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Latest Policy, Memos, Reminders & Handbook Updates 
Revisions and Updates to the WorkFirst Handbook, TANF and associated WACs – As of 8/29/2016 are located here on the CSD SharePoint.  Upcoming changes are on the Policy Proposal Comment Page.  
*Contact a TANF/WorkFirst Policy Program Manager for any memo prior to April 2009.  
	 Date
	Memo/Update Title
(memo links for staff use only)
	Chapter Revision
	Topic                                                (please read the actual memo/email)

	08/14/19
	Fair Labor Standards Act Calculator
	WFHB 3.3 (07/03/19)
	New FLSA Calculator Tool

	07/19/19
	2SHB 1603
	WFHB 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.6.1, 3.6.2
	Adding homelessness to TLE criteria and removal of permanent sanction disqualification

	07/02/19
	Transportation Initiative Extension
	WFHB 2.2
	Update to offices offering Transportation Initiative

	07/01/19
	CJ and Career Jump Changes
	WFHB 8.3
	Extending CJ from 6-9 months and Career Jump from 243 – 433 hours

	05/29/19
	TANF Time Limit Extension Denial Supervisory Review
	WFHB 3.6.1, 3.6.2
	Update to the Time Limit step-by-step process and approved time limit extensions

	03/05/2019
	WorkFirst Orientation
	WFHB 1.4
	Update to minimum wage

	02/01/2019
	Resource and Vehicle Equity Limit Increase
	
	Update to resource and vehicle equity limit increase

	01/15/2019
	Transportation Initiative Pilot Expansion
	
	Update to offices offering the Transportation Initiative

	12/17/2018
	Financial Capabilities
	
	Implementation of the Fin Cap pilot

	12/17/2018
	SSI Referrals
	WFHB 6.8.7, SSI Track Flow Chart
	Updated the SSI Track Flow Chart 

	11/01/2018
	Minimum Wage Increase
	
	Update to minimum wage effective January 1, 2019

	10/15/2018
	Tribal Liaisons
	WFHB 9.1
	Updated the Tribal Liaisons and links

	10/01/2018
	Family Violence
	WFHB 6.5.19
	Updated the family violence resources

	07/27/2018
	Foundational Community Support
	WFHB 6.3.9, 6.3.10
	Added Foundational Community Support

	06/25/2018
	Family Violence
	WFHB 6.5.14, 6.5.16, and 6.5.19
	Updated the family violence referral process

	06/21/2018
	Trumba Removal
	WFHB 4.2.19, 7.3.6
	Removal of Trumba registration requirement

	06/07/2018
	Intensive Services
	WFHB 3.4
	Removal of Intensive Services and updating the numbering of the rest of the chapter.

	04/09/2018
	Pregnancy to Employment
	WFHB 5.1.9
	Pregnant teen exemption eligibility

	03/06/2018
	WorkFirst Participation Requirements
	WFHB 1.2.2, 3.9.1.1, 5.2.10, Stacking Activities Chart, Training Matrix
	Updated the WFHB under multiple chapters to clarify WF participation requirements

	01/19/2018
	WorkFirst Support Services Update (January 19, 2018)
	WFHB 2.2
Support Services Directory
	Updated the Support Services instructions on issuing the support services, along with adding a new Support Services Decision Matrix, and adding step-by-step instructions for DOT Good to Go Vouchers.



	12/28/2017
	BFET and TANF
	WFHB 1.5.1, 3.6.1.11, 3.7.1.10
	Updated the WFHB with BFET resource information and provided a step-by-step guide showing the process for WorkFirst staff when BFET clients are coming onto TANF/SFA.


	10/19/2017
	Infant Exemption Extension
	WFHB 1.2.2, 1.2.3, 3.2.1.10, 3.4.2, 5.1, 6.8.1, 6.8.2
eJAS Component Chart
	Effective October 19, 2017, Washington State’s Engrossed Substitute Senate Bill 5898 extends WorkFirst Infant Exemption (IE) to participants with a child under the age of two years. The exemption lifetime limit extends from 12 months to 24 months. Families eligible for the extended IE will continue having the option of participating in WorkFirst activities on a voluntary basis, but must continue to follow through with mandatory activities. Most policies of the current Infant Exemption apply to the extended exemption. Please see the attached transition plan for policy details.

	09/01/2017
	WorkFirst Orientation
	WFHB 1.4.7, WorkFirst Orientation Script, WorkFirst Orientation Talking Points
	Effective September 5, 2017, WorkFirst Program Specialists and Social Service Specialists will begin using the revised WorkFirst Orientation script, PowerPoint and WorkFirst Opportunities brochure.

	08/08/2017
	Support Services Special Circumstances – Inpatient Treatment Process
	WFHB 2.2.11
	Updated the Support Services chapter to include steps staff should take when a participant is in an inpatient treatment facility and request support services.  

	08/08/2017
	Sanction Q&A and Prism 
	WFHB 3.1, 3.5, 3.6.1, 3.6.3
	Updated sanction sections to incorporate answers from 2014 Sanction Policy Change Q & As and new Prism requirements.  

	07/24/2017
	Updates to Time Limit Extension Decisions
	WFHB 3.7.1
	Updated time limit extension decisions chapter to clarify and remove outdated time limit information.  

	07/23/2017
	Changes to Approved WorkFirst Vocational Education
	WFHB 7.2, 7.6
	Effective July 23, 2017, full-time vocational education (VE) opportunities for WorkFirst students may extend up to 24 months.  This change increases the likelihood of degree/certificate completion, which may lead to a better wage at entry-to-employment and positive impact on child and family well-being.  

	07/10/2017
	ACP Instructions 
	WFHB 3.6.1, 6.5
	Updated ACP instructions to clarify that staff shouldn’t include the CSO address on letters, including sanction letters to protect ACP client’s location.  

	07/07/2017
	Maintaining Cases When Client is in Treatment
	WFHB 6.7
	Updated substance abuse treatment instructions that staff should maintain the originating CSO when client enters treatment outside of the original catchment area.  

