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TEMPORARY ASSISTANCE FOR NEEDY FAMILIES

On August 22, 1996, President Bill Clinton signed the Personal Responsibility and Work Opportunity
Reconciliation Act of 1996 (P.L. 104-193). This law is a major welfare reform mandate that affects
families who receive Temporary Assistance for Needy Families (TANF). TANF replaced Aid to
Families with Dependent Children (AFDC). The law requires adults receiving cash assistance from the
Department of Human Services (DHS) to participate in an approved work activity to continue
receiving cash assistance.

Numerous TANF recipients have few or no job skills and/or employment history and may require
training that will lead to employment and self-sufficiency. TANF programs will be funded through an
annual contract between the Oklahoma Department of Career and Technology Education (ODCTE)
and DHS. These vocational education programs will enable the TANF recipient to receive the
necessary skills training that will lead to quality occupations.

Through this contract, interested technology centers will be able to offer training to TANF recipients.
The TANF program design should offer full-time training, which may include employability skills, job
readiness, life skills, academic preparation (including remediation), internships, work-based learning,
mentoring opportunities, employment assistance, and other activities related to employment and work
activities.

In order to have a TANF program, county DHS offices and technology centers will develop
partnerships with other community based organizations agencies in order to design programs and
services that effectively meet the job demands of the community or region as well as the needs of
TANF participants. This will be done cooperatively through planning and continuous communication.

Much is at stake since TANF recipients may lose assistance after five years. The goal of the
collaborative effort is to ensure that families have an opportunity to earn a living wage before they lose
federal government support.

ASSURANCES

TANF programs that were originally JOBS programs in technology centers will continue their
maintenance of effort level of training and services previously available to participants. Maintenance
of Effort level will be determined by the number of TANF participants served in the previous year and
certified in writing as true and correct by ODCTE. Accountability for this rule will depend upon the
cooperation and referrals received from the county DHS offices. Technology centers and DHS county
offices should not discriminate on the basis of race, color, creed, national origin, age, or disability as
mandated by the Civil Rights Act of 1964; sex mandated by Title IX of the Education Amendment of
1973; disabilities mandated by Section 504 of the Rehabilitation Act of 1973 and the Americans with
Disabilities Act of 1990.



FINANCIAL MANAGEMENT AND DEVELOPMENT

The 1996 Personal Responsibility and Work Opportunity Reconciliation Act appropriated federal
dollars to state welfare agencies. The Oklahoma Department of Human Services has sub-contracted a
portion of funds under Title I — TANF to be administered by the Oklahoma Department of Career and
Technology Education to provide one year of vocational and technical training to eligible TANF
participants.

ODCTE and DHS Contract

A state contract is developed that stipulates the purpose, financial commitment, assurances, state level
DHS responsibilities, and ODCTE responsibilities, effective date, and termination and modification
requirements agreed to by both parties in order for the ODCTE and DHS to jointly grant funds. The
funding process changed after FY1999. Historically, programs were funded primarily through a cost
reimbursement process whereby technology centers submitted quarterly claims with documentation of
expenditures. Technology centers were reimbursed 80 percent. The 20 percent not reimbursed
documented the technology centers’ required 20 percent match that was supplemented by state
appropriations disbursed through the technology centers’ monthly formula.

From FY2000 through FY2001, the state contract required two methods of quarterly payments to fund
technology centers. They were a cost-reimbursement payment and a performance-based payment. The
FY2002 contract was strictly cost-reimbursement. However, performance payments for sixth month
placements continued to be paid for students employed during FY2001 in order to honor the previous
year’s contractual commitment. Further details are found in the Budget section. In addition, technology
centers that did not expend all of their performance-based payment, were required to submit
expenditure plans for FY2003 that budgeted all of the carry-over.

TANF students may combine training with other approved work activities to meet the 30 hours per
week requirement. TANF students who have been identified by DHS to have special needs (i.e.,
mental health, substance abuse, and domestic violence) may include the time for treatment within the
30 hours per week requirement.

An approved work activity must be supervised, scheduled, and structured. Homework or a take home
project does not meet all three of the fore mentioned criteria for an approved work activity.

Application and Program Design

All funds allocated for vocational training must be distributed to technology centers through the
request for proposal process or competitive process. Requests for proposals (RFPs) are announced in
the Oklahoma Register. After proposals are submitted to the ODCTE, a review team consisting of
representatives from the ODCTE and DHS will select recipients based on local demographics, local
support, community structure, description of operations, projected participation, participant outcomes,
and budgets. The primary factor determining priorities for funding will be based on population
demographics. Once a program is funded, it may be continued unless a program review determines that
the TANF recipient is not being prepared for work or until the funding source is not available.

After the ODCTE and DHS agree to the terms of the forthcoming year’s contract, a continuation
packet is sent to the administrators of funded technology centers. It includes the Application for
Continuation of TANF Programs (see Appendix, page 22), the Operational Requirements for TANF
Programs (see Appendix, page 29), the Formula and Base Allocation Memo (see Appendix, page 31),




Financial Information (see Appendix 32), the Budget Template (see Appendix, page 33), and the
OCAS Codes Information and Clarification (see Appendix, page 34).

The Application for Continuation of TANF Programs allows a program to make adjustments in the
program design with the stipulation that the technology center collaborated with community partners in
the development of the application. A collaboration signature page must be submitted with the renewal
application signed by the individuals from partner entities who assisted in the development of the
Application for Continuation. The partnering DHS County Directors signatures are required. Pages 22-
28 of the Appendix contain the complete Application for Continuation of TANF Programs for
FY2004.

Budgets

All funded technology centers receive a federal base allocation and the state formula amount (state
appropriations to the ODCTE for TANF students), which are budgeted for the current fiscal year.
Technology centers receive the federal base allocation through a cost-reimbursement process using the
TANF Quarterly Claim Form (see Appendix, page 35).

State funds unexpended (when TANF programs do not spend their total federal and state allocations)
will not be added to the next year’s budget formula percentage to account for the unexpended state
funds. These carry-over funds shall be used as federal funds diminish and/or TANF student’s needs
increase. The appropriate OCAS codes must be used to identify these expended dollars and account for
the carry-over within the general fund. TANF state carry-over funds must be used for the purpose of
providing service and/or activities directly and/or indirectly relating to TANF students vocational
training.

All programs must e develop a budget narrative as previously stated. A budget narrative required by
the application for continuation explains the purpose of each budget line item.

Once Applications for Continuation of TANF Programs are jointly reviewed and approved by the
ODCTE and DHS, funding agreements are signed by technology center and ODCTE officials (see
Appendix, pages 36-37).

Reimbursement of the federal base allocation is determined by actual cost incurred and must be
supported by documentation. Requests for reimbursements of program expenses should be submitted
on a quarterly basis no later than 24 days after the end of the quarter. The following are the claim due
dates:

Quarters
October 24, 2003

January 23, 2004
April 23, 2004
July 23, 2004

One-time Supplemental
August 15, 2004

Supporting documentation must specifically identify the TANF program and activities. Such
documentation should include but not be limited to OCAS printouts, copies of paid invoices, payroll
records, time and effort reports, and approved methods for application of indirect costs.



