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DHS Public Website (www.dhs.state.mn.us)

The DHS Public Website is accessible to all Minnesota residents, provides information
about public assistance programs, and has links to many community resources, contact
information for county agencies and the various areas in DHS, training opportunities and
access to forms, bulletins, and manuals.

Employment Services Resources Website
In CountyLink, select DHS Program Resources, then Employment Services.

e What's New — “stay connected” email list
e Training and Support

e Reports

e Memos

e Bulletins

[ ]

Manuals, Guides & Handbooks

DHS MFIP Policy and Performance Team E-Mail
Use the DHS MFIP Policy and Performance team e-mail (dhs.dwp-mfip@state.mn.us)
for questions about:

Allocations and allowable expenditures,

Training or requests to provide training.

Performance measures or documentation/verification requirements,
Processes (i.e. paperwork for an IPP claim), and

Whether a question needs to be submitted through Policy Quest.

Department of Employment and Economic Development (DEED)
(www.positivelyminnesota.com). See Programs and Services and Publications tabs.

Job Accommodation Network (www.askjan.org)
This website provides guidance on workplace accommodations and disability employment
issues.

Federal Websites: TANF Annual Report
http://www.hhs.gov/recovery/programs/tanf/index.html

Each State must submit a plan to the Secretary that outlines how it intends to conduct a
program that provides cash aid to needy families with (or expecting) children and provides
parents with job preparation, work, and support services. States may determine what benefit
levels to set and what categories of families are eligible. States have the flexibility to design
and operate a program that best matches their residents' needs and helps families gain and
maintain self-sufficiency.


mailto:dhs.dwp-mfip@state.mn.us
http://www.positivelyminnesota.com/
http://www.askjan.org/
http://www.hhs.gov/recovery/programs/tanf/index.html

CountyLink (www.dhs.state.mn.us/)

CountyLink is a DHS Web site for county and tribal agencies to access assistance and
resources for administering the programs.

[%]

Bulletins

#12-11-02 DHS Reissues “Work Will Always Pay... With MFIP” Handout

eDocs

O O O O O O O O

MFIP Self Screen DHS 3482

MFIP Self Screen Scoring Form DHS 3482A
Brief Screening Tool for Special Learning Needs DHS-3504
MFIP Special Learning Needs Scoring Form DHS 3504A
DWP MFIP Observation Checklist DHS-3483

MN SSI Advocacy Program DHS 5889

PMAP Contact Grid DHS 4484

Rule 25 Referral Numbers DHS-5685

Policy Inquiries Tab

0 SIR - Child support questions

0 HealthQuest — MA, GAMC, and MinnesotaCare policy questions

0 PolicyQuest -- Cash, Food, and Child Care questions

o Disability and Aging PoilcyQuest — Disability and aging program policy questions

Manuals

o Employment Services Manual (ES). The ES Manual explains the emphasis on
MFIP work expectation, MFIP Employment Service Providers’ responsibilities and
transitioning off MFIP.

o Combined Manual. The Combined Manual helps answer policy-related questions
for cash and food assistance programs.

0 Health Care Programs Manual (HCPM). The HCPM provides the policy for

determining health care eligibility.


http://www.dhs.state.mn.us/

Skip to: Main content | Subnavigation
Thursday, February 13, 2014

O!HII

/A resource for
v

portsiResults 82k

County

Adoption and

mj Minnesola Department of Human Services

CountyLink Home Page | DHS Home Page | Bulletins | ¢!

Mmese

‘ counties and tribes

in

Advanced

cs| A-Z Topics |

DHS Systems & IT Updates  Fiscal Reporting & Accounting |~ Manuals ‘ Policy Inquiries  TrainLink

> DHS Program

= DWP and MFIP

Child and Teen Checkups
Coordinators

Child Care Assistance Program
Child Protection/\Welfare Sup
Child Support

Civil Rights

CW-TCM

DWP and MFIP
» ES Training/Provider Resources
» ES Manuals Home Page

» Emplovability Measure
Resource

SHAP

Housing resources
Licensing Lookup
Managed heaith care programs
MNorthStar Care for Children
MHCP provider website

DWP and MFIP Resources

Minnesota's economic support programs help families and individuals work toward economic stability. The Diversionary Work Program (DWP) is a four-month program that helps low-
income Minnesota families find a job. When families first apply for cash assistance, most will participate in DWP. The Minnesota Family Investment Program (MFIP) is the state’s
primary program for helping low-income families with children move out of poverty through work.