	07/01/2017
	Transportation Initiative Extension
	WFHB 2.2, 
Support Services Directory
	The Transportation Initiative Pilot is extended through June 30, 2018.  Extending the pilot allows CSD to continue these enhanced transportation services and supports for WorkFirst families without interruption.

	07/01/2017
	Strategies for Success – An Independent Life Skills Activity
	WFHB 4.2, 7.3 
	Beginning July 1, 2017, Strategies for Success, a life skills option for WorkFirst participants, is expanding statewide, with new classes beginning July 17, 2017.  

	06/28/2017
	Division of Child Support (DCS) Non-Cooperation Sanction and Good Cause Process
	
	Based on findings from both the State Auditor’s Office and our own internal reviews, we’ve identified the need to provide additional guidance regarding how DCS good cause and non-cooperation sanctions are processed.  As a result, we have updated the EA-Z and Social Service manuals to clarify what actions to take on DCS good cause cases.  These updates will safeguard families claiming DCS good cause while ensuring benefits are processed accurately.  

	05/25/2017
	Memorandum of Understanding Between the Community Services Division (CSD) and the Division of Vocational Rehabilitation (DVR) Warm Handoff
	WFHB 6.8
	CSD and DVR celebrated the signing of a renewed Memorandum of Understanding. The goals of this agreement are to improve employment outcomes for shared clients and reduce poverty statewide.

	05/18/2017
	Updates to the Division of Child Support (DCS) Good Cause Review Process
	
	Effectively immediately, there are several updates to the DCS Good Cause review process.  The intent of these updates is to decrease staff workload while continuing to ensure Good Cause accuracy, and to reduce the frequency that families must re-verify their Good Cause status.  

	04/17/2017
	Changes to Working Family Support (WFS) Processing
	
	Effective April 17, 2017 ACES 3G promoted threes changes to increase WFS eligibility accuracy.  

	04/10/2017
	Diversion Cash Assistance 
	
	Effective April 10, 2017, CSD amended WAC 388-432-0005 to clarify the eligibility requirements for Diversion Cash Assistance.  

	04/10/2017
	Clarification of Good Cause 10-Day Period
	WFHB 3.6.1
	Updated Entering Sanction chapter to clarify good cause 10-day period.  

	03/07/2017
	Clarification of Education Components (BE, GE, & HS)
	WFHB 1.2, 3.3.2, 5.2, 7.1, 7.3, 7.6, 8.3
	Effective March 1, 2017, WorkFirst education components (BE, GE, and HS) have clarified definitions.  The intent of clarifying the definitions is to create concise uses for each component.

	01/30/2017
	Coding Historical Employment Hours in ACES for WorkFirst Participation
	
	Reminder to code historical employment hours correctly for WorkFirst participation and announcement for a new mandatory training – LMS Course #140588 Coding Historical Hours.  

	01/20/2017
	Strategies for Success – An Independent Life Skills Activity
	
	Beginning January 23, 2017 Strategies for Success will be an available life skills option for WorkFirst participants in 17 Employment Security Department (ESD) offices associated with 23 CSOs.  

	12/09/2016
	Jan 1, 2017 COLA Increase and Requirement for Manual Case Updates
	
	On January 1, 2017, the annual Cost-of-Living Adjustment (COLA) will increase Social Security, Railroad Retirement, and Veterans Administration (SSA/SSI, RR, VA) benefits.  

	12/08/2016
	Minimum Wage Increase January 1, 2017
	
	Effective January 1, 2017 state minimum wage increased to $11.00 per hour.  

	09/30/2016
	Sanction Review Training
	
	Sanction Review training - DES LMS course #140575 DSHS CSD Sanction Review Training is being required and all WF staff must complete the 2-day training prior to 9/30/17.

	10/05/2016
	Changes to Indian Country Disregard (October 1, 2016)
	
	Effective October 1, 2016 the number of tribes that meet that Indian Country disregard changed for Washington State.  

	9/12/2016
	Referrals to Tribal TANF Programs
	
	CSD updated procedures to emphasize that Native Americans must have equitable access to all WorkFirst activities and services.  

	9/12/2016
	Statewide Expansion of Licensing and Fee Transportation Support Services
	WFHB 2.2
	Effective September 1, 2016, licensing and fee transportation support services expanded statewide.  

	8/30/2016
	Tribal Affiliation Coding in ACES & 3G
	WFHB 9.2.2
	Reminder for staff to update Tribal affiliation for TANF cases in ACES/3G to ensure data is collected correctly for multiple programs.  

	8/22/2016
	Transportation Initiative Pilot Extension
	
	CSD received additional funding to extend this pilot through 6/30/2017.

	6/22/2016
	WorkFirst Commerce Program Consolidation (July 1, 2016)
	WFHB 1.2, 3.2.1, 3.2.3, 3.9.1, 4.4,  8.3, 8.4, (8.5 updated title numbering only)
	Effective July 1, 2016, WorkFirst Commerce programs will consolidate into two programs, one paid and one unpaid.  

	6/7/2016
	Support Services Program Year 2015 Closing
	
	Support Services Program Year 2015 is closing 6/30/2016.  Please have all vouchers in by the above date to avoid using PY2016 funds.

	6/6/2016
	Reinstatement of CEAP Availability (July 1, 2016)
	
	Effective July 1, 2016, CEAP funding is available.

	5/20/2016
	CCSP Changes
	
	Effective immediately, childcare for WF families will no longer be processed by WF staff.

	4/28/2016
	WorkFirst Participation Requirements for TANF Recipients Exempt from Mandatory WorkFirst Participation
	WAC 388-310-0350
	Reminder on mandatory requirements for participation especially for exempt participants.

	4/13/2016
	Early Start Act Implementation
	Info only
	Beginning July 1, 2016, families receiving childcare subsidies won’t be required to report most changes in employment, hours, or income.  See Early Start Act of 2016

	4/12/2016
	Mental Health First Aid Training Requirements for All WorkFirst Staff (April 2016)
	
	This is a mandatory training for all WF staff and be completed by 4/30/2017.

