OFFI CE OF TEMPORARY AND DI SABI LI TY ASSI STANCE

OTDA- 4037EL (REV. 11/98)
Transnmittal No: 00 LCM 13
Date: June 12, 2000

Di vision: Transitional Supports
and Policy

TO Local District Commi ssioners

SUBJECT: Proposal s Requested for the Establishnment of
Transitional Opportunities Program (TOP) O fices/
Units

ATTACHVENTS: None

| NTRODUCTI ON: The SFY 00-01 Executive budget provides $3 nillion in
Tenporary Assistance for Needy Families (TANF) funding for the establishnment
of local district TOP offices/units.

Dependi ng upon the nunber of districts submtting proposals, OTSP  may
al | ocate t he $3 mllion by selecting/approving the best proposals
subm tted. Submi ssion of a proposal does not guarantee a district a portion
of the $3 mllion allocation. Districts sel ected/ approved to receive a
portion of the $3 million are expected to wuse a portion of their TANF
Servi ces Bl ock Gr ant al l ocation to support their TOP office/unit
activities. Districts who are not sel ected/ approved for a portion of the $3
mllion allocation may opt to submit a proposal to establish a TOP
office/unit as part of their TANF Services Bl ock Grant plan.

TOP offices/ units are to be structured to serve working TANF recipients
(recipients wth earned i ncome budgeted) and clients who, due to earnings,
have | eft TANF cash assistance wthin the past 12 nonths, but remin
eligible for other forns of assistance and/or services that are designed to
support working famlies. TOP offices/units will have two equally inportant
priorities: 1) to provide the supports and services necessary to keep
wor ki ng TANF reci pi ents enpl oyed and novi ng toward sel f-sufficiency, i.e.,
income sufficient to nake themineligible for cash assistance, and 2) to
ensure that those who | eave TANF with earnings that do not exceed 200% of
poverty receive all of the transitional and ongoi hg assistance they need and
are eligible for, e.g., lowincone day care, Medicaid and/or transitiona
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Medi cal Assistance (TMA), Child Health Plus, Honme Energy Assistance Program
( HEAP) , federal and State Earned Inconme Tax Credit (EITC), Non-Public

Assi stance (NPA) Food Stanps, and child support services. Addi ti ona

information regarding the guidelines for accessing TANF services for
famlies with income at or bel ow 200 percent of poverty wll be provided
under separate cover. TOP offices/units shall be structured to allow

clients ongoing access to these supports and services at a single entry
point with extended office/unit hours designed to support working fam i es.

NOTE: Cost Allocation Principles require that expenditures be allocated to
all benefiting prograns. Only costs allocated to TANF are eligible for 100%
TANF rei nbursenent. Costs allocated to other programs (e.g., M, Food

Stanps), are subject to reinmbursenent under those prograns.

In addition, none of the costs allocated to TANF can be used to suppl ant
existing state or local funding. Current state/local funding nust be
mai ntai ned so that the TANF MCE i nposed on states, including New York, 1is
not further jeopardized.

TOP DESIGN:  The establishment of TOP offices/units will require close intra
and inter-agency coordination. At the State level, TOP will be adm ni stered
by the Ofice of Tenporary and Disability Assistance, and supported by the
Depart nents of Labor, Health, and the Ofice of Children and Fanmly
Ser vi ces. At the local level, TOP nust be supported by a local district's
Tenporary Assistance, Enploynent, Child Support, Child Care, Medicaid, and
Child Wlfare Units.

The goal of the TOP office/unit is to identify and understand the
specific circunstances of each fam |y they are serving and to determ ne how

those circunstances will inmpact the famly's ability to achi eve and nmaintain
i ndependence fromthe cash assi stance system The inclusion, and perhaps
co-1l ocati on, of community agenci es/ organi zati ons that al so serve the TANF/

| owi ncome population within a local district's TOP office/unit structure
my serve to facilitate the delivery of specialized services necessary to
address a famly's specific circunstances. Exanmples of the types of
speci al i zed services that could be provided include, but are not linmted to,
fam |y counseling services, nentoring, parenting skills, nobney managenent,
and career counseling. Local districts are encouraged to include conmunity
agenci es/ organi zations in their TOP design (see Criteria for Beconing a TOP
District).

Local district TANF cases wth earned incone budgeted are to be
adm ni st ered by the TOP office/unit. Specific procedures for the
identification and transfer of earned incone cases to the TOP office/unit
nust be devel oped by the local district. Depending upon the size of a |loca
district's earned incone caseload, all cases could be transferred at program
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start-up or, at local discretion, on a staggered basis over one to siXx
nonths. |In addition, a |local district could submt a proposal to have their
TOP of fice/ unit serve sone, but not all, of their earned incone cases. TOP
districts wll also be required to devel op | ocal procedures for TANF earned
i ncome cases who lose their enploynent, i.e., allowthe recipient to remain

in TOP for a period of tine to encourage a quick return to an enpl oyed
status or, transfer the recipient back to the Fanmily Assistance Unit when
the I oss of earnings is reported.