What's New:

TAT/IEMPS - Mbr Required At Home For Special Medical Criteria code
1S has issued an announcement regarding the use of the MAXIS EMPS panel for Mbr Required At Home For Special Medical Criteria code (1- Home-Health/Waiver Service). Click
heX for the full announcement.

TeMp assignments help clients get work experience
msey County Workforce Solutions and Ramsey County Community Human Services are working together to help Family I i it Program (MFIP) get work

xperience and build their resumes. The participants are being hired into transitional work assignments for a variety of county clerical positions, giving them an opponunity to build their
work history
Hiring MFIF participants has enabled Ramsey County to more smoothly handle hundreds of thousands of ransactions in its lobby for the year, according to Martha Fischbach, the
county's human senices manager in the Financial Assistance Services Division. Michelle Belitz, Ramsey County's Workforce Solutions supervisor, said that most of the transitional
work employees were hired in temporary positions. “This builds their resumes while helping them compete for additional temporary or permanent positions in the future * she said
Workforce Solutions helps individuals looking for work secure and retain jobs, or improve their job skills through work, training and development services. Ramsey County Workforce
Solutions links employment, support and financial assistance senices into an integrated sevice delivery system to help people survive and thrive.

Approximately 8,000 MFIP participants are served through the network of employment service providers in St Paul and suburban Ramsey County at any given time. “Our MFIP services
show recipients how to develop resumes, connect with prospective job referral networks, and receive additional supponrt, such as interview clothing,” said Juanita Krull, Transition to
Economic Stability Division. "We also provide short-term training ta MFIP recipients. We work with employment sefvice providers o ensure smooth transitions to and from work for our
MFIP transitional work recipients.”

of

SNAP {Simply Good Eating) Program

The University of Minnesota Extension has announced a restructuring plan and layoff for 40 percent of the SNAP-Ed staff across the state. This was a result of the cut in federal SNAP-
Ed funding that took place in January 2013. Attached is a |etter from Karen Shirer, Associate Dean at the University of Minnesota Extension, that further explains the situation and
provides a timeline for the restructuring plan. The University of Minnesota Extension remains committed te providing nutrition education programs to low-income individuals and the
agencies that serve them. We continue to be committed to statewide coverage through a regional delivery model that has been used successfully with other Extension programs. We
understand that this may be a difficult transition. Feel free to contact Ryan Johnson, DHS SMNAP-Ed Liaison, at 851-431-3354@ or van.johnsen1@state mn.us regarding this issue.

Mandated reporter training available

‘Workers in a number of professions, including health care, social services, psychological treatment, child care, education, corrections, law enforcement and clergy, are required to
report suspected child maltreatment. To help mandated reporters better understand the law and reporting requirements, An Interaclive Informational Guide for Mandated Repoding is
available. This comprehensive training is organized in six modules: an overview of Minnesota's child protection system, the intersection of poverty and neglect and a discussion of
racial disparities, the basics of mandated reporting, physical abuse, sexual abuse and neglect The training is flexible, allowing users to navigate to any module at any time. Visually
impaired users can oblain the same infermation in this iext-only document (PDF}

For more details about reporting, refer to: Reporting Child Abuse and Neglect. A Resource Guide for Mandated Reporters in English (PDF) or the DHS Child Protection Main Page

Employment Services News

STAY CONNECTED: to receive monthly services e-mail updates.