	3/1/2016
	Expanding Support Service Options for ESD Career Scope Participants
	WFHB 2.2 (Updated Directory Only)
	Effective March 1, 2016, Career Scope participants may receive work-related support services to pursue employment

	2/25/2016
	Refugee Employment and Training Exemptions (March 15, 2015)
	WAC 388-466-0150
	Effective March 15, 2016, the exemption criteria will be revised to align with federal rules.

	2/16/2016
	Using the Sequential Evaluation Process (SEP) for TANF TLE Desk Aid
	WFHB 3.7.1 (New Desk Aid link)
	A new tool was developed to assist staff if TANF clients don’t meet exemption criteria but claim a medical condition.

	1/14/2016
	Changes to State Family Assistance (February 2016)
	WAC 388-400-0010
	Effective February 1, 2016, two-parent families with a child under one or pregnant will be issued SFA.

	1/6/2016
	Elimination of CEAP Availability (January 2016)
	
	Effective February 1, 2016, CEAP is suspended through June 30, 2016 due to exhaustion of state program funds.  

	1/6/2016
	Getting Ahead – An Independent Life Skills Activity
	WFHB 7.3.6
	Is a series of life workshops offered by LPAs across the state.  Only actual workshop hours are countable.

	12/24/2015
	Early Head Start-Child Care Partnership
	See CCSP Handbook
	Effective January 1, 2016, WCCC families with children enrolled in the partnership will remain eligible for a minimum of 12 months.  CSCC has formed a special team to handle these cases.

	12/17/2015
	Time Limit Extension and WorkFirst Exemption Policy Change (January 1, 2016)
	WFHB 3.7.1, 6.6.2 and 6.8 plus WACs 388-310-0350 and 388-484-0006
	Effective January 1, 2016, TLEs will be approved when participants are at least 65 years of age, blind (see SSA) or likely to be disabled per WAC 388-449.

	12/2/2015
	Transportation Initiative Pilot (December 7, 2015)
	NA
	Effective December 7, 2015 through May 31, 2016, Alderwood & Wenatchee CSOs will be piloting a new initiative.

	11/5/2015
	WorkFirst Support Services Instant Issuance Fuel Card (November 20, 2015)
	WFHB 2.2
	Effective November 20, 2015, the limit for the Bank of America (BOA) Instant Issuance Fuel Cards will increase to $100.  

	11/2/2015
	WorkFirst Work Participation Rates Increase (October 1, 2015)
	CSD Policy
	Effective October 1, 2015, WPR targets raised to 30% for all WF households.

	10/29/2015
	Elimination of One-Time Community Jobs Policy (November 1, 2015)
	WFHB 8.3
	Effective November 1, 2015, participants may be re-referred to CJ without an ETP.

	10/14/2015
	Statewide Part-Time Community Jobs Program
	WAC 388-310-1300
	Effective January 1, 2016, part-time CJ will be available to single parents with a child under age 6.

	9/17/2015
	Using Local Minimum Wage to Calculate Fair Labor Standards Act (FLSA) Hours
	WFHB 3.3.2.6 and 3.3.2.7 and WAC 388-310-1500
	Effective October 1, 2015, we will start using local minimum wage rates, where applicable for WC, VS, and WEs.

	8/18/2015
	Customer Accountability Report (CAR) – August 2015
	
	Effective August 20, 2015, the DCAR/MCAR will be available for WorkFirst staff.  See LMS training course #140538

	7/29/2015
	Interagency Concurrent Benefits Training
	
	Course #140523 explains how to process concurrent TANF benefits for children placed in foster care.  Required training for all staff.

	7/23/15
	First Steps Changes (Effective August 1, 2015)
	WFHB 5.1.17
	Effective August 1, 2015, CSD will no longer provide formal First Step referrals.  Staff may refer recipients to the local provider.

	7/17/2015
	Self-Employment 50% Standard Income Deduction
	WAC 388-450-0085
	Effective August 1, 2015, for cash and food programs, households may take a 50% deduction of gross SE income.

	7/1/2015
	Increased TANF/SFA/RCA Payment Standards (July 1, 2015)
	WAC 388-478-0020/0034 and WAC 388-436-0050
	Effective July 1, 2015, grant standards are raised 9% for TANF, SFA, PWA and RCA.

	6/23/2015
	Support Services Program Year 2014 Closing
	
	Support Services Program Year 2014 is closing 6/30/2015.  Please have all vouchers in by the above date to avoid using PY2015 funds.

	6/19/15
	WorkFirst Orientation Brochures
	WFHB 1.4.7
	Clarified that three brochures must be given to clients at orientation.

	6/18/15
	Parental Education Project Pilot and Pregnancy to Employment Pathway Participants
	WFHB 5.1.9-5.1.11
	Note to clarify WF pilot.

	5/6/2015
	Family Violence Time Limit Extensions
	WFHB 3.7.1.7
	Clarifies FV TLEs and updates the WFHB.

	5/6/2015
	Reinstatement of CEAP Availability (May 7, 2015)
	
	Effective May 7, 2015, CEAP funding is available.

	3/23/15
	Seattle Area Minimum Wage Increase April 1, 2015
	WFHB 8.3, 8.5 and EAZ Manual – Income Budgeting & CJ Income
	Effective April 1, 2015, Commerce will begin using Seattle and SeaTac minimum wage rate.

	1/15/2015
	Elimination of CEAP Availability (January 2015)
	
	Effective January 27, 2015, CEAP will be suspended through 6/30/2015 due to lack of funding.

	1/13/2015
	WorkFirst Orientation Automation Changes (January 2015)
	WFHB 1.4
	Effective January 19, 2015, 3G will display the new Orientation Status and date on the Work Registration screen.  The new WF denial code 134 will activate correctly.

	12/4/2014
	Minimum Wage Increase January 1, 2015
	
	Effective January 1, 2015, Washington State’s minimum wage will increase to $9.47.  All CJ and JC cases must have their cases reviewed and updated.