To ensure that earned income cases receive the supports they need to
remain enployed and to ensure that these cases are closely nonitored for
sel f-sufficiency progress, TOP offices/units nust be staffed appropriately.
Staffing structures will be determi ned l|ocally; however, a local district's
proposed staffing structure will be given close scrutiny in the State's
review approval of a local district's TOP subni ssion. TOP offices/units
are expected to be staffed by a mi x of tenporary assistance, food stanp,
enpl oyment, child support, Medicaid, and child welfare workers or by a mx
of staff who are able to perform two or nore of these functions. A
district's TOP proposal must include a proposed staffing structure, i.e.,
the nunber and functions of staff assigned to the TOP office/unit and the
proj ected casel oad per worker

As all cases adm nistered by the TOP office/unit will be enployed cases,
the TOP of fice/unit nmust offer extended and/or non-traditional office hours,
e.g., opening early or closing |late one to two days a week, and/or open sone
weekend hours, so that clients are not required to take time off from work
to conme into the agency.

To ensure that those recipients who | eave TANF receive those benefits
designed to support working famlies, TOP proposals should provide specific
| anguage as to how recipients/clients will access the services and benefits
outlined in the Introduction section of this release, for example, TMA or
separate deterninations for Medicaid, and how such services will be assured
if famlies lose enploynent wthin 12 nonths after their cash assistance
case is closed.

CRITERFA FOR BECOMNG A TOP DI STRICT: Any district that would Iike to
participate in TOP nust subnmit a TOP proposal to the Ofice of Transitional
Supports and Policy (OTSP) for review and approval . The purpose of the TOP
plan is two-fold. First, OISP wants to ensure that all districts proposing
to open a TOP office/unit have a conpl ete understanding of TOP's priorities

and goals. Second, dependi ng upon the nunber of districts subnmitting
proposals, OISP may have to allocate the $3 mllion by selecting the best
proposal s subnitted. Districts that subnit proposals that are not approved

for a portion of the $3 nmillion funding may opt to use a portion of their
TANF Services Block Gant Plan funding to establish a TOP office/unit.
Informati on on the TANF Services Plan Block Grant wll be provided under
separate cover.
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The proposal to be submitted to OTSP for TOP start-up funds should be no
nore than 10 pages and nust include the follow ng:

1. Denonstration of an understanding of TOPs priorities and goals

Districts nust indicate in the plan's narrative that they have a clear

understanding of TOP's priorities and goal s. Districts nay want to discuss
current practices for working with earned incone cases and how the TOP
office/unit wll inprove their effort(s). Districts nmay also want to

di scuss how a TOP office/unit would inmprove district effort(s) to provide
transitional supports and services to those fanmilies who, due to enpl oynent,
| eave cash assi stance. In particular, districts should address how they
will ensure continuation of Medicaid or other appropriate health coverage
for famlies who are entitled to TMA or who are eligible under other
criteria.

2. Agency Conmit ment

A successful inplenentation of TOP requires the coordination and active
conmtrment of a number of internal units within a | ocal agency. Each unit
nust be able to fully support the activities of the TOP office/unit. To
denonstrate this level of commtnent, a district's proposal should provide
assurances that:

TOP will be an agency priority and senior nmanagement will be
conmitted to the success of the operation

The agency will commit a top level nmanager to coordinate the
desi gn, est abl i shnent, and operation of the office/unit. The
manager should have sufficient authority to ensure that the
support(s) required of wvarious wunits throughout the agency are

del i ver ed.

_ The agency is willing to establish a TOP i nplenentation team that
will assist in the design and establishnment of the office/unit.
The i npl enentati on team should include, but not be linmted to,

representatives from Tenporary Assi stance, Enploynent, Food Stanps,
Child Support, Child Care, Medi cai d, Servi ces and St af f
Devel opnent .

The agency will prepare a draft workplan detailing major activities
and tinmeframes for conpletion (the workplan should include an
anticipated start date for the TOP office/unit).
3. Organizational Structure

The proposal should include a statenent of the agency's conmitnent to:
Creating a non-welfare like office setting.
Establishing non-traditional office hours (e.g. early or late

weekday hours and/or weekend hours that would allow clients to
access the office/staff without taking tine off fromwork).
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Keeping caseloads at a level that will allow workers to conduct
pro-active case nanagenent.

Ensuring that the TOP office/unit is staffed wth personnel
experienced in TA, FS, Medicaid, Enploynent, Child Support, Child
Care, and Child Wl fare issues.