Upcoming Webinar Series: Strategies to Prepare TANF Recipients with Significant Barriers for Work

The Center on Budget and Policy Priorities is providing information on practices that states, counties or local programs can implement to improve their TANF work programs. This
information will be shared through a series of webinars. The focus of this year's webinars will be: Strategies to Prepare TANF Recipients with Significant Barriers for Work. Click here
for mare information

and Case Notes for

New Training Tool Available: Guide to Effective Services

The Effective Documentation and Case Motes for Employment Services Guide provides instructions for Employment Services Providers on how to document information in a manner
appropriate with fiscal review audit requirements, as well as optimize documentation in case planning, assessmems and other employment services work funclions. The Case Notes
Guide is bestwhen used in conjunction with the MFIP Work Activity Daily Supervision, 1an

ES Mentor group for MFIP Employment Counselors

All front-line MFE@Empmymam Counselors are welcome to join the group with supenvisor approval. For more information, please contact Christine. Smith@state.mn.us or call
(651) 431-3962

Employment Services Training and Provider Resources Information
Click here for important ES training and Provider resources information

Helpful Links
Mon-Policy Inguiries about DWP or MFIP? Send your guestions via email!
TrainLink Web Site

Brief listing of Financial Worker Training Toolkit documents

Commonly Used DHS Forms for DWP/WFIP Programs

TANF Case File Docl Review Ri
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Combined Wanual

MFIP and DWP Employment Services Manual
Employability Measure & User's Guide

Child Care Program Policy Manual
Health Care Programs Manual

Subscribe to eDocs update notices

Search for a DHS form

Terminology disclaimer
Terminology used o describe peaple with disabilities has changed over time. The Minnesota Department of Human Services ("Department’) supponts the use of "Peaple First’
language. Although outmoded and offensive terms might be found within documents on the Depariment's website, the Department does not endorse these terms.
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©2014 Minnesota Department of Human Services Online
Minnesota.gov is led by MN.T Services.

Updated: 1/10/14 8:05 Al | Text-Only Link | Accessibiity | TermsiPolicy | Contact DHS | Top of Page |



M‘[ Minnesota Department of Human Services

CountyLink Home Page | DHS Home Page | Bulletins | eDocs | A-Z Topics |

County Reports/Results

Adoption and guar

DHS Program

Skip to: Main content | Subnavigation |
Thursday, February 13, 2014

Advanced Search Q

Gfmr | .Za‘ resource for
in ', counties and tribes

DHS Systems & [T Updates | Fiscal Reporting & Accounting | Manuals ‘ Puolicy Inquiries | TrainLink ‘

= DHS Program Resources = DWP and MFIP

Child and Teen Checkups
Coordinators

Child Care Assistance Program
Child Protection\Welfare Sup
Child Support

Civil Rights

CW-TCM

Disabilities

DWP and MFIP

+ ES Training/Provider Resources

» ES Manuals Home Page
+ Employability Measure

Resource

SNAP

Health Care Resources
Housing resources

Licensing Lookup

Managed health care programs
NorthStar Care for Children
MHCP provider website

MFIP Employment Services Training and Provider Resources information

Employment Services Training Information:
MFIP ES Training Calendar for 2014 (updated 2/5/14)
Income Maintenance - training information

ES Training Request Form
General Reqistration and Training Information

Mandated reporter training available

Workers in a number of professions, including health care, social services, psychological treatment, child care, education, corrections, law enforcement and clergy, are required to
report suspected child maltreaiment. Te help mandated reporters better understand the law and reperting requirements, An [nteractive Informational Guide for Mandated Reporting is
available. This comprehensive training is organized in six modules: an overview of Minnesota's child protection system, the intersection of poverty and neglect and a discussion of
racial disparities, the basics of mandated reporting, physical abuse, sexual abuse and neglect. The training is flexible, allowing users to navigate to any module at any time

For more details about reporting, refer to: Reporing Child Abuse and Meglect: A Resource Guide for Mandated Reporters in English (POF} or the DHS Child Protection Main Page

Employment Services Training Offerings:

New: Guide to Effective Documentation and Case Notes for Employment Services

MFIP Basics Series for Employment Services Providers Training

MFIP Basics Series includes “background information”™ which is critical to a better understanding of many of ES issues and policies. Print outthe Handout Packet, and review each of
the 3 parts ofthe series - available in PDF format or YouTube vide o with closed captioning. Each video takes approximately 18-20 minutes. There may be some “glitches” with parts of
the closed-captioning. You can turn on or turn off the closed-captioning by clicking on the CC option at the bottom of the screen. Here are the links:

Handout Packet PDF

PDF format: Part 1 PDF, Part 2 POF, and Part 2 POF.
MFIP Basics Parl 1 Video: hiip:lyoutu.befuvePJ2Pn8Yo
MFIP Basics Part 2 Video: hitpiivoutu.be/ubOMPSpUHCg
MFIP Basics Part 3 Video: hitpifvoutu befl 870H8qC7aE

ESS Webinar Content (12/13/12)
ESS Webinar Q & A (updated 01/13)

HIPAA Training Instructions

HIPAA training is a requirement for the MAXIS-ES role, which is given to those who have completed the MAXIS Inguiry Training for ES providers. The MAXIS Inguiry Training for ES
providers training is only for those who have been designated by their county or agency. A maximum of 2 employment senvices providers from each agency is allowed to have access to
the MAXIS system.