	12/1/2014
	Early Childhood Education and Assistance Programs (ECEAP)
	
	Update on preschool expansion that started in September 2014.



	11/25/14
	Treatment of State Work Study Income for Basic Food
	WAC 388-450-0035
	Effective January 19, 2015, the WAC will be updated to correctly reflect that State Work Study income is countable for food.  This income is still exempt for cash assistance.

	11/4/2014
	Shorter WorkFirst Sanctions:  December 1, 2014 and NCS Reapplications (December 2014)
	WFHB 3.6.3 and 3.6.4

WAC 388-310-1600
	Effective November 1, 2014, the sanction rules changed and this memo describes NCS reapplications and the new online training course.

	10/31/14
	Barcode Notification of TANF Closures (November 2014)
	WFHB 8.1.2, 8.1.4 and 8.1.13
	Effective October 31, 2014, when a TANF customer closes the following codes generate an auto tickler to the CSO of record to review for actual hours:  557, 552, 334 and 331.

	10/17/14
	AREN 12-Month Limit System Supports
	
	Effective November 17, 2014, ACES/3G now support the AREN rule change from May 2014.

	10/15/14
	Unearned Income Disregard for Means Tested Child-Only TANF
	WAC 388-450-0162
	Effective November 1, 2014, 50% of all income will be disregarded for child-only TANF cases.

	10/13/14
	Shorter WorkFirst Sanctions: November 1, 2014 Implementation (November 2014)
	WAC 388-310-1600

and WFHB sections 3.6.1 – 3.6.4
	Effective November 2014, WF sanction rules change.  Included are phase 2 flow chart and chart on what is different and what is not and online training course 140511.

	9/29/14
	Shorter WorkFirst Sanctions: October 2014 Conversion (October 2014)
	WFHB sections 3.6
	Effective November 2014, WF sanction rules change.  Included are transition instructions, online training course 140510 and orientation script.

	9/15/2014
	Shorter WorkFirst Sanction:  September 2014 Changes (September 22, 2014)
	WFHB sections 3.6
	Effective September 22, 2014, for November 2014 changes, do NOT take any Sanction actions in ACES until October 13, 2014.  Effective November 1, sanctions will only be two months.

	9/15/14
	WF Orientation Fact Sheet – August 2014 (update:  this is no longer available)
	WAC 388-400-0005
	Basic process on WF orientation.

	8/25/14
	Quarterly Webinars on Domestic Violence

	
	Effective September 9, 2014, the first quarterly DV webinar will be held for administrators and supervisors by WA State Coalition Against Domestic Violence (WSCADV).  Register here to attend or contact Tom Berry.  (update:  registration is no longer available.)

	8/14/14
	WorkFirst Comprehensive Evaluation: DSHS Annual/Returner Updates (August 22, 2014)
	WFHB sections 3.2 and 3.6
	Effective August 22, 2014, DSHS annual and returner CE updates are available.

	8/13/14
	Treatment of Payments from Tribal Governments to their Members
	WAC 388-450-0040
	Effective September 15, 2014, new tools will be available for easier budgeting of tribal income.  DSHS 07-102 Tribal Government-Funded Payment Verification form will also be available.

	7/11/14
	New WorkFirst Comprehensive Evaluation (July 18, 2014)
	WFHB sections 3.2 and 3.6
	Effective July 18, 2014, the new CE will be available for staff. Please see guidelines.

	6/4/14
	Reinstatement of CEAP Availability (July 1, 2014)
	WAC 388-436-0015
	Effective July 1, 2014, funding is available for the Consolidated Emergency Assistance Program (CEAP).  This program is available to applicants that have used up their 60 months of TANF

	5/28/14
	Support Services Program Year 2013 Closing
	
	Support Services Program Year 2013 is closing 6/30/14.

	5/19/14
	New WorkFirst Orientation (June 1, 2014)
	WFHB sections 1.1, 1.4, 2.1 and 2.3; WAC 388-400-0005
	Effective June 1, 2014, completion of the WF orientation will be a condition of eligibility for applicants.



	None
	GED Test Info
	
	Some past GED info is no longer available to students.  Information can be accessed at https://gedverify.org by the client. 

	4/18/14
	AREN 12-Month Limit (May 1, 2014)
	WAC 388-436-0002
	Effective May 1, 2014, AREN is reinstated.  Clients are eligible once a year for $750.  See memo for work around.



	4/8/14
	New WorkFirst Orientation (June 1, 2014)
	WAC 388-310-0200
	Effective June 1, 2014, completion of the WF orientation will be a condition of eligibility for applicants.

	2/27/14
	WorkFirst Full-time ESD Job Search
	WFHB sections 1.2.3
	Clarifies the full-time job search with ESD is 33 hours per week, see two-parent rules and part-time JS is 23 hours per week.

	2/24/14
	WorkFirst Housing Pathway Pilot – Phase 2 (February 15, 2014)
	
	Effective February 15, 2014, CSD and the Department of Commerce with be expanding the WF Housing Pathway program to three more counties.

	2/24/14
	GED Payment Process
	WFHB sections 2.2.9
	Effective January 1, 2014, the new GED test series was released.  Payments for most offices need to go through the company Pearson VUE (SWV0003172 09).

	2/13/14
	Total TANF Months Corrections
	
	Explains steps needed to correct ACES cases that have errors in TANF months displayed incorrectly.

	1/31/14
	WorkFirst Two-Parent Participation Policy Changes
	
	Rescinded the policy change in the 1/22/14 memo for two-parent participation.

	1/22/14
	WorkFirst Participation Policy Changes
	1.2
	Effective February 1, 2014, increased two-parent participation.  RESCINDED.


	12/18/13
	WorkFirst Handbook WAH Application IRP Changes (October 1, 2013)
	3.3, 6.7 and 6.8
	Effective October 1, 2013, staff can require parents to apply for WA Apple Health (WAH) coverage in the IRP.

	12/20/13
	Elimination of CEAP Availability (December 2013)
	
	Effective January 1, 2014, CEAP will be suspended until 7/1/14. This may affect TANF clients who have used up their 60 months of eligibility and access these benefits once a year.

