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1.
When a mandatory FSE&T participant fails to comply with an employment and training requirement, determine if the individual has good cause.




 
2.
Determine whether the individual's noncompliance affects the individual's eligibility or the entire assistance unit's eligibility.  




3.
Send the appropriate adverse action notice immediately after the determination in step 1 is made.  




 
4.
If the assistance unit or unit member is also being disqualified for reasons other than an employment and training requirement, send out the adverse action notice listing all reasons for disqualification.




 
5.
Remember that the employment and training penalty continues for the minimum penalty period even if the individual complies or leaves the assistance unit before the end of the minimum penalty period. 




 
 6.
Remember the following when applying penalties:





(
each time a client does not comply and does not have good cause, an offense exists;





(
count all offenses to determine what is the correct penalty period 





to impose.





7.
If a Fair Hearing is requested, notify the FSE&T contractor of the scheduled time and place.  An FSE&T staff member or another representative of the employment and training program may be requested to write a summary and be present at the hearing.




 
8.
Set an alert for the end of the penalty period.






 9.
For FS, consider compliance to exist when the client has agreed to comply and has been sanctioned for the minimum penalty period stated in policy.




 
10.
At the end of the penalty period, contact the assistance unit to see if any changes regarding the disqualified individual have not been reported.
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11.
If at the time the employment and training penalty period ends you have not heard from the assistance unit or, based on the information reported, the disqualified individual is still eligible, add the individual back to the assistance unit.




12.
Determine the effect on FS eligibility when a penalty is imposed for failure to comply with the requirements of the TFA or UC employment and training requirements.




13.
Send appropriate adverse action notice if FS eligibility is adversely affected.