The TANF Quarterly Claim Form includes the federal base allocation expenditures and the state
formula expenditures. The percentage used for the quarterly reimbursement is based on the total
percentage of the federal base allocation when added with the state formula amount. For example, if a
technology center’s federal base allocation is $171,480 and its state formula amount is $38,570 the
total budget would be $210,050. Therefore, the percentage that could be quarterly reimbursed would
be 82 percent of all qualified expenses up to a maximum of $210,050 ($171,480/$210,050 = 82%). The
inclusion of the state formula amount in the TANF budget allows programs to show the ODCTE state
formula amount as the match to DHS. Therefore, it is not necessary for funded technology centers to
provide a 20 percent match.

When state appropriations are reduced, local technology centers may provide local share to meet the
20% match requirement. State or local matching funds identified for the purpose set forth in the
continuation application will not be used to match other federal funds.

Technology centers should use project reporting dimension code 452 to identify all budget line items
and expenditures associated with the federal base allocation and state formula budget. No more than 15
percent of the total budget may be used for administration. Operational staff members (program
coordinator, job developer, secretary, etc.) are not considered administration. Administration includes
school officials who have responsibilities for the administration and operation of the technology center
and who spend a significant amount of time supervising or managing the grant (i.e., superintendent,
campus director, student service coordinator, business manger, etc.).

Federal grant funds may not be used for out-of-state travel expenses without permission of ODCTE
and DHS. Out-of-state speakers or consultants may not enter into a contract with local TANF programs
without the approval of ODCTE and DHS. Requests for such expenditures should be made in writing
and directed to the TANF coordinator of the ODCTE.

Indirect cost is a rate established by an educational institution that is created by intensive calculations
based on the standardized cost of facilities, administration, etc. When indirect cost is used by
educational institutions, they do not have to complete time and effort sheets for administrators who are
responsible for overseeing grants received by the institution. The indirect cost line (limited to 10
percent) is included as one of the line item options of the budget line item headings provided by the
ODCTE. Mid-Del Technology Center is the only funded program that has established an approved rate
of indirect cost.

Budget line item changes that exceed 10 percent can be made only with written permission from the
ODCTE and DHS.

Appropriate documentation of expenditures must be maintained and available during quarterly on-site
reviews and upon request. Technology centers will be responsible for reimbursing DHS for any federal
funds expenditures disallowed. All products or information developed with grant funds become
property for use by the ODCTE and DHS.

Allowable Expenditures

e The grant may be used to provide retention services to TANF students during the first six months
of employment.

e Equipment may be leased and charged to the grant. The technology center may pay for the
purchase of the equipment and charge the cost to the grant through an amortization schedule based
on the life expectancy of the equipment. Federal guidelines stipulate an equipment amortization



rate of 6 2/3 percent per year unless otherwise indicated by terms of the funding source. (Example:
If the cost of a computer $2000, a total of $133.33 may be charged annual to the grant for 15
years.)

Equipment purchased and paid for 100% from the grant may be used for non-TANF activities
provided the TANF students have priority. Documentation of the shared usage must be presented
to the program manager representing the ODCTE for audit purposes.

Costs for facilities used for the program may be allocated to the program based on a fair market
value. The number of square feet and cost per square foot should be specified in the budget
narrative.

DHS will only pay grantee staff travel expenses (including per diem) up to the maximum amount
allowed by the Oklahoma State Travel Reimbursement Act (see Appendix, page 37). DHS will not
reimburse travel expenses in excess of the rate established by the Act. The grantee shall be
responsible for all travel arrangements and provide supporting documentation when submitting
claims for reimbursement.

DHS considers the Ropes course an allowable life skill activity because it builds self-esteem. Thus,
the grant may be used to pay for the Ropes course.

Dental work for a participant may be paid from the grant. Caution should be exercised to ensure
that the work is necessary for health and/or employment. (Example: Braces for minor cosmetic
reasons is not a good use of these funds.)

Required lab work and shots for program training or employment may be paid from the grant.
Tools, books, and fees may be paid from the grant.

Fees for tests in order to obtain licenses or appropriate professional credentials may be paid from
the grant.

Uniforms and shoes may be purchased from the grant. However, DHS can pay for uniforms and
should be the first source of funds.

Drug testing fees may be paid from the grant if required by a potential employer.

A portion of the cost to reinstate a driver’s license may be paid from the grant on a case-by-case
situation and with the approval of the ODCTE and DHS.

The transportation line item may only be used to pay for small repairs, including parts, of TANF
recipients’ motor vehicles. Caution should be used in determining local limits of repair services
that can be provided as this line item amount is low in comparison to the need of the many TANF
recipients who own cars that have major repair needs. TANF participant co-payment is an
approved method to assist the TANF student whose car repair exceeds the local TANF program’s
established student repair cost limit. One way to equitably distribute repair funds is to divide the
line item amount by the number of TANF students and require co-payment. However, every
expenditure decision should be based on the individual’s need rather than an unrealistic and/or
inflexible criterion.



Interview clothing may be purchased. Whenever possible, use clothes that have been donated. The
grant may be used to provide clothing for hard-to-fit individuals.

Career and Technology Student Organizations (CTSOs) are an integral part of the vocational and
technical education training programs. Therefore, a TANF grant may pay CTSO dues for TANF
students. Following is a list of CTSOs.

Agriculture (FFA)

Business Professionals of America (BPA)

Future Business Leaders of America (FBLA)

Family, Career, and Community Leaders of America (FCCLA)
Health Occupations Students of America (HOSA)

Marketing Education (DECA)

Skills USA/VICA

The grant may be used to pay for trips by CTSOs in- and out-of- state with prior permission from
ODCTE and DHS.

The grant may pay a reasonable rate for appropriate meeting facilities after the joint approval of
DHS and ODCTE.

The grant may pay for student assistance related to employment for six months.

Non-allowable Expenditures

Food may not be purchased from the grant unless staff members are in travel status to attend
approved school-related events and activities in accordance with state travel policy.

At no time may food for participants be paid with grant funds.

Services to take children to and from daycare may not be paid from the grant.
Daycare registration fees may not be paid form the grant.

The grant may not pay for glasses. DHS will provide them.

Participants’ car insurance may not be paid from the grant.

GED graduation caps and gowns’ rentals or purchases may not be paid from the grant.

Performance Payment

Performance payment unexpended must be budgeted using project reporting dimension code 453. This
will allow funded technology centers’ financial cost reports to reflect the actual expenditures of the
TANF performance payments. Technology centers must use their performance payments to pay for
goods and services directly or indirectly provided to TANF students. Technology centers must spend
all funds earned by performance payments for goods and services for TANF recipients, regardless of
whether or not the TANF program is closed (i.e., state contract discontinued, local program
discontinued).



Neither ODCTE nor DHS will dictate how the performance payments can be expended. Funded
technology centers may expend their performance payments based upon the discretion of
administration. ODCTE requires only that the funds received from the performance payments be used
to assist TANF students in gaining and retaining employment through vocational education. When
expenditure decisions are made, the administration is encouraged to consult with the TANF program
coordinator to determine the needs of the TANF students.