	12/2/13
	Minimum Wage Increase January 1, 2014
	
	Effective January 1, 2014, Washington State’s minimum wage is increasing to $9.32 per hour.  This increase will affect CJ and JC cash benefits.

	10/25/13
	Increase in WorkFirst Support Service Contract Allocation
	
	Effective November 1, 2013, HQ is increasing each region’s contract support service allocation by $150,000 per region.

	10/23/13
	DOH Vital Records – Additional Information
	
	Reminder on providing client’s copies of DOH records from Barcode or DOH.  The client is required to fill out a Public Disclosure Request form.

	10/9/13
	New WorkFirst Housing Pathway Pilot (November 1, 2013)
	
	Starting 11/1/13, in partnership with Commerce, CSD will be testing a new Housing Pathway (HP) in select counties.

	10/1/13
	Restoration of Community Works (October 18, 2013)
	
	Effective October18, 2013, a new core activity will be available – Community Works (WC).

	9/25/13
	WorkFirst Handbook Health Care Reform Changes




	
	Effective October 1, 2013, the handbook has been updated to cover WA Apple Health (WAH) coverage.

	9/24/13
	WorkFirst Support Services Instant Issuance Fuel Cards
	
	Effective October 1, 2013, BOA fuel cards will be available for WF participants up to $50.

	9/18/2013
	Provision of WorkFirst Support Services by ESD under the PY13 Inter-Local Agreement
	
	Effective September 18, 2013, the ESD Support Services Directory has been updated.

	9/9/13
	New WorkFirst Handbook Format
	
	Effective September 16, 2013, the WF Handbook format has changed.

	7/11/13
	GED Changes
	
	Effective July 27, 2013, the GED test and references will be replaced by High School Equivalency test.  The new test will start January 2, 2014.

	7/2/13
	Reinstatement of CEAP Availability (July 1, 2013)
	
	Effective July 1, 2013, CEAP funding is available.

	6/3/13
	Support Services Program Year 2012 Closing
	
	Support Services Program Year 2012 is closing 6/30/13.

	5/31/13
	WorkFirst Voluntary Community Service (Poster and Flyer)
	
	Brief memo on voluntary community service for WF parents.

	4/9/13
	Guidelines for Regional WorkFirst Contracts (April 2013)
	
	Guidelines for WF regional contracts.

	1/25/13
	Removal of Individual Dollar Limits for Each Support Service Type (February 1, 2013)
	2.2.3 & WAC 388-310-0800
	Effective February 1, 2013, individual support service dollar limits are removed.  The $3,000 annual limit remains.

	12/17/12
	Elimination of CEAP Availability
	
	Effective January 1, 2013, the CEAP program is suspended until 7/1/2013.

	12/10/12
	Minimum Wage Increase January 1, 2013
	
	Effective January 1, 2013, WA state’s minimum wage is increasing to $9.19.  All CJ and JC program clients must have their income updated for January 2013.

	11/30/12
	Impact of Referendum 74 on Public Assistance Programs
	
	On November 6, 2012, Washington voters approved the same-sex marriage law and it will go into effect 12/6/12.

	11/9/12
	Support Services Pre-Paid Merchant Cards Update (November 2012) 
	CSD Procedures Manual Chapter F, Section 12
	August 2012, the Department began using pre-paid merchant card to issue support services.  This memo provides further clarification.

	7/31/12
	Pre-Paid Merchant Cards
	
	Status of merchant card usage and training information.

	6/20/12
	WorkFirst Suspension Reengagement (July 2012)
	WAC 388-310-0200
	Effective July 1, 2012, the suspension program will end and parents will be phased back into participation over the next 12-months.

	6/15/12
	New Comprehensive Evaluation Component (June 22, 2012)
	
	Effective July 1, 2012, a new component in eJAS will be available – Appointment Pending (AP).

	6/1/12
	Support Services Program Year 2011 Closing
	2.2
	Reminder that payment year 2011 is ending 6/30/12 and all vouchers issued before 7/1/12 must be: 1) received by 6/30/12 and 2) paid by August 29, 2012 or the voucher will have to be reissued out of 2012 funds and the old voucher cancelled.

	6/1/12
	Reinstatement of CEAP Availability (July 1, 2012) 
	
	Effective July 1, 2012, CEAP funding is available.

	5/29/12
	Grant Maximum Changes for Cash Assistance July 1, 2012 
	
	Effective July 1, 2012, the grant maximum for TANF/SFA/RCA will increase to an eight-person standard.

	5/10/12
	eJAS Enhancement for Single Parents with a Child Under Six (May 2012)
	
	Effective May 18, 2012, eJAS will be updated to support 3/11 policy on the CLMR, ad hoc report and in client box.

	5/10/12
	WorkFirst Suspension Reengagement (July 2012)
	
	Effective July 1, 2012, the department will begin restoring WF participation requirements for all clients currently taking the WF suspension.  The re-engagement will take place over a 12-month period.


	4/2/12
	AREN Lifetime Limit (April 15, 2012)
	
	Effective April 16, 2012, ACES will display AREN payments received since April 2001 by any adult in the TANF/SFA assistance unit (AU).

	12/9/11
	AREN Lifetime Limit (February 2012)
	WAC 388-436-0002
	Effective February 1, 2012, there is a $750 lifetime limit for AREN.  This includes all AREN dating back to April 2001.

	12/21/11
	Elimination of CEAP Availability (January 1, 2012)
	
	Effective January 1, 2012, through June 30, 2012, CEAP will be suspended due to lack of state funds.

	11/28/11
	Minimum Wage Increase January 1, 2012
	
	Effective January 1, 2012, Washington State’s minimum wage will increase to $9.04 per hour.  All CJ/JC cases must have their EARN screens updated prior to 12/22/11.

	9/12/11
	Permanent TANF Disqualification (September 2011)
	WAC 388-310-1600
	Effective December 1, 2011, individuals will be permanently disqualified from TANF/SFA if they have three or more NCS terminations.