Employment Services Provider Resources:

Worker Resources for Employment Services Providers Handout

Tip Sheets

DWPIMFIP Online Resources

Minnesota's Work Participation Rate (PDF) (updated 4/12)

Job Readiness, Life Skills and Job Skills Directly Related to Employment Guidance
Motivational Interviewing Tips

DWP/MFIP Employment Services Online Resources

MFIP Waork Activity Daily Supenvision, Documentation and Verification Guide
Employment Senices MFIP Activity Guide Tip Sheet

Helpful Links:

CountyLink

DHS Systems Information Resource (SIR)

TrainLink

Workforce One

Department of Employment and Economic Development (DEED)

[7] Report/Rate this page
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TrainLink Website

In CountyLink, select TrainLink.

e Learning Centers (center). See Income Maintenance and Employment Services
section.

e Training News & Information (on left). Select “Income Maintenance” — see Web-
Based Training and Training Toolkit.
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CHAPTER 1 TABLE OF CONTENTS
CHAPTER 2 INTRODUCTION AND PROGRAM GOALS

23 Introduction and Program Goals
2.6 Work Force Attachment Model

CHAPTER 3 GLOSSARY

CHAPTER 4 GENERAL MFIP POLICY

4.3 Client Responsibilities and Rights

433 Client Rights

4.3.6 Client Rights - Civil Rights

439 Civil Rights and the Americans with Disabilities Act
4.3.12  Client Rights - Limited English Proficiency (LEP)
4.3.15  Client Rights - Data Privacy

4.6 MFIP Assistance Unit
4.9 Family Cap

4.12 Treatment of Income
4.15 Assets

4.18 Work Incentives

4.21 Grant Standards

4.24 Budgeting Policies

4.27 Significant Change Policy

4.30 Actual Budgeting

4.33 Opting Out of MFIP Cash Portion
4.36 Case Transfer Policy

CHAPTER 5 ORIENTATION AND OVERVIEW TO MFIP

53 Orientation to Financial Assistance

533 Good Cause for Failure to Attend Financial Orientation
5.6 Timing for Employment Services

59 Referring Participants to ES/Choice of Providers

5.12 Employment Services Overview

5.15 Requirements and Sequence of Services
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CHAPTER 6 CONTINUOUS ASSESSMENT

6.3 Assessment

6.3.3 Contents of an Assessment

6.3.6 Strengths-Based Approach

6.3.12  Chemical/Mental Health/Learning Needs Screening
6.3.15  Intervention Levels

6.3.18  Intervention Levels - Obtaining/Exchanging Information
6.3.21  Chemical & Mental Health Assessments: Referrals/Costs
6.3.24  Intervention Documentation & Plans

6.6 Employability Measure

CHAPTER 7 EMPLOYMENT PLAN

7.3 Employment Plan (EP)

7.3.3 Plan Types

7.3.6 Functions of the EP

7.3.9 Goals in the EP

7.6 Minimum Hourly Activity Requirements

7.9 Allowable Activities

7.9.3 Order of Preference for Allowable Activities

7.12 Plan for Victims of Family Violence

7.15 EP - Reduced Hours Due to Good Cause

7.18 Accommodations for Disabled Participants

7.18.3  EP for Participants with a Disability

7.21 Supporting Participants with Limited English

7.24 Importance of Monitoring - 2-Way Responsibility
7.27 Importance of Monitoring - Evaluation & Reporting
7.30 Monitoring Employment