4. Coordination of TOP with District's TANF Services Plan and CASP

TOP proposal s should, to the extent possible, explain howclients served

by the TOP office/unit wll access those services funded through the
District's TANF Services Plan and how ot her comrunity agenci es/ organi zati ons
who serve the TANF/ I ow i ncome population will be used to support the TOP
of ficelunit. In addition, to the extent possible, districts should use

their CASP funds to support their TOP office's enpl oyment rel at ed
activities, in accordance with their approved TOP pl an

5. Administrative Budget

As part of their TOP proposal, districts nust submt an administrative
budget with projected costs for the establishnment of the TOP office. Cost s
for the establishnent of the TOP office may i nclude costs for |easing and/or
renodel i ng new fl oor space, costs for renodeling existing floor space, and
costs for utilities, telephone service, furniture and/or office equipment,
supplies, etc.. Pl ease note that capital inprovenents are not an all owabl e
cost. These non-personnel costs nust be cost allocated against any
benefiting program e.g., TANF, FS, Medicaid, Child Support, etc.. Those
costs determined to be new TANF costs will be reinbursed with 100 percent
TANF fundi ng.

Personnel costs, i.e., salaries and fringes, nust also be cost allocated
agai nst the prograns noted above. However, if the district's establishnent
of a TOP office/unit requires the hiring of additional staff, or the
reassi gnnent of staff to provide new services, those costs allocated to TANF
will be reinbursed with 100 percent TANF fundi ng. Per sonnel costs rel ated
to the devel opnent of a district's TOP proposal should not be included in
the district's proposed budget.

Costs reinbursed with 100 percent TANF dollars will not count against a
district's adnministrative cap. For infornational purposes, districts should
i ncl ude a second year budget for the TOP office/unit.

Districts that wish to use Mdicaid Wlfare Reform funding for TOP
Medi cai d activities should submit a revised plan to the Departnent of Health
foll owi ng the procedures outlined in 98- OW ADM 5. Such expenditures are
not subject to the adninistrative funding cap

REPORTI NG REQUI REMENTS/ QUTCOVE MEASURES: TOP is a service delivery design
and has no programspecific reporting requirenments. However, as all clients
receiving service through the TOP office/unit are either current or forner
TANF recipients, all of the reporting requirenments applicable to the TANF
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program are applicable to TOP. In addition to the TANF reporting
requi renents, TOP offices/units will be required to submt quarterly reports
to the Bureau of Transitional Prograns. The quarterly reports, which wll
be designed with TOP district(s) input, wll ask for data relative to the
nunber of cash assistance cases being served, t he nunber of non-cash
assi stance cases with inconme at or bel ow 200% of poverty being served, t he

type(s) of services being provided, and outcone neasures.

CLAI M NG PRI NCI PLES: Staffing for the TOP office/unit nmay include a nunber
of enployees froma nunber of functional areas. As a result, building costs

(rent, renodel i ng, utilities, etc.) incurred for the operation of a TOP
of fice/unit nust be cost allocated to the benefiting prograns. Loca
districts should use staff counts to allocate these costs. Local district

staff assigned to the TOP office/unit should be charged to the function
which their work represents (i.e., case managenent coded F1, Transitional MNA
coded F4, Food Stanps coded F7, etc.). Staff that work in nore than one
program area should be tinme studied. Non- per sonnel costs (i.e. equipnent,
furniture, telephone) that are identified with an enpl oyee should be coded
to that enployee's functional code. Comobn costs (i.e., supplies) should be
treated as an overhead expenditure and allocated to the prograns on a staff
count basis. Costs allocated to non-TANF areas are subject to nornal
rei mbursement rules. Specific claimng instructions will be provided at the
time districts are notified of their plan approval.

SUBM SSI ON OF PLANS AND Tl METABLES

Questions regarding TOP and/or the devel opnent of a TOP plan should be
directed to M chael Warner at (518)486-3380.

Pl an proposal s shoul d be submitted to:

Shari Noonan, Director
O fice of Transitional Supports and Policy
8th Fl oor
40 North Pearl Street
Al bany, New York 12243
Fax: (518) 402-3029

Pl ans nust be received by OISP by c.o0.b. July 7, 2000.
Plans will be reviewed and rated by a team of State agency representatives.
A district's plan will be evaluated and rated on the following criteria:

The extent to which the plan denpbnstrates a clear understandi ng of
TOP's priorities and goal s.

The extent to which the plan explains how TOP will inprove the
district's ability to assist earned inconme cases achieve self-
suf ficiency.

The extent to which the plan explains how TOP wll inprove the
district's ability to provide a full range of transitional supports
to famlies who, due to earnings, are no longer receiving a cash
grant.
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_ Whet her the plan contains all of the necessary assurances regarding
agency conm tnment and how those commitnents will be net.

_ Whet her a proposed annual budget was included and whether the plan
as a whole justifies the anount requested.

_ The plan is received by OTSP by the plan subni ssion deadline.

Shari Noonan, Director
O fice of Transitional Supports and Policy