Performance Payment Conditions

e The grant may be used to provide retention services to TANF students during the first six months
of employment.

e Special items used to reward participants for their achievements may not be paid from the grant,
but may be purchased from performance payments.

e Performance payments may be used to pay for food (i.e., advisory committee meetings, graduation
ceremonies).

e (ash bonuses may not be paid to past TANF recipients from performance payments, which means
that past TANF students may not receive a bonus for reporting their six-month positive
employment status.

e Equipment may be purchased from the performance payments for the TANF program and services.

e Performance payments may be used to provide employment retentions services and assistance for
up to sixth months of employment.

Program Procedures

e After completing a vocational skills training program, TANF students may enter an employability
skills component, a work-based learning component, etc., that would further enhance their
employability.

e TANF students can work part time and participate in a TANF program as long as both activities
add up to 30 hours per week. Part-time work is not recorded in the student accounting information
required by ODCTE. It is important to note that TANF students have only one year of vocational
training and part-time work that will be counted as a part of the vocational training time.

e It will be necessary to collect required placement information (i.e., wages, full-time work minimum
of 30 hours per week) in order to verify placement. Programs’ follow-up records will be monitored
to assure that incomplete records are the exception and not the rule. The Web-based student
accounting system will not allow incomplete records.

PARTICIPATION REQUIREMENT

DHS requires TANF students to participate 30 hours per week in the TANF vocational training
programs. This means that, with the exception of the DHS-approved holidays (federal and state) and
breaks, each TANF program is responsible for coordinating 30 hours of vocational training for each
student, including actual skills training, life skills training, basic academic education, employability
training, work-based training, structured work-based learning experience, and structured career



exploration of a chosen field of study. The temporary jobs may qualify as part of the work-based
learning component of the TANF program as long as they are documented in Individual Student
Service Strategy Plans (ISSSPs) and contain all of the necessary elements of a work-based learning
component.

The vocational training clock of 12 months may be started and stopped (with the approval of the DHS
case manager) for participants whose training is interrupted due to personal reasons and technology
center summer schedules. This does not mean that TANF programs are not responsible for serving
TANF students in the summer. The ISSSP should include a schedule of training that is individualized
for each TANF student. Preparatory services may be coded by DHS as TX (job readiness).

Should a student enroll in a full-time program during the spring semester and need to finish the
training program that is not offered until the fall semester, his or her career and technology training
clock may be stopped during the summer and started the next fall. DHS could place the students in
another work activity during the summer months, which would not count against the students’ 12-
month career and technology training time limit. This should be a case-by-case decision made jointly
by the county DHS office and the technology center.

Approved Interruptions
e A TANF student who has a baby may be exempted for up to three months.
e Positive drug test, which would require extensive drug treatment.

e Summer break that would cause the TANF students to exceed the 12-month career and technology
training time limit.

e Illness of a dependent.
e [llness of a TANF student.
STATISTICAL REPORTS

To facilitate program evaluation and federal reporting, it is necessary to collect data related to TANF
program participants. This data primarily includes enrollment and follow-up information. TANF
participant information must be kept up-to-date. Electronic student accounting records maintained by
local TANF programs may be accessed by the ODCTE at any time in order to prepare performance
reports. ODCTE and DHS have legal privilege to this information and will not disclose any
confidential information about individual records without the permission of the individual. No
individual file or information may be released to any individual or entity other than those who have a
legal right to the information (see Appendix, page 39). Only directory information may be provided to
the public (see Appendix, page 39 for a link to the Family Educational Rights and Privacy Act
Regulations). It is recommended that a student sign a confidential information waiver before
information is shared (see Appendix, page 40).

Student Accounting Clarifications

e Students have a two week probation period prior to entering their enrollment information into the
TANF student accounting system. This provides the opportunity for the student to determine



whether or not the program meets his or her training needs, and/or it provides the technology center
the opportunity to determine if the student is appropriate for the technology center TANF program.

e Students may be reported for a maximum of two years. This allows a maximum of one year for
vocational training (unless extended in accordance with the ISSSP and jointly approved by DHS),
six months for a job search, and six months for follow-up.

e Even after training is completed, TANF students must be continued in the student accounting
records until the follow-up requirement has lapsed.

e The electronic student accounting records must be continuously updated.

e Employability skills training does not count as job search. The two-month structured job search is
not a part of the employability skills training. Therefore, the employability skills training does not
count towards the two-month job search time limit.

e Should a TANF student’s case close, the student may continue in the program as long as paid
services have not been exhausted (e.g., tuition).

e Previous students who return for assistance after the time limit has lapsed may not be counted in
the student accounting records. This does not prevent the program staff from assisting past students
with their job search.

e Students who enroll in full-time, short-term, niche market, work-site, and/or individualized training
programs should be recorded in the electronic TANF student accounting report using appropriate
CIP codes.

e Students who find employment should continue to be recorded in the student accounting records in
order to provide retention services, and collect the six-month follow-up information.

EVALUATION
State

ODCTE staff, DHS state staff, and other agencies’ staff members (when designated as team members)
will conduct a review and an evaluation of each funded program. Reviews will be conducted for the
purpose of monitoring programs to assure adherence to approved program goals, objectives, purpose,
and fiscal expenditures. Evaluations will be conducted to determine if the program meets quality
standards. The program’s student accounting records, student files, and program expenditures may be
reviewed during each review and evaluation. The Program Visitation Report form (see Appendix,
pages 41-43) and Evaluation form will be completed, and a copy of the comment section will be
provided to all of the program representatives and core partners in attendance.

The following standards must be met:

INTAKE
Each technology center that is a TANF grant recipient will provide all TANF participants with
the information on career options and advise them on appropriate educational paths to meet
career goals.



CAREER AND TECHNOLOGY EDUCATION TRAINING
Each technology center that is a TANF grant recipient will provide skills training in high
demand occupations that will provide a wage that will allow all TANF participants to become
economically self-sufficient.
RETENTION
Each technology center that is a TANF grant recipient will provide all TANF participants the
necessary support for success in their career programs.
COMPLETION
The minimum standard for completion rate of those who enter career and technology training
programs is 80 percent.
BASIC ACADEMIC SKILLS ESSENTIAL TO TRAINING AND JOB SUCCESS (remediation, life
skills, and employability skills)
All TANF participants will receive remediation training necessary for the completion of a
career and technology training program and essential for their work.
PLACEMENT ASSISTANCE —JOB PLACEMENT/DEVELOPMENT
Each TANF program will provide activities that lead to placement in occupations related to
each participant’s training. The minimum standard for training-related placement is 75 percent.
OPERATIONS
Each technology center that is a TANF grant recipient will provide all the necessary personnel,
equipment, facilities, and office supplies and be responsible for the performance of the TANF
program staff.

The technology center is responsible for the performance of staff employed to operate the TANF
program. Personnel who work less than 100 percent in the TANF program will need to keep time and
effort records (see Appendix, page 44) to document salary expenditures. All other personnel working
100 percent of the time will need to complete time sheets.