	8/12/11
	Non-needy Child-only Means Testing (August, 2011)
	WAC 450-0162(3)
	Effective November 1, 2011, non-parental “child-only” grants will be subject to means testing.

	8/8/11
	Ineligible Parent TANF/SFA Time Limit Effective 11/1/2011
	WAC 388-484-0005
	Effective November 1, 2011, a non-recipient parent will be subject to the 60-month time limit.

	7/22/11
	ACES Vendor Payments
	
	Effective July 1, 2011, all ACES vendor payments must have an AFRS number.  eJAS already uses this system but ACES has been updated to meet IRS requirements.

	6/29/11
	WorkFirst Participation Suspension (July 1, 2011)
	1.2.14
	Effective July 1, 2011, adults with a child under the age of two or at least two children under the age of six may request temporary suspension of participation requirements from 7/1/11 through 6/30/12.

	6/27/11
	Department of Commerce Program Update (July 2011)
	8.3 – 8.5
	Effective July 1, 2011, Dept of Commerce is revising their WF program activities.

	6/24/11
	Expanded Definitions of “Work Activities” (July 1, 2011)
	8.6
	Effective July 1, 2011, the definition of “work activities” has been expanded.



	6/20/11
	Upcoming Changes (July 1, 2011)
	
	Effective July 1, 2011, certain individuals may be exempt from participation.  In addition, WCCC applicants must seek support enforcement services as a condition of eligibility.

	06/16/11
	Support Services Program Year 2010 Closing
	
	Reminder that payment year 2010 is ending 6/30/11 and all vouchers issued before 7/1/11 must be: 1) received by 6/30/11 and 2) paid by August 29, 2011 or the voucher will have to be reissued out of 2011 funds and the old voucher cancelled.

	4/18/11
	Grant Maximum Changes for Cash Assistance (May 1, 2011)
	EAZ Manual
	Effective May 1, 2011, the grant maximum will be reduced from $941 to $726.

	3/25/11
	April 1, 2011, Changes to Working Connections Child Care 
	See WCCC Handbook
	Effective April 1, 2011, copayments will increase for non-TANF households and WCCC will be required to verify a child’s legal residence (in the US) if not documented in ACES or WCAP.


	3/22/11
	Revising the Pregnancy to Employment Assessment Requirements (April 2011) 
	WFHB 5.1
	Effective April 1, 2011, a full Pregnancy to Employment assessment has been eliminated for the other parent in a two-parent household.  A partial assessment is still required after the child is born.

	3/18/11
	Reduced Participation Requirements for Single Parents with a Child Under Age 6 (March 2011)
	WFHB 1.2
	Effective March 1, 2011, single parents with a child under the age of six (6) are only required to participate 20 hours per week.  The 20 hours must be a core activity.

	3/18/11
	TANF/SFA Time Limits and Child Only Cases (March 15, 2011)
	WAC 388-484-0005(5)
	Memo clarified that kinship caregivers who have received 60 months or more of TANF may qualify for a child-only grant.

	3/2/11
	DCS Pass-Through Payments Suspension (May 1, 2011)
	EAZ Manual
	Effective May 1, 2011, DCS will suspend child-support pass-through payments to TANF families.

	3/1/11
	March 1, 2011 Working Connections Child Care (WCCC) Changes
	See WCCC Handbook
	Effective March 1, 2011, WCCC is authorized for families with pending TANF applications due to curing sanctions and children with special needs.  Additionally, a waiting list will be implemented due to limited funding and may affect some WF parents that do not have IRPs.

	2/18/11
	Immediate Suspension of Gift Card Purchasing – see 3/4/11 follow up email from Carla Reyes
	
	Effective February 18, 2011, CSO’s may no longer purchase gift cards w/o getting approval from HQ.

	1/31/11
	SSI Changes for TANF/SFA & Desk Aid
	EAZ Manual
	Effective March 1, 2011, SSI will be included in determining eligibility for cash programs.  This change has been withdrawn.

	1/26/11
	Elimination of CEAP Availability (February 1, 2011)
	EAZ Manual
	Effective February 1, 2011, CEAP is suspended due to lack of funds.

	1/20/11
	TANF 60-Month Rule and Disability Lifeline Eligibility & Desk Aid
	EAZ and SW Manuals
	Effective February 1, 2011, individuals terminated on TANF for the 60-month rule may qualify for DL if pregnant or meets incapacity criteria.

	1/14/11
	eJAS Sanction Enhancement (January 2011) Attachment
	WFHB 3.6.1.16, 3.6.2 & 3.6.3.8
	Effective January 21, 2011, supervisors may now make NCS termination decisions.

	1/14/11
	Limited English Proficiency (LEP) Pathway Changes (January 2011)
	5.2.2, 5.2.6, 5.2.7 & 5.2.16
	Effective January 18, 2011, the WFHB has been updated for LEP service changes that were effective 11/1/10.

	1/12/11
	Working Connections Child Care Changes Effective February 1, 2011
	See WCCC Handbook
	Effective February 1, 2011, newly applying WCCC families must be on TANF or eligible for TANF to receive WCCC assistance. Change went into effect February 1, 2011, consumers with income at or below 175% of FPL remained eligible for WCCC but WCCC co-pays did go into effect for families above 82% FPL

	1/7/11
	15% Grant Reduction – TANF, SFA, RCA and CEAP Effective February 1, 2011
	WACs 388-478-0020/0035 & 388-436-0050
	Effective February 1, 2011, all TANF funded grants will decrease 15%.

	1/5/11
	Release of Revised WFHB Chapter 3.7.1 – Time Limit Extension Decisions and New Chapter 3.7.2 Approved Time Limit Extensions
	3.7.1 & 3.7.2; WACs 388-484-0005/0006/

0010 & 388-310-0350
	Effective February 1, 2011, families must individually qualify for time limit extensions.

	1/1/11
	Minimum Wage Increase January 1, 2011, for Community Jobs Clients
	
	Effective January 1, 2011, Washington’s minimum wage increased to $8.67 per hour thus effecting CJ income.

