
CONNECTICUT DEPARTMENT OF SOCIAL SERVICES


UNIFORM POLICY MANUAL

______________________________________________________________________________

Date:  5-1-09


Transmittal:  11-05                                           P-8530.50 

______________________________________________________________________________

Section:








Type:  


Jobs First                                                                                                        PROCEDURES

______________________________________________________________________________

Chapter:







       Program:


Employment Services                                                                                                         ES

______________________________________________________________________________

Subject:


Conciliation

CONNECTICUT DEPARTMENT OF SOCIAL SERVICES


UNIFORM POLICY MANUAL

______________________________________________________________________________

Date:  5-1-09


Transmittal:  11-05                                   P-8530.50 Page 3
______________________________________________________________________________

Section:








Type:  


Jobs First                                                                                                       PROCEDURES

______________________________________________________________________________

Chapter:







       Program:


Employment Services                                                                                                         ES

______________________________________________________________________________

Subject:


Conciliation

	STEP
	ACTION

	1
	Client fails to comply with Employment Services requirements and does not have apparent good cause

	2
	JFES Case Manager makes a sanction referral in CTWBS



	3
	ESS Performs an initial evaluation of the situation.  Determine whether good cause appears to exist for the client who failed to participate in Employment Services.

· If good cause appears to exist, no conference is necessary.

· If good cause does not appear to exist, proceed to next step.

	4
	(ESS) Notify the client that a conciliation conference is necessary.  

· Send a conciliation letter L645 or L646 (Spanish version) to the client or,

· Contact the client by telephone.  
· If there is no response to the telephone contact, send letter as indicated above.

	5
	(ESS) If the client does not respond to your request or fails to appear for the conciliation conference, evaluate for good cause.

· If good cause exists, reschedule conference.

· If good cause does not exist, pursue sanction as appropriate.

	6
	(ESS) During conference

Inform the client about:

· The requirements of the Employment Services Program.

· The purpose of the conciliation.

· His or her rights in the process.

· The date the conciliation began.

· The date the conciliation will end.

· The date a decision is due.

· The client’s right to a fair hearing.

· The client’s right to accommodations and

· Offer the client an opportunity to be screened for a possible disability involving  mental health conditions, substance use disorders or learning disabilities 
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	STEP
	ACTION

	7
	(ESS) If the client declines screening, complete the conciliation as usual.

· Complete BRS Referral Form W369 indicating that client declined screening.

· Email W369 to DSS-TFA-BRSProj@ct.gov  



	8
	(ESS) If the client accepts screening and the conciliation interview is being performed in the office:

· Complete W369 BRS Referral Form and send to BRS counselor to schedule the screening.
· If a BRS counselor is available, screening may take place immediately. 

· If a BRS counselor is not available or the conciliation interview is being conducted by phone the BRS Counselor will schedule an appointment for the screening. 



	9
	The BRS counselor will:
· screen the client within two weeks of referral 

· provide the screening results to the ESS using BRS Referral form W369

· provide screening results to JFES Case Manager via CTWBS



	10
	(ESS) If the screening indicates that no disabling condition exists, pursue sanction as appropriate.

·  Complete Conciliation

· Save copy of W369 BRS Referral form in case record and complete narrative



	11
	(ESS) If screening indicates that a disabling condition is likely, grant good cause using CTWBS good cause reason “BRS evaluation for disability”

· Complete the conciliation. Update narrative.



	12
	The JFES case manager:

· Creates a new JFES employment plan activity “BRS Assessment/Services” and enters the date of the screening as the actual start date.

· Refers the BRS Assessment/Services activity in CTWBS by selecting the BRS counselor from the dropdown list of BRS providers.

· Provides for special benefits to attend the assessment, if necessary

	13
	·   BRS Counselor reviews existing documents and  may make referral for  professional evaluation.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                


	STEP
	ACTION

	14
	· If evaluation results in a diagnosis that makes the client ineligible for BRS services BRS will consult with the JFES CM via email and provide input for the employment plan.

	15
	· If evaluation results in a diagnosis that makes the client eligible for BRS services BRS will ask the client if he/she wants to apply for BRS services



	16
	If the client does not apply for BRS services. 

· The BRS Counselor will notify the ESS and the JFES case manager via email and summarize the results and make employment recommendations by using the following format in CTWBS Private Notes:  

Format

Issues: broad summary for examples – mental health, substance abuse, LD


Recommendations: (related to employment)



	17
	If the results are that the participant should pursue a medical exemption from participation in employment services:

· The BRS counselor will notify both the ESS and the JFES case manager of the results.  

· The ESS will issue the MRT packet to the participant and make a referral to ESP to assist with follow through of MRT packet. 

· The ESS may grant a temporary exemption (if possible) and notify the JFES case manager via email

(See UPM 8530.10 for determination of incapacity of an applicant or recipient.)
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	STEP
	ACTION

	18
	If the client applies for BRS services. 

· The BRS counselor and the JFES case manager shall coordinate assigned activities and develop a joint plan for the participant.  

· The BRS assigned activities take priority and the JFES activities are to support and complement the BRS activities.

· The JFES employment plans shall require that the client follow the instructions in the BRS plan.

· The BRS Counselor will document the client’s participation in BRS activities on the TFA-24 “Jobs First Employment Services Program Authorization for Disclosure of Information” form.
 The JFES case manager will continue to provide case management services including issuance of special benefits, monitoring and recording hours of participation on the CTWBS Attendance Record.

	19
	· If the client does not comply with the new employment plan and does not have apparent good cause, the BRS Counselor will make a sanction referral using CTWBS

	20
	· The ESS will perform an initial evaluation of the situation.  Determine whether good cause appears to exist for the client who has failed to comply with employment services

	21
	· If conciliation is necessary, the ESS will have a conference over the phone or set up an appointment.

	22
	During the conference the ESS will Inform the client about:

· The Employment Services Requirement.

· The purpose of the conciliation.

· His or her rights in the process.

· When the conference has begun.

· When the conference has ended.

· The date when a decision is due.

· The client’s right to a fair hearing.

· The client’s right to reasonable accommodations

· Offer BRS screening ONLY if there is evidence of a learning disability, substance use disorder or mental health issue that the client was not previously screened for by BRS.



	23
	(ESS) Determine good cause and complete the conciliation. 

	24
	(ESS) Notify the client of the decision via the conciliation results letter (L629, or the Spanish version).

	25
	(ESS) Complete the CTWBS Sanction screen.  

	26
	(ESS) Notify the JFES Case Manager if the case closes because a penalty was applied.
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