Daily time sheets for staff employed 100 percent of the time in the operation of the TANF program
must be maintained locally. Time sheets should indicate hours worked per day and have a place for the
supervisor and employee signatures (see Appendix, page 44).

The technology center will provide monthly training and attendance reports as required by DHS (TW-
13). Copies of completed TW-13 forms signed by the coordinator will be kept on file by the TANF
program. The original TW-13 should be sent to DHS.

Written notification of any modification in participant training status must be provided to the local
DHS office.

COUNTY DEPARTMENT OF HUMAN SERVICES
Referral Process for TANF Recipients

Each DHS county office will identify a liaison to develop and maintain a relationship with the TANF
area technology center staff and administration. Each DHS county office is responsible for identifying
and referring eligible TANF participants to the program.

Potential program participants will be referred by county DHS staff through the development of the
Mutual Agreement/Employability Plan, Form TW-2. DHS, in coordination with the local technology
center, will make referrals by means of the Interagency Joint Staffing. all public and private service



providers should be invited to participate at joint staffing with the TANF client in order to develop an
ISSSP.

The TW-3 (referral and information form) with attached copy of the TW-2 should be sent to the
technology center for those participants most likely to benefit from career and technology education.

The following forms and process will be used in the referral process.

Forms
1. TW-2-Mutual Agreement and Employability Plan (coordinator files the copy) (see Appendix,
pages 45-48).

2. TW-3-Interagency Information and Referral Form (Responses to DHS are made on TW-3 page 2.
The original copy of the responses is kept in coordinator’s files and a copy that includes the
responses is sent to the county DHS office.) (see appendix, pages 49-50).

3. The TW-13-TANF recipient’s time sheet (Must be signed and dated in ink and the progress reports
completed by the TANF coordinator or instructor on the appropriate line and returned to the DHS
office. A copy of the TW-13 must be filed in the program office.) (see Appendix, pages 51-52).

Process
1. Recipient’s interview and assessment are scheduled.

2. Recipient and community partners have determined it will be necessary to obtain or upgrade skills
necessary for employment.

3. Recipient is referred to the appropriate training facility based on training needs and employment
opportunities within the community.

SUGGESTED COORDINATOR AND STAFF GUIDELINES
Characteristics of a Coordinator

The coordinators of the programs should possess excellent oral and written communications skills, be
creative and innovative, have strong leadership skills, be self-directive, be able to manager others, and
have skills and experiences that will lend themselves to understanding the needs of the participants.

Responsibilities of a Coordinator

e [Establish a working relationship with DHS staff and local county core partners to ensure
appropriate placement of participants in the program.

e Contact employers to determine their needs in employees, available openings, and specialized
skills necessary for hard to fill jobs.

e Design and implement training programs within one year to meet local labor market demands for
occupations that pay above $7 per hour.

e Identify and contact community organizations to establish a network of referrals.

e Establish a joint staffing process to develop ISSSPs for participants.

e (Coordinate the counseling, assessment, career exploration, work-based learning, mentoring, career
decision-making, job placement, and other related processes.

e Develop and implement a remedial education component.

e Incorporate activities that will improve the self-esteem of participants.



Create and implement a life skill component.

Create and implement a job search component.

Maintain job placement information to assist participants.

Assist participants with job placement by locating job openings.

Monitor the progress of participants in training.

Conduct participant follow-up.

Maintain accurate records of expenditures and participants.

Supervise and evaluate the performance of program staff.

Maintain statistical information required by DHS and ODCTE.

Promote the program throughout the community to agency partners and community based
organizations.

Attend in-services, workshops, and conferences for program improvement.

Coordinate workbased training components that are not affiliated with full-time training programs
that integrate workbased training into the curriculum.

Qualifications for a Job Developer (Note: This position is optional.)

The job developer should have experience in job placement and job development as well as strong
verbal communication skills. This individual will be working in the business and industry community;
therefore, a good understanding of jobs in industry is essential.

Responsibilities of a Job Developer

Teach a job readiness curriculum.

Contact business and industry to determine job demands and assist the program coordinator in
arranging training programs to meet these needs.

Develop and monitor work-based learning sites.

Develop and monitor a mentoring program where appropriate.

Collaborate with instructors.

Coordinate participant interviews with potential employers.

Monitor participants’ progress.

Conduct employment follow-up.

Conduct employer satisfaction surveys.

Participate in staff meetings, seminars, conferences, and professional development activities.

Miscellaneous

The ideal program should:

Provide a classroom or designated area for session activities.

Provide support materials in the form of a small lending library.

Provide a community resource file for participant needs.

Provide the access to a private, outside phone line.

Provide program operation for 12 months with minimum or no breaks (i.e., fall, Christmas, spring,
and summer).

Provide appropriate resources for the program.



Purpose of the Advisory Committee

Establishing an advisory committee will ensure community support for persons enrolled in vocational
education. Committee members may provide social service referrals, identify potential students, and
help evaluate the program’s services. An active advisory committee can promote linkage with the
private and public sector as well as provide access to community job placement.

Selection of Advisory Committee

Members should be representative of the major agencies and organizations in the community in order
to facilitate a referral network. Advisory committee members should include representatives of DHS
and other social service agencies, vocational rehabilitation, business owners, attorneys, ministers,
current or former program participants, and employment services.

Education/Training

The programs should conduct an assessment of each referral to determine an appropriate ISSSP, which
may include basic skills training, life skills training, work-based learning, mentoring, and job search
skills training.

In order to make training programs eligible for Pell grants; training may include work-based learning,
job search skills, life skills, and/or job shadowing components that total 600 hours. Training programs
seeking Pell eligibility must apply by submitting an ODCTE Form 2 to the appropriate field service
coordinator of the Oklahoma Department of Career and Technology Education.

NETWORK BUILDING
¢ Building a network simply means developing support systems in the wider world.

e Networks are not necessarily highly structured and formal but are more often informal groupings
present in everyday lives.

e Networks make it possible to gather information, gain support from peers, and tap into more of the
concrete resources of society.

e Networking is not “using” others. It is an exchange for mutual benefit, an exchange of information,
ideas, and favors.

e Many networks already exist although they are not used to the fullest.

e Many networks already exist such as trade organizations; professional organizations; caucuses, or
divisions within organizations for women; women’s student organizations; and commissions on the
status of women at the local, state, and national levels.

e Networks can be formed where they do not exist. For example, a notice can be posted on a bulletin
board where women meet (Please come to Friday’s meeting if you are interested in the topic,
“Time Management."



e How do networks help TANF participants? They provide information of many types and forms
from outside resources. They provide access to resources in concrete power.

e Networks, once established, must be maintained and nurtured through social contacts, telephone
calls, mailing, letters, and so on. A card file or an alphabetical listing in a notebook could provide a
systematic record of the network.