	1/2/11
	Mileage reimbursement decreased to $.51 a mile
	
	WFHB to be updated later to match state reimbursement rate.

	12/29/10
	Diversion Cash Assistance Reduction (January 1, 2011)
	WAC 388-432-0005
	Effective January 1, 2011, DCA maximum payment decreased to $1000.


	12/24/10
	Community Jobs (CJ) Income Budgeting for Basic Food Benefits
	WAC 388-450-0050
	Effective February 1, 2011, CJ income will be budgeted as earned income.

	11/24/10
	Two-Parent Participation (December 2010)
	1.2.3
	On October 1, 2010, two-parent participation was revised.  Effective December 1, 2010, two-parent participation of 35 hours per week may now be split be between parents.

	11/18/10
	Release of Revised WF Handbook Chapter 3.7.1 - Time Limit Extension Decisions (November 2010)
	3.7.1
	Effective November 22, 2010, the WFHB has been updated on time limit extension decisions.

	10/15/10
	60-Month Time Limit Mailer Goes out to all TANF/SFA Clients
	
	On October 19, 2010, a mass mailing to all TANF/SFA households provided general information on the proposed 60-month time limit changes proposed for February 1, 2011.

	10/1/10
	WF Sanction - Participation
	WAC 388-310-1600
	Reference to the sanction review panel removed.

	10/1/10
	Additional Requirements for Emergent Needs (AREN)
	WAC 388-436-0002
	Clients are required to verify lack of utility assistance from community providers and supervisors must approve AREN over $500.

	10/1/10
	Diversion Cash Assistance
	WAC 388-432-0005
	DCA reduced to $1250.

	9/23/10
	October 1, 2010, WF Policy Changes to Implement Budget Reductions

	2.2 – the handbook is being updated
	Effective October 1, 2010, the following services/policies were amended:

· Post TANF support services eliminated

· Sanction Review Panel eliminated

· Career Services Program suspended

· Diversion Cash Assistance reduced

· WCCC income limits reduced

· Two-Parent participation reduced

· AREN updated

	6/25/10
	Sentencing Alternative – Offenders with Minor Children
	1.2
	Effective July 1, 2010, DOC is implementing Sentencing Alternative – Offenders with Minor Children.  Some parents will be eligible for TANF and be required to participate in WF activities.

	6/22/10
	Family Planning
	1.3
	Effective June 30, 2010, family planning nurses will no longer be co-located in the CSOs.

	6/16/10
	Sanction Changes
	3.6.1, 3.6.2 & 3.6.3 WAC 388-310-1600
	Effective July 1, 2010, sanction period shortened to four months, a new form and mandatory 4-week participation after NCS closure regardless of when clients reapply.

	6/16/10
	Career Services Eligibility Changes
	4.5
	Effective July 1, 2010, we will no longer enroll BF parents.

	5/12/10
	Good Cause for Non-Cooperation with  Division of Child Support
	6.5
	Effective June 1, 2010, changes to Good Cause process.

	5/6/10
	Sanction Changes Mailer & Attachment
	
	On July 1, 2010, the department is changing the rules regarding WF sanction.

	3/23/10
	WFHB:  Children with Special Needs and Exemptions (April 2010)
	6.4 & 6.8
	Effective April 1, 2010, procedures are changing for approving deferrals and exemptions for WorkFirst parents who are needed in the home to care for children and adult relatives.

	12/15/09
	EJAS 2-Parent Monthly Customer Accountability Report (MCAR) and Daily Customer Accountability Report (DCAR)
	
	Effective 12/18/09, new MCAR and DCAR reports will be available.

	8/19/09
	Elimination of WF Dependent Teen Participation Requirements
	1.2
	Effective 8/14/09, dependent teen will no longer be require participating in WF activities. No changes to teen HOHs.

	8/11/09
	CE Transition Plan
	
	On 8/30/09, eJAS will auto-close all open CE tools.

	8/6/09
	Division of Vocational Rehabilitation (Sept 2009)
	Social Services Manual
	Effective 9/1/09, guidelines for collaboration with DVR have been updated.

	8/6/09
	Changes to the Comprehensive Evaluation (August 2009)
	Chapters mentioning CE
	Effective 8/31/09, changes are implemented to limit the number of handoffs and move parents quickly into work activities.

	7/30/09
	Strengthening WF Deferrals & Exemptions (Sept 2009)
	6.3; 6.6 & 6.8
	Effective 9/1/09, WFHB will promote consistent, evidence-based decision for parents with disorders.

	7/14/09
	eJAS Enhancement – Degree Completion (July 2009)
	7.2.16
	Effective 7/16/09, eJAS will allow monthly reporting of actual hours for DC.

	5/27/09
	Pregnancy to Employment Infant Exemption (June 2009)
	5.1
	Effective 6/1/09, if a parent qualifies for the IE, is no longer participating as required, and if no issues identified for CD or MH do not pursue sanction.

	5/18/09
	WF Temporary Employment (June 2009)
	4.2 & 8.1
	Effective 6/1/09, ESD will document and verify temporary employment hours for parents in JS.

	5/12/09
	Support Services Program Year 2008 Closing
	2.1
	Reminder on closing and paying for support services by 6/30/09.

	5/12/09
	Increase in WF Bulk Purchases Attribution Amount  (May 2009)
	2.1
	Effective 5/15/09, increases bulk purchase attribution amount from $25 to $100.

	3/17/09
	Changing Support Services Rules for Career Services (February 2009)
	4.5
	Effective 4/1/09, Career Services will no longer provide support services to DCA parents.

	3/17/09
	Stacking CJ with JS
	4.1, 4.2 & 8.3.12
	Effective 4/1/09, the WFHB will be updated to provide guidance on stacking of CJ and JS.

	3/6/09
	Sanction WAC Missing from AOL 008-01
	ACES.online letters 
	Missing WAC - on 1/20/09 an ACES update accidently caused the WF sanction WAC 388-310-1600 to be left off the “Change in Cash/Food Assistance (008-01)” letter for cases facing sanction.

