work/seat-belts-and-child-restraints

APPENDIX A| TANF BENEFIT/GRANT LEVELS 2023
Cost-of-Living Adjustment
https://www.ssa.gov/pubs/EN-05-10526.pdf

APPENDIX B| CHILD CARE BENEFIT LEVELS: RIVERSIDE AND IMPERIAL COUNTY 2023
Child Care Benefit Rates
https://rcscc.adm.dss.ca.gov/

APPENDIX C| CHILD CARE BENEFIT LEVELS: LOS ANGELES COUNTY 2023
Child Care Benefit Rates
https://rcscc.adm.dss.ca.gov/

APPENDIX D| 2023 FEDERAL POVERTY GUIDELINES: 200%
200% of the Federal Guidelines (FPG)
https://www.cdph.ca.gov/Programs/CID/DOA/Pages/OA ADAP Federal Poverty Guideline Chart.aspx
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https://www.ecfr.gov/current/title-45/subtitle-B/chapter-XIII/subchapter-G/part-1356/section-1356.21
https://www.ssa.gov/OP_Home/ssact/title04/0408.htm
https://www.ecfr.gov/current/title-45/subtitle-B/chapter-II/part-286/subpart-C/section-286.105
https://www.ecfr.gov/current/title-45/subtitle-B/chapter-II/part-286/subpart-A/section-286.10#p-286.10(a)(1)
https://www.ecfr.gov/current/title-45/subtitle-B/chapter-II/part-286/subpart-A/section-286.10#p-286.10(a)(1)
https://www.meganslaw.ca.gov/
https://www.ecfr.gov/current/title-45/subtitle-B/chapter-II/part-286/subpart-A/section-286.10#p-286.10(b)(1)
https://www.ecfr.gov/current/title-45/subtitle-B/chapter-II/part-286/subpart-A/section-286.10#p-286.10(b)(1)
https://www.cde.ca.gov/ta/ac/sa/ab1248.asp
https://www.nhtsa.gov/book/countermeasures/countermeasures-work/seat-belts-and-child-restraints
https://www.ssa.gov/pubs/EN-05-10526.pdf
https://rcscc.adm.dss.ca.gov/
https://rcscc.adm.dss.ca.gov/
https://www.cdph.ca.gov/Programs/CID/DOA/Pages/OA_ADAP_Federal_Poverty_Guideline_Chart.aspx

APPENDIX E| 2023 FEDERAL POVERTY GUIDELINES: 300%
300% of the Federal Poverty Guidelines (FPG)
https://www.cdph.ca.gov/Programs/CID/DOA/Pages/OA ADAP Federal Poverty Guideline Chart.aspx

APPENDIX F| WORK PARTICIAPTION RATES/CODES
Work Participation Rates for TANF
https://www.acf.hhs.gov/ofa/policy-guidance/tanf-acf-im-2022-02

APPENDIX I| ACE QUESTIONNAIRE

2011-12 National Survey of Children’s Health (NSCH)

https://ftp.cdc.gov/pub/health statistics/NCHS/slaits/nsch 2011 2012/01 Frequently asked question
s/NSCH 2011 2012 FAQs.pdf

Division of Adult and Community Health, National Center for Chronic Disease Prevention and Health
Promotion
http://www.cdc.gov/nccdphp/ace/findings.htm

APPENDIX L| TANF Youth Employment Program (TYEP)

Title VI of the Civil Rights Act of 1964 (42 U.S.C. Section 2000d)
https://www.justice.gov/crt/fcs/TitleVI#:~:text=Title%20V1%2C%2042%20U.S.C.,activities%20receiving%
20federal%20financial%20assistance.

Fair Labor Standards Act and set forth in 20 CFR parts 626 ET. SEQ
https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/FairLaborStandAct.pdf
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https://www.cdph.ca.gov/Programs/CID/DOA/Pages/OA_ADAP_Federal_Poverty_Guideline_Chart.aspx
https://www.acf.hhs.gov/ofa/policy-guidance/tanf-acf-im-2022-02
https://ftp.cdc.gov/pub/health_statistics/NCHS/slaits/nsch_2011_2012/01_Frequently_asked_questions/NSCH_2011_2012_FAQs.pdf
https://ftp.cdc.gov/pub/health_statistics/NCHS/slaits/nsch_2011_2012/01_Frequently_asked_questions/NSCH_2011_2012_FAQs.pdf
http://www.cdc.gov/nccdphp/ace/findings.htm
https://www.justice.gov/crt/fcs/TitleVI#:~:text=Title%20VI%2C%2042%20U.S.C.,activities%20receiving%20federal%20financial%20assistance
https://www.justice.gov/crt/fcs/TitleVI#:~:text=Title%20VI%2C%2042%20U.S.C.,activities%20receiving%20federal%20financial%20assistance
https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/FairLaborStandAct.pdf