Lay leadership should be sought.
Community Organizations

Local governments

Chambers of Commerce
Social service providers

Civic clubs

Non-profit organizations
Child care providers

Business and industry libraries
Volunteers

Child support providers

Health, Food, Shelter, and Clothing and Emergency Services

American Red Cross

Churches

City health department clinics
Community development block grants
Homes (group such as realtors)
Habitat for Humanity

Local housing authority

Medical providers

Planned parenthood

Rape crisis center

Salvation Army

Suicide prevention center

Tenants’ rights organizations

Tribes

United Way

Voluntary action/community action
Young Women’s Christian Association — YWCA

Transportation

e Volunteer car repair shops or individuals
e Church buses

e Local transportation

e Commuting (shared rides)



Support Groups

Alcoholics Anonymous

Narcotics Anonymous

Cocaine Anonymous

Compassionate Friends

Divorce Support Group

Family Counseling Services

National Association for the Advancement of Colored People (NAACP)
e Parents without Partners

Others

e Board of Probation and Parole
e Kiwanis Club

e Legal Aid

e Lions Club

e Rotary Club

e Altrusa

MATERIAL DEVELOPMENT
Brochure Content

A brochure is another form of promoting the program to community partners and TANF recipients.
Brochures should include basic information such as a description of the program, the name, address,
and telephone number of the program, and eligibility requirements. Education and training programs
offered by the technology center may also be listed.

Available services of the program may be listed, such as:

Career counseling

Vocational aptitude and interest testing
Career decision-making

Adult basic education

Financial aid assistance

Assistance in job placement and follow-up
Career and technology training

Support service referral

Job-seeking skills

Seminars and workshops

Pleasing color, photographs of students, and illustrations of clients on the job can enhance the success
of a brochure. Be sure that representatives pictured are multicultural and include both genders. A
nondiscrimination statement is required by law. Example: This program (or technology center) does
not discriminate on the basis of race color, national origin, religion, disability, or gender.



Client Consent

Clients must sign the DHS consent form that gives their permission to be featured in promotional
publications and/or activities in accordance to DHS policy (see appendix, page 39).

DEFINITIONS
Academically Disadvantaged

Individuals are identified as academically disadvantaged if they meet one or more of the following
criteria:

e score at or below the 25™ percentile on a standardized achievement or aptitude test;
e secondary school grades are below 2.0 on a 4.0 scale where the grade “A” equals 4.0; or
e fail to attain minimal academic competencies in career and technology education program(s).

Completers

Completers are clients or students who have gained all competencies within their career and
technology training program’s curriculum.

Economically Disadvantaged

The term “economically disadvantaged family or individual” means such families or individuals who
are determined to be low income according to the latest available data from the Department of
Commerce.

High Wage

An hourly wage of $8 and above is considered to be high wage.

Life Skills

Areas taught under life skills may include, but not be limited to, building self-esteem, interpersonal
relationships, time management, money management, balancing work with family responsibilities,
drug and alcohol prevention, mentoring, and domestic violence intervention.

Job Search Techniques

Job search instruction may cover application completion, interviewing, resume writing, work ethics,
job shadowing, and internships.

Niche Market Programming
Niche market programming is short-term career and technology training segments based on needs of

the employers within the local area. One example is career and technology training for identified jobs
of industries within the local community.



Placement
Placement is determined by full-time employment in a job that provides a sustainable wage.
Nontraditional Student

An individual enrolled n a training program in which 75 percent of the enrollment consists of the
opposite gender is considered a nontraditional student.

Partial Completers

Partial completers received sufficient competencies in their career and technology education training
programs to be proficient in one or more occupations within the career cluster of their training
programs.

Preparatory Services

Services, programs, and/or activities, designed to assist individuals who are not enrolled in vocational
education programs in the selection of, preparation for, or participation in an appropriate training
program. For example: career and personal counseling; vocational assessment and testing; life skills;
employability skills; and academic basic education.

Targeted Population

Targeted population is the number of registered TANF recipients who could benefit from training
programs within the service area.

Work-Based Learning

Work-based learning is applied learning activities and observations that connect career and technology
education to work such as job shadowing, school sponsored enterprises, and work-site training.
Students observe and experience the world of work at business and industry sites.

Work Experience Program

The Department of Human Services is responsible for implementing the Work Experience Program
(WEP) with employers. TANF recipients gain valuable experience by working. WEP sites should not
be used as work sites of a technology center’s TANF program. Employers of EEP sites are not
responsible for any formalized instruction or required educational outcomes.

Work Site Training

A work site created by a TANF program should be initiated by a staff member of the technology
center. A work site created by a TANF program requires the work site employer to provide instruction
that would lead to skill competencies that are an integral part of the career and technology training
program outlined within the career and technology career plan.






APPLICATION FOR CONTINUATION OF

TANF PROGRAMS
FY2004
FISCAL AGENT:
Name of School
I. PURPOSE:

This application is a request for continuation of the TANF program to the Oklahoma Department of Career and Technology
Education (hereinafter “ODCTE”). The purpose of the TANF program is to set forth a process designed to provide
vocational education skills needed to gain employment for eligible recipients in the Oklahoma Department of Human
Services’ (ODHS) TANF WORK Program. Programs will provide the necessary training and support services to meet local
employment needs.

The following will allow individual technology center applicants to design a program that best suits their community. This
application should be completed in collaboration with local DHS County partners.

II. JOINT STAFFINGS:

Describe the program’s involvement in the TANF joint staffing process including scheduling:

III. SPECIAL SUPPORTED SERVICES:

Describe how supported services will be provided:

IV. BASIC ACADEMIC PROVIDERS



List and describe literacy and basic academic providers accessible to the program and/or TANF recipients (i.e.
Adult Learning Centers, Educational Enhancement Centers, TANF Program, Literacy Coalition, GED preparation).

V. LIFE SKILLS:

Describe time frames and content of life skill component including documentation of measures of competencies:




VI. EMPLOYMENT SKILLS:

Describe time frames and content of employment skill component including documentation of measures of
competencies:

VII. VOCATIONAL SKILLS:

Describe occupational skills/vocational training component including documentation of measures of
competencies:

Check type(s) of training: Niche Market Training , Clinical , Work-Site Learning ,
Full-time Training , Short-term Training




VIII. HOLIDAYS AND BREAKS:

Describe the instructional components that will be conducted during holidays and breaks disallowed by ODHS:

IX. PLACEMENT:

Describe how placement services will be provided:




X. FOLLOW-UP:

Describe how six-month follow-up and retention services will be provided:

XL ANTCIPATED NUMBERS TO BE SERVED

XII. DETAILED BUDGET AND BUDGET NARRATIVE:

Complete detailed budget using the ODCTE TANF Budget Template (Standardized OCAS
Codes) and a budget narrative.



XIII.  PARTNERSHIP SIGNATURES

The following County DHS Directors and/or designated staff have collaborated in the development of this
application and budget:

Signature Position Agencies Counties/Area

XIV.  FISCAL AGENT SIGNITURE

Technology Center Superintendent responsible for the administration of the program:




DEFINITIONS

Assessment: Tools that indicate aptitude, career interest, learning styles, achievement level, substance abuse,
mental health issues, and/or other predictors.

Basic Academic Education: Reading, math, writing, language, workplace literacy.

Employability Skills: World-of-work awareness, job search techniques, use of community resources, resumes,
application forms, interview techniques.