7.33 Monitoring Self-Employment

7.36 Family Violence Waiver Option

7.36.1  Safe At Home Program

7.36.3  Person Trained in Domestic Violence

7.38 Requirements for Teen Parents

CHAPTER 8 PAID EMPLOYMENT ACTIVITIES
8.3 Unsubsidized Employment

8.6 Self-Employment

8.6.3 Self-Employment Earnings & Hours

8.9 OJT & Paid Work Experience

8.12 Grant Diversion

8.15 Paid Employment Documentation & Verification
8.18 Non-Displacement



-l
<
)
Z
<
>
)
1)
S
>
\'4
m
)
-
p4
m
>
>.
Q
-
0
>
i
0
i
>

CHAPTER 9 UNPAID ALLOWABLE ACTIVITIES

9.3
9.6
9.9
9.12
9.12.3
9.12.6
9.15
9.18
9.21
9.24
9.27
9.27.3
9.30
9.33
9.36
9.39
942
9.45
9453
9.47
9.48
9.51

Unpaid Employment Activities

Injury Protection Program

Unpaid Employment Documentation & Verification
Job Search Activities

Structured Job Search

Referrals to Employers/Temporary Employment
Preparing for Self-Employment

Job Search/Job Readiness Documentation & Verification
Training & Education

Basic Education or GED

Post-Secondary Training & Education

Approving Post-Secondary Training/Ed. at Assessment
ESL & Functional Work Literacy (FWL)
Education/Training Documentation & Verification
Social/Legal/Health-Related Services

Social Services Activities

Social Services Documentation & Verification
Holding & Other Activities

Holding & Other Activities Documentation & Verification
Rounding Unpaid Activity Hours

Holidays & Excused Absences

Identifiers

CHAPTER 10 SUPPORT SERVICES

10.3
10.3.3
10.3.6
10.3.9
10.3.12
10.3.15
10.3.18
10.3.21
10.3.24
10.3.27
10.3.28
10.3.30
10.3.33
10.3.36
10.6
10.6.3
10.6.6
10.6.9
10.6.12
10.9

MFIP Child Care
General Requirements for Child Care Assistance
Job Counselor’s Role
Child Care for Preliminary Activities
Allowable Child Care Expenses
Child Care for Job Search Activities
Child Care for Employment
Child Care for Self-Employment
Child Care for Training and Education
Child Care for Social Services in the Employment Plan
Child Care For Medical Restrictions in the EP
Child Care for 2-Parent Families
Special Needs Child Care
Good Cause - Inability to Obtain Child Care
Continuation of Support Services
Chemical/Mental Health Assessment Support Services
Transition Year Child Care
Basic Sliding Fee Child Care
Transitional MA Programs
Use of Funds
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CHAPTER 11 FAMILY STABILIZATION SERVICES (FSS)

11.3
11.6
11.9
11.12
11.15
11.18

Family Stabilization Services (FSS)

FSS Eligibility Criteria

FSS Service Timelines

FSS Communication & Contact Requirements
FSS Services and Supports

FSS Requirements and Sanction Provisions

CHAPTER 12 TANF FUNDING & REGULAR ES

12.3

(Returning Cases to TANF Funding & Regular ES)

CHAPTER 13 EXTENSIONS

13.3
13.6
13.9
13.12
13.15
13.15.3
13.15.6
13.15.9
13.15.12
13.18
13.18.3
13.18.6
13.18.9
13.18.12
13.18.15
13.21
13.21.3
13.21.6
13.21.9

60-Month Lifetime Limit

Transition Period - 48 to 60 Months

180 to 60 Days Before MFIP Closes

60-Month Notice Requirements

Hardship Extensions

[1l/Injured/Incapacitated Extensions
[1l/Injured/Incapacitated Extension Criteria

Special Medical Criteria Extension

Needed in the Home Extension Criteria

Hard to Employ Extensions

Developmental Disabilities/Mental Illness Extension Criteria
Learning Disabled Extension Criteria

IQ Below 80 Extension Criteria

Unemployable Extension Criteria

Family Violence Extension Criteria

Employed Extensions

Employed Extension Criteria - 1-Parent Units

Employed Extension Criteria - 2-Parent Units

Limited Work Due to Illness/Disability Extension Criteria
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CHAPTER 14 NON-COMPLIANCE & SANCTIONS