	2/18/09
	School Breaks
	7.2.6
	Clarification on school breaks.

	2/18/09
	eJAS Changes
	eJAS
	Update to assessment tool and reports.

	2/3/09
	Unexcused Absences (February 2009)
	3.9.1.5, 3.9.2.8, 4.1, 4.2.16, 7.1 & 8.4
	Effective 2/9/09, a CAP will occur when a parent has two unexcused absences.

	1/20/09
	February 2009 Changes in Co-Located Providers (Family Planning and DASA)
	
	Effective 2/1/09, Family Planning and DASA WorkFirst Contracts will be ending for direct services in the CSO.

	1/16/09
	Career Services (February 2009)
	4.5
	Effective 1/16/09, Career Services is expanding to include Non-Assistance Food Stamps parents.

	1/16/09
	eJAS System Enhancement Regarding Excused and Unexcused Absences
	eJAS
	Effective 1/16/09, eJAS has been updated to support excused/unexcused absences.

	12/24/08
	Counting Homework Hours for Non-Contracted Providers (January 2009)
	7.1
	Effective 1/1/09, DSHS staff will be able to capture some homework hours from non-contracted/non-partner educational providers.

	12/18/08
	Decrease of WorkFirst Support Services Mileage Reimbursement Rate
	2.2
	Effective 1/1/09, the mileage reimbursement rate will decrease.

	12/16/08
	Updated ACES Employment Hours Coding & Verification Training (January 2009)
	eJAS
	ACES Employment Hours Coding & Verification Training will be available in January at the DSHS Learning Center.


	12/10/08
	Minimum Wage Increase January 1, 2009, for Community Jobs Clients
	
	Effective 12/15/08, the state minimum wage will increase and CJ client’s income must be budgeted prospectively.

	12/1/08
	Historical Coding of Employment Hours in ACES (December 2008)
	8.1 & 8.3
	Effective 12/15/08, staff are required to update ACES EARN screen a minimum of two historical months.

	12/1/08
	Coding Historical Employment Hours in ACES Step-by-Step
	ACES
	See above

	11/24/08
	Release of Revised WorkFirst Handbook Sections and Social Services Manual Chapters (December 2008)
	1.2.2, 1.2.8, 5.1.17
	Effective 12/1/08, clarifies participation for dependent teens and pregnant or parenting minors’ and provides information on First Steps services.

	9/23/08
	Release of WorkFirst Handbook Sections (October 2008)
	5.1, 5.2,

6.4, 6.8,

7.1-7.4, 7.6
	Effective 10/1/08, change in policy on disabled family members; unsupervised study time; degree completion, and elimination of the third trimester partial assessment.

	9/16/08
	Career Services and Support Services Expansion (October 2008)
	2.2

4.5
	Effective 10/1/08, DCA parents are eligible for Career Services and Support Services.

	8/15/08
	Customer Accountability Report (CAR) Modifications
	eJAS Reports
	Effective 8/15/08, Customer Accountability Report has been modified.

	6/27/08
	Life Skills And Summer School Breaks Changes (July 2008)
	7.2 and 7.3
	Effective 7/11/08, Life Skills and Summer School Break changes.

	6/24/08
	Comprehensive Evaluation Fast Track  (July 2008)
	3.2.1
	Effective 7/1/08, CE fast track changes reducing applicant requirements.

	6/17/08
	Citizenship Verification Program Impacts and Staff Process Instructions
	
	Effective 7/1/08, eJAS instructions and coding for participants failing to provide citizenship verification.

	5/20/08
	Excused and Unexcused Absences (June 2008)
	3.9.1.5
	Effective 6/1/08, excused and unexcused absences policy updated.

	5/19/08
	Changes to the Community Jobs Program
	8.3
	Effective 5/19/08, CJ options and access to activities increased and outlined ESA and CJ implementation of changes.

	5/15/08
	Closing eJAS Program Year 2007
	2.2
	Reminder on closing and paying for support services by 6/30/08.

	5/9/08
	Updated Support Services Directory (May 2008)
	2.2
	Effective 4/1/08, ESD increased its transportation allotment.

	4/9/08
	Equal Access (formerly NSA) Mandatory WF Participant other than the Head of Household
	EAZ Manual
	Effective 4/21/08, NSA becomes EA and clarifies screening of all mandatory WF participants.

	3/31/08
	eJAS Enhancement (April 2008)
	eJAS
	Effective 4/1/08, CLMR sections have been updated.

	3/18/08
	eJAS Enhancement – automations of DSHS Responsibility Dates and Hours (March 2008)
	eJAS
	Effective 3/21/08, eJAS will automatically update the DSHS Responsibility Dates when a contractor enters the Actual Start Date.

	2/29/08
	eJAS Excused Absences Hours Enhancement (March 2008)
	3.9
	Effective 3/7/08, eJAS will track the actual number of hours and the date of each excused absence.

	2/21/08
	Updated Support Services Directory (March 2008)
	2.2
	Effective 3/1/08, the directory clarified that car repairs and licenses/fees are only for the participant’s vehicle.

	1/30/08
	Release of Revision to WF Handbook:  Section 5.1 – Pregnancy to (Employment January 2008)
	5.1
	Effective 2/1/08, WorkFirst Pregnancy to Employment Pathway participants will be required to participate in treatment if mental health and/or chemical dependency treatment is needed.

	12/7/07
	Release of Revision to WF Handbook:  Family Violence Participation Verification and NCS Participation and Documentation Guidelines
	3.5, 3.6.1 and 3.6.2,

6.5
	Clarification of family violence activities and case staffings.

	10/24/07
	eJAS Assessment Enhancement
	eJAS
	Effective 11/2/07, eJAS has been enhanced to update CE notes.

	10/19/07
	Non-Compliance Sanction Review Criteria and Sanction Review Panel Decision eJAS Enhancement
	3.6.2.6
	Effective 10/29/07, eJAS was modified to include extra NCS questions and added a decision drop down field.