Follow-up: Supportive activities necessary to maintain program completers’ employment (i.e. documents,
employment status, etc.).

Joint Staffing: Conference during which a TANF recipient’s assessment is reviewed (with the recipient) by all and
other appropriate community partners to develop the individual career plan and service strategy and determine the
eligibility of the recipient to receive Welfare-to-Work services.

Life Skills: Budgeting (personal), balancing home and work, parenting, nutrition and hygiene, time management,
decision-making skills, self-esteem, and other skills needed to balance home and work.

Niche Market Training: Short-term vocational training segments based on needs of the employer within the local
area.

Occupational Skills: Technical skills and information necessary to perform a specific job.
Placement: Full-time employment in a job that provides a sustainable wage.

Preparatory Services: Services, programs, and/or activities, designed to assist individuals who are not enrolled in
vocational education programs in the selection of, preparation for, or participation in an appropriate training
program. For example: career and personal counseling; vocational assessment and testing; life skills;
employability skills; and academic basic education.

Structured Job Search: Documented services rendered that guide program completers to employment and to
maintain their employment status.

Special Supportive Services: Services that are ancillary aids and services, such as pertinent vocational information,
supportive personnel, instructional aids and devices, curriculum modification, equipment modification, and
classroom modification, uniform, consumable supplies, health assistance (dental and visual), which are essential
for members of TANF students to enroll and successfully participate in vocational programs.

Vocational Education: Occupational specific skill training.
Work-site Training: A work-site created by a TANF program requires the work-site employer to provide

instruction that would lead to skill competencies that are an integral part of their vocational training program as
outlined within the vocational career plan.



OPERATIONAL REQUIREMENTS OF TANF PROGRAMS
FY2004

Operation:

L

Develop, design, and coordinate with DHS County Offices individualized/specialized vocational education
training that best meets employment opportunities within the community or region.

Provide services which include, but are not limited to, the following:

1. Training of basic employment skills, life skills, and/or assistance with academic remediation.
2. Academic basic education in conjunction with skill training.

3. Vocational skills training (including nontraditional and specialized training).

4. Employment placement services.

Forward relevant information and documentation that may affect the eligibility of the TANF recipient to
DHS liaisons on a monthly basis.

Offer program activities to TANF recipients at least 30 hours per week (or a combination of training and
work), not to exceed a maximum of twelve months unless special permission is granted from DHS. TANF
recipients who have been identified by DHS to have special needs (i.e. mental health, substance abuse,
and/or domestic violence) may include the time for treatment within the 30 hours requirement.

Provide supervised scheduled and structured education and training a minimum of thirty hours per week,
except for DHS approved holidays.

Meet with the TANF applicant, county DHS representative(s), and other appropriate representatives from
agencies and community-based organization(s) to interpret assessment results, identify appropriate work
activities for the TANF recipient, and develop an Individual Service Strategy Plan (ISSP) that includes the
following:

Career Plan

Support Service Plan

Basic Academic Education Plan
Life Skills Plan

Employment Skills Plan
Occupational Skills Plan

Ao S e

Performance Goals:

*

INTAKE-Each technology center that is a TANF grant recipient will provide all TANF participants with the
information on career options and advise them on appropriate educational paths to meet career goals.

CAREER AND TECHNOLOGY EDUCATION TRAINING-Each technology center that is a TANF grant
recipient will provide skills training in high demand occupations that will provide a wage that will allow all
TANF participants to become economically self-sufficient.

RETENTION-Each technology center that is a TANF grant recipient will provide all TANF participants the
necessary support for success in their career programs.

COMPLETION-The minimum standard for completion rate of those who enter career and technology
training programs is 80 percent.



¢ BASIC SKILLS ESSENTIAL TO TRAINING AND JOB SUCCESS (remediation, life skills, and
employability skills)-All TANF participants will receive remediation training necessary for the completion
of a career and technology training program and essential for their work.

¢ PLACEMENT ASSISTANCE - JOB PLACEMENT/DEVELOPMENT-Each TANF program will provide
activities that lead to placement in occupations related to each participant’s training. The minimum standard
for training-related placement is 75 percent.

¢ OPERATIONS-Each technology center that is a TANF grant recipient will provide all the necessary
personnel, equipment, facilities, and office supplies and be responsible for the performance of the TANF
program staff.

Finance:

¢ The Oklahoma Department of Career and Technology Education (ODCTE) will provide a designated
federal base allocation to each approved TANF program for a portion of operational expense.

¢ Documentation of expenditures is required. Reimbursement may be claimed using the approved OCAS
Codes, which have been provided in the TANF Budget and quarterly Request for Reimbursement Claim
templates, defined in the OCAS Codes Information and Clarification document.

¢ The TANF program budget must include the DHS Base Federal Allocation as well as the state appropriated
allocation. All program expenditures must be documented.

¢ Billing of expenses will be done on a quarterly basis no later than 45 days after the end of the quarter. All
expenditures must be documented. Supporting documentation for assessment expenditures must identify the
TANTF applicant, technology center where administered, and cost.

¢ Expenditures from performance payments must be for the needs of TANF students (services, equipment,
supplies, tools, fees, etc.).

¢ Expenditures from performance payments must be identified by Project Code 453.

¢ Expenditure from the grant must be identified by Project Code 452.

¢ The expense of services, fees, tools, equipment, books, supplies, instruction, etc. for TANF and non-TANF
students may be shared at a prorated cost.

¢ Line item change requests must be made in writing to ODCTE and jointly approved by DHS and ODCTE.

Reports:

¢ Visitation Report Instruments provided by the ODCTE will be completed by the program three days prior to
the date of scheduled visit.

¢ Evaluation Reports Instruments provided by the ODCTE will be completed by the program one day prior to
the date of the scheduled visit.

¢ TANF Student Accounting Reports will be completed monthly by the first Friday of the month following

the month reported upon.



careervech

OKLAHOMA DEPARTMENT OF CAREER
AND TECHNOLOGY EDUCATION

March 13, 2003

MEMORANDUM
TO: Technology Center Superintendents with TANF Programs
FROM: Brady McCullough

SUBJECT: Application for Continuation of TANF Programs for FY2004

Attached are the documents you will need to complete the Application for Continuation of TANF
Programs for FY2004. They may be opened using WORD and EXCEL. The state appropriation
allocation and base allocation provided in the financial information are tentative pending approval of our
state budget.

This packet contains the following:

» Operational Requirements of FY2004 TANF Programs This document provides information on
the operation, finance, and reporting responsibilities of TANF programs.

» Financial Information This document provides you with the DHS Base Federal Allocation and the
State Formula Allocation to use in the budget preparation.

» Application for Continuation of TANF Programs This document must be completed and signed
by appropriate representatives of the local partnership and the superintendent of the technology
center. The local partnership should include representatives of the County DHS, WIA, and OESC.
Should you find it difficult to obtain signatures of partners other than DHS, a letter that documents
the technology center’s effort to collaborate will be accepted.

» Budget Template The budget uses the OCAS codes approved by the ODVTE Finance Division. The
total for your operational budget must include the Federal Base allocation and the State Formula
amount in addition to other local expenses. It is not necessary to offset the projected performance
payments for FY2004 in the budget.