14.3 Non-Compliance

14.3.3  Pre 60-Month Type/Length of ES Sanctions

14.3.6  Drug Felons Sanctions - Job Counselor Responsibilities

14.6 Good Cause for Non-Compliance

14.9 Sanction Provisions for FSS

14.12 Communicating With the County Agency

14.15 Notifying the Participant

14.15.3  Options for Preventing a Sanction

14.15.6  Failure to Respond & Notice of Adverse Action

14.18 Time Lines for Curing the Sanction

14.21 Removal of a Sanction

14.24 Case Review Requirements for Occurrences of Sanctions

14.27 Reduction or Discontinuation of Support Services

14.30 Post 60-Month Type/Length ES Sanctions - General Provisions
14.30.3.3 Post 60-Month Type/Length ES Sanctions - Removing Caregivers
14.33 Fraud and EBT Misuse

14.36 Guidelines for Working with Sanctioned Participants

14.39 Dispute Resolutions

CHAPTER 15 SYSTEM INFORMATION
15.3 FIP Data Supporting Systems

15.6 Workforce One (WF1)

15.9 MAXIS Tracking for Certain Data Elements
CHAPTER 16 PERFORMANCE MEASURES

16.3 ANF Participation Rate
16.9 Self Support Index
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CHAPTER 17

DWP PROGRAM COMPONENTS AND POLICIES

17.3 DWP Program Introduction and Goals

17.6 DWP Requirements and Sequence of Employment Services
17.9 Unlikely to Benefit — Conversion or Referral to MFIP
17.12 Transition to MFIP after 4-Month DWP Period

17.15 Initial DWP Employment Plan

17.18 Revised (Ongoing) DWP Employment Plan
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MFIP Assistance Standards

MFIP Initial Eligibility Threshold Guide
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What to Include in the MFIP/DWP ES Paper Files
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Put ES Training tips on
your computer desktop
for easy reminders!

1. Create a folder on your
computer to store the pictures
for your desktop slide show.
Remember where you have
this folder and what it is named.

2. Go to the Control Panel on your
computer.

3. Open the section on
Appearance and
Personalization.

4. Under Personalization, select
Change Desktop Background.

5. Under Picture Location, click
Browse and select the folder
where you have saved the
pictures.

6. Click “Select All’ to the right of
the Browse button to select all
pictures.

7. Under Picture Position, select
Fit.

8. Change the amount of time you
want each picture to display
before it moves to the next
picture. | recommend 10
seconds.

9. Click Save Changes at the
bottom.

To request ES Training Tips
slideshow pictures, contact
susan.seidl@state.mn.us.

L Lagle ¥ |
B » Control Panel »

Adjust your computer’s settings View by: Category ~

System and Security
Review your computer's status
Back up your computer

Find and fix problems

5; User Accounts
Appearance and Personalization
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Network and Internet

View network status and tasks

Choose homegroup and sharing options
Clock, Language, and Region

| Hardware and Sound Change keyboards or other input methads

View devices and printers

Add 2 device

Connect to a projector

Adjust commonly used mobility settings

Change display language
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Ease of Access
Let Windows suggest settings

Optimize visual display
K% Programs =P L

Uninstall a program
Get programs
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Changesou  “ects | Change screen saver

System and Security € 1ge window glass colers

Nebwork and Internet )
Hardware and Sound g Display

Make text and other items larger or smaller | Adjust screen resolution
Connect to an external display

Connect to a projector
Programs

User Accounts
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=L Add gadgets to the desktop
Restore desktop gadgets installed with Windows

o Appearance and

Get more gadgets online | Uninstall a gadget
Personalization

Clock, Language, and Region
Taskbar and Start Menu
Customize the Start menu

‘® Ease of Access Center

¥ Accommodate low vision | Usescreen reader | Turn on easy access keys

Ease of Access : -
Custamize icons on the taskbar | Change the picture on the Start menu

}[«,‘" Folder Options
Specify single- or double-click to open | Show hidden files and folders

Fonts

$A.  Previcw, delete, o show and hide fonts | Change Fon Settings | Adjust ClearType text

Tum High Centrast on or off
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Choose your desktop background

Click 3 picture to make it your desktop background, or select more than one picture to create a slide show.

Browse... Select all
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Change background color

[¥] When using battery power, pause the slide show to save power
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