» OCAS Codes Information and Clarification We ask your cooperation in using the OCAS codes
for TANF programs.

Please submit two (2) copies of the completed application no later than April 25, 2003, to Lou Ann
Hargrave, TANF Coordinator, Technology Center Services, ODCTE, 1500 West Seventh Avenue,
Stillwater, OK 74074-4364. If you have questions or we can be of assistance, please contact us.



Financial Information
FY2004 TANF Program

The following information is provided to assist you in the budget planning process for TANF
programs. The state formula and base allocation provided in this memo are tentative pending
approval of our state budget.

«TechCenter»

DHS Base Federal Allocation * «DHS»
CFDA #93.558

State Appropriation Allocation ** «State»

* School will submit quarterly expenditure claims for all expenses.
**Included with regular formula disbursements.



. District or Consortium Name

TEMPORARY ASSISTANCE FOR NEEDY FAMILIES (TANF)

FY2004 Budget

6. E-Mail Address LEA Contact

E-Mail Address Finance Contact

Submit reports to:

Total Federal Non-Federal
. Mailing Address & Zip Code 7. Allocation $ $ ODVTE
Technology Center Services
. LEA Contact Person / Phone | |(405/580/918) 8. Claim Date |
1500 West 7th Avenue
. Finance Contact Person / Phone | |(405/580/918) 9. Period Covered - FY From: To | Stillwater, OK
74074-4364
. School FAX Number |(405/580/918) 10. Claim Type Partial Final |
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OBJECT 1500 2113 2490 2122 2123 2126 2192 2430 TOTAL
100 Salaries -

200 Benefits

320 ProfessionalServices

336 Medical/Dental Services

430 Repair & Maintenance Services

440 Rentals or Lease Services

510 Student Transportation

530 Communications Services

540 Advertising/Printing

561 Tuition

569 Assessment Fees

580 Travel

610 Supplies & Books

653 Software

810 Dues/ Fees (Students Only)

860 Staff Registration/Tuition

880 Student Assistance

TOTAL DIRECT COST

900
Indirect Cost

Name of Superintendent or Designee

Signature of Superintendent or Designee

Percentage of Total Allowable Expenses:

Date




OCAS CODES INFORMATION AND CLARIFICATION
TEMPORARY ASSISTANCE FOR NEEDY FAMILIES (TANF)

FY2004
PROJECT REPORTING CODE: 452
SOURCE OF REVENUE CODE: 4619

The FUNCTION codes available to be used for TANF projects are listed below. Please use
ONLY these codes.

Function 1500 Occupational Training Expenses — Job-Specific, Non-ABE (Adult
Basic Education)
Function 2113 Social Work Services — funds used to eliminate students’ barriers

to vocational training and employment (i.e., dental work, books,
supplies, dues, fees, automobile repair and maintenance, other
student assistance)

Function 2490 Supervision/Administrative Costs — for charging or prorating
administrative costs to the TANF program

Function 2122 Counseling and Guidance

Function 2123 Testing and Assessment Services

Function 2126 Placement and/or Job Development Services

Function 2192 Learning Labs, Educational Enhancement Centers, and/or
Remediation

Function 2430 Office of the Coordinator

The OBJECT codes available to be used for TANF projects are listed below. Please use ONLY
these codes.

100 Series Salaries 561 Tuition

200 Series Benefits 569 Assessment Fees

320 Professional (Contracted) Services 580 Staff Travel

336 Medical and/or Dental Service (i.e., shots for clinical) 610 Supplies and Books

430 Repair and Maintenance Services 653 Software

440 Rentals or Lease Services 810 Dues and Fees (Students Only)

510 Student Transportation 860 Staff Registration and Student Tuition

530 Communications Services 880 Student Assistance (i.e., uniforms, interview clothes)

540 Advertising/Printing



TEMPORARY ASSISTANCE FOR NEEDY FAMILIES (TANF) Submit reports to:
Oklahoma Department of Career and Technology Education Request for Reimbursement ODCTE
Reports are due October 24, January 23, April 23, and July 23 louhargrave@okcareertech.org

o

District or Consortium Name [ | . E-Mail Address LEA Contact maw@cvtec.org

E-Mail Address LEA Finance Contact |sveley@cvvt.org

o ) Federal $149,597 |Non-Federal $35,235
Mailing Address & Zip Code

7. Allocation Total $184,832
LEA Contact Person / Phone [ [(405/580/918)- ext. | 8. Claim Date [
Finance Contact Person / Phone [ [(405/580/918)- ext. | 9. Period Covered - FY 2004 [From: [To:
School FAX Number [(405/580/918) | 10. Claim Type [Partial [Final
- - - ]
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OBJECT 1500 2113 2490 2122 2123 2126 2192 2430 TOTAL TOTAL TOTAL
100 Salaries 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
200 Benefits 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
320 Professional Services 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
336 Medical/Dental Services 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
430 Repair & Maintenance Services 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
440 Rentals or Lease Services 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
510 Student Transportation 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
530 Communications Services 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
540 Advertising/Printing 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
561 Tuition 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
569 Assessment Fees 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
580 Travel 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
610 Supplies & Books 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
653 Software 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
810 Dues/ Fees (Students Only) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
860 Staff Registration/Tuition 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
880 Student Assistance 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
TOTAL DIRECT COST 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 [ 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
900 Indirect Cost 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Total This Claim 0.00
Name of Superintendent and/or Designee Date: Federal Percentage: Federal Share 0.00
Non-Federal Share 0.00
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OKLAHOMA DEPARTMENT OF CAREER
AND TECHNOLOGY EDUCATION

June 30, 2003

MEMORANDUM
TO: Technology Center Superintendents with TANF Programs
FROM: Lou Ann Hargrave, State TANF Coordinator

SUBJECT: Funding Agreement

Your TANF application has been funded for FY04. Two copies of the funding agreement and a
copy of the approved budget are enclosed. Please sign and return both copies of the funding
agreement by July 18, 2003. Once the appropriate ODCTE signatures are obtained, a copy will
be returned to you for your files.

If you have questions or concerns, please contact me at 405-743-5128. My email address is
lharg@okcareertech.org. I am looking forward to working with you and your staff this next
year.

Enclosures



State Board of Career and Technology Education ® Oklahoma Department of Career and Technology Education
1500 West Seventh Avenue ® Stillwater, OK 74074-4364

FUNDING AGREEMENT
93.558

CFDA NUMBER

CHECK APPROPRIATE SECTION:
Research

Curriculum

Exemplary
Disadvantaged
Handicapped

Other

Specify TANF

OoOoooono

For Career and Technology Education Activities, Services, and Programs
Temporary Assistance for Needy Families

This funding agreement is between the Oklahoma Department of Career and Technology Education and the following institution or agency.

INSTITUTION OR AGENCY SUPERINTENDENT
«lInstitution» «Superintendent»
ADDRESS OF INSTITUTION OR AGENCY PHONE
«InstitutionAddress», «Address2» «Phone»
PROGRAM OR PROJECT TITLE
TANF
NAME OF LOCAL PROGRAM COORDINATOR DATES
«ProgCoord» Starting Date 7/1/03 Ending Date 6/30/04
REQUESTED BUDGET

«stateformula» «basefed» «baseFedpercent» «total»

State Formula Base Federal Base Federal %

TOTAL

Career and technology education funds are requested to provide financial support for the career/technology education activities as described in this agreement. This
project shall meet state of Oklahoma and federal legal requirements, where applicable.

Date Signature of Superintendent

TRANSMITTAL (ODCTE Use Only)

This is to acknowledge the receipt of the proposed funding agreement for career and technology education activities, services, and programs, and transmittal of
same.

Date Signature of Project Officer
Date Signature of Finance Director
Date Signature of Assistant State Director
APPROVAL
State and/or federal career and technology education funds are obligated in the amount of $ «approvalamount» for items approved in the

estimated budget. Adjustments and/or modifications are subject to written approval by both parties of this funding agreement.

Completed Proposal Number Date Signature of State Director




PER DIEM ALLOWANCE IN OKLAHOMA

City Rate Allowance in Lieu
Oklahoma City $43.00 $53.00
Tulsa $31.00 $41.00
All other Cities in Oklahoma $31.00 $41.00

LODGING ALLOWNCE IN OKLAHOMA

City Rate

Oklahoma City $67.00
Tulsa $57.00
All other Cities in Oklahoma $55.00

OUT-OF-STATE TRAVEL

Each state’s per diem and lodging rate vary. The following link will give you the rates for

different states and cities within that state.

http://policyworks.gov/org/main/mt/homepage/mtt/perdiem/perd04d.xls




Client Confidentiality (340:2-13-14.10)

(21) Client confidentiality. The provider assures compliance with DHS’ requirements
pertaining to protection use and release of personal information. Provider will hold confidential
all personal information regarding individuals, including lists of names, addresses, photographs,
records of evaluation, and all other records of the client. This information may not be disclosed,
directly or indirectly, without written consent.

Family Educational Rights and Privacy Act Regulations

Click on the following link to access information on the Family Educational Rights and Privacy
Act Regulations. http://www.ed.gov/policy/gen/quid/fpco/pdf/ferparegs.pdf

These regulations include information on the following:

Subpart A — General

Subpart B — What are the rights of inspection and review of education records?

Subpart C — What are the procedures for amending educating records?

Subpart D — May an educational agency or institution disclose personally identifiable
information from education records?

Subpart E — What are the enforcement procedures?




Confidential Information Waiver

Date

I agree to allow Technology Center’s Program
to disclose the fact that I am a Temporary Assistance for Needy Families (TANF) recipient to
potential work-base learning site officials and/or employers in order to facilitate my placement.

Student Signature Witness Signature



1

TANF PROGRAM REVIEW REPORT

Institution
Date of Program Review:
1. Program Referrals
County | County | County | County | County | County | County
Review | Number
Referred
Program Acceptance
County | County | County | County | County | County | County
Review | Number
Accepted
3. How many participants are currently participating in the program:
4. Preparatory Services
Basic GED Life Job
Education Attainment Skills Readiness
Review Number
Served
5. Vocational Skills Training
Full-time Half- Short-term | Individualize | Niche Internship
Training or | time Training d Training Training s or
College Training | (i.e., six, Work-
Cert. (Tech eight based
Program Cntr weeks) Training
only)
Review Numbe
r
Served

Revised 6/1/03




6. Employment
Employed | Completed | Employe | Retained in | Number Average Employer
within 3 Program d Full- Employmen | Retained in Beginning | -related
mo. of but did not | time t Employment | Salary Benefits
completio become 30+ less than six | Six Months Received
n employed hours) months or longer
(after 3 since July 1
mo.)
Numbe
r
Served
7. Workbased Only
# Referred Current # in Workbased # in Community Based # in Business and
Training Organiztions Industry

Attach copies of workbased training agreement and evaluation instruments.

8.

10.

11.

12.

13.

Describe the joint staffing process and identify concerns or issues.

Date of last advisory board meeting

Documentation

= Appropriate individual documentation

= Appropriate documentation for data collection

Budget

= Appropriate and accurate expenditure reports and

local documentation

= Appropriate accurate request for line item changes

= Accurate time and effort logs

Student accessibility

na/ yes / no/ did not review

na/ yes/ no/ did not review

na/ yes/ no/ did not review

na/yes/no/ did not review

na/yes/ no/ did not review

na/yes/ no/ did not review




14.  Working Partnership na/yes/no/ did not review

15. Comments from program pertaining to issues and concerns:



NAME

WEEK OF

DAY

TIME AND EFFORT REPORT

Destination

Nature of Service

Hours
Worked
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—

>0

S
U
N

TOTAL

| certify that the above is a true report of my time and effort:

Name

Date




STATE OF OKLAHOMA
DEPARTMENT OF HUMAN SERVICES
TEMPORARY ASSISTANCE FOR NEEDY FAMILIES

TANF WORK/PERSONAL RESPONSIBILITY AGREEMENT

Name

Case number

This document is considered an agreement between the participant and the Department of
Human Services (DHS) that contains terms and conditions governing the participant’s receipt of
cash assistance under the Temporary Assistance for Needy Families (TANF) Program.

After discussion with your worker:

Do you understand that it is mandatory to appropriately participate in the TANF

Work activities?

[ ]Yes [ ]No

If you have a child in the home under the age of three months, are you volunteering to

participate in TANF Work activities?[ | Yes [ | No

YOUR RESPONSIBILITIES ARE TO:

1. help complete Form TW-2;

2. keep all appointments as scheduled;

3. participate in assigned work activities
100% of the time, unless excused for a
good-cause reason;

4. notify your worker, instructor, or training
supervisor ahead of time of the reason
for your absence on the days you miss;

5. complete Form TW-13, Time and
Progress Report, indicating the number
of hours each day of the month you have
attended your assigned work activity(s);

6. make sure Form TW-13 is received by
your worker no later than the fifth day of
the next month;

7. participate in assessments to determine
your level of job readiness;

8. seek, accept, report, and keep a job;

9. understand failure to attend and complete

the assigned work activity(s) or accept a

job offer may result in the closure of your

cash assistance benefit; and

turn in all child support payments and

cooperate in establishing support unless

good cause is requested.

10.

DHS AGREES TO:

1. help you develop a plan to get a job by
reviewing your work experience, training,
skills, education, and child care needs;

2. help you look for a job;

3. help you find and pay for child care when
you participate in the assigned work
activities outlined in Form TW-2;

4. help you enter training programs to improve
your skills;

5. provide a participant allowance when you
are eligible;

6. provide a work activity payment up to
$30.00 per month when you are eligible;

7. provide flexible funds for specified items
when you are eligible;

8. provide other work support services;

9. make appropriate referrals to other
agencies for necessary services; and

10. conduct a fair hearing when needed to

resolve complaints.

I understand my rights and responsibilities and

appropriate work program activities.

agree to cooperate and participate in the

Participant signature

Date

Worker signature

Date

OKDHS REVISED 11-1-2002

TW-2






