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Temporary Assistance and Supplemental Nutrition Assistance Program Employment Plan
January 1,2016- December 31,20'17

Section 1- Assurances

As a condition of the receipt of federal and State funds the Oswego County Department of Social
Services submits this Temporary Assistance and Supplemental Nutrition Assistance Program Employment
Plan (Plan) to the New York State Office of Temporary and Disability Assistance. The Plan outlines the
administration of employment services for Temporary Assistance (TA) and Supplemental Nutrition Assistance
Program (SNAP) applicants and recipients for the period January 1,2016 through December 31,2017. As
Commissioner of Oswego County Department of Social Services, I hereby affirm that employment services

in accordance with all applicable federal and State policies, laws, regulations
and provisi

Social Services Acting Commissioner

Amendments to this Plan:
Date Approved OTDA Section Amended Paqes Effected

(To be completed by OTDA)
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Section 2 Administration 
 
Section 2.1 Administrative Structure 
 
This agency’s organizational chart is attached.  It identifies the units and staff within the agency that are 
involved in the operation of the district’s employment program. 
 
Following is a description of the office(s) in and/or outside of the Department of Social Services that are 
involved in the operation of the district’s employment program.  The responsibilities of each office are 
described below.   

 
Attachment A provides an organizational chart for the Oswego County Department of Social Services 

and highlighting the units responsible for the districts employment programs.  Included are the Employment 
and Training, Temporary Assistance and Child Support units. With Employment and Training takes the lead in 
delivering employment services, teams comprised of staff from each of these units deliver services to clients.  
Employment functions include but are not limited to assessment; employment plan development; assignment 
to work activities; monitoring of participation in work activities; job development, job placement and job 
retention activities; job readiness training; education and job skills training; developing and monitoring 
treatment plans for exempt individuals with potential for restoration to self-sufficiency; coordination and 
provision of supportive services; conciliation/dispute resolution; and disability determinations as they relate to 
employment activities.  While the employment unit takes the lead in administering these services, information 
is shared as services are coordinated with the other units as needed. 

 
Administrative oversight is provided through a DSS Managers group comprised of: 
-Commissioner of Social Services 
-Deputy Commissioner of Social Services 
-Director of Children and Family Services 
-Director of Finance 
-Director of Mental Hygiene Services 
-Coordinator of Employment Services 
-Director of Assistance Programs 
-Coordinator of Child Support Services 

 
Section 2.2 TA and SNAP Employment &Training (SNAP E&T) Provider Agencies  
Table 1 - Contracts Associated with TA and SNAP Employment Programs and Services 

 
Table 1 lists the local contracts or agreements with agencies to provide employment services to TA and SNAP 
clients.  These activities and services may include, but are not necessarily limited to, employability 
determinations, development of assessments and employment plans, conciliation and grievance activities, 
provision of work activities such as job readiness training, education and job skills training, monitoring and 
support for compliance with treatment plans for exempt individuals with the potential for restoration to self-
sufficiency, job development, job placement and retention services, and other employment related activities.   
 
Each contract listed in Table 1 contains an assurance that the activities are not otherwise available from that 
provider on a non-reimbursable basis, and, if not a performance-based contract, a statement regarding use of 
a cost allocation methodology that satisfies Generally Accepted Accounting Principles, as well as the 
requirements of U.S. Office of Management and Budget Circulars A-122 for nonprofit organizations, A-21 for 
educational institutions, or A-87 for State and local governments. 
  
 
 
 
Provider 

Total 
Contract 
Cost 
 (per 
year) 

 
Funding 
Source(s) 
(Check all that 
apply) 

 
Categories of 
Clients Served 
(Check all that 
apply) 

 
 
Programs, Services or 
Activities Provided 
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Provider 

Total 
Contract 
Cost 
 (per 
year) 

 
Funding 
Source(s) 
(Check all that 
apply) 

 
Categories of 
Clients Served 
(Check all that 
apply) 

 
 
Programs, Services or 
Activities Provided 

OCWNY $287,221.
00 

  FFFS 
  SNAP E&T 
  Local 
  Other        

  FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

TANF Summer Employment 
Program:  Subsidized summer 
work experience program for 
TANF/TANF200% eligible youth 
ages 16-20. 

OCDSS, 
E&T 

$26,625.0
0 

  FFFS 
  SNAP E&T 
  Local 
  Other        

  FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Transportation Initiative Program 
(TIP):  Transporation services 
such as vehicle repairs and 
registration and insurance 
payments to assist TANF/TANF 
200% eligible individuals to 
accept/retain employment. 

              FFFS 
  SNAP E&T 
  Local 
  Other    

  FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

      

              FFFS 
  SNAP E&T 
  Local 
  Other        

  FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

      

              FFFS 
  SNAP E&T 
  Local 
  Other        

  FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

      

            
 

  FFFS 
  SNAP E&T 
  Local 
  Other        

  FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

      

Total       $313,846.
00 

   

 
Table 2 – Other Service Providers 

 
Table 2 includes agencies/providers that offer services to participants and to which the district expects to refer 
participants but which have no direct financial agreement with the district (e.g., WIOA programs, SED funded 
services, OTDA Wage Subsidy providers).  
 
 
 
Provider 

Funding 
Source(s) 
(if known) 

Categories of 
Clients Served 
(Check all that 
apply) 

 
 
Programs, Services or Activities Provided 
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Provider 

Funding 
Source(s) 
(if known) 

Categories of 
Clients Served 
(Check all that 
apply) 

 
 
Programs, Services or Activities Provided 

ACCES-VR NYSED   FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist individuals with disabilities to obtain 
training and prepare for, obtain, and retain 
employment.   

ARISE         FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist individuals with disabilities.  

CiTi 
(formerly 
Oswego 
County 
BOCES) 
 
Fulton City 
School 
District 

NYSED   FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist individuals to remediate basic skills, 
address english language barriers, prepare for the 
High School Equivalency exam, and to obtain work 
readiness and occupational skills training. 
 
 
Services to assist indivdiuals to remediate basic skills 
and to prepare for the High School Eqivalency exam.  

Catholic 
Charities 

 
 
      
 

  FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist families to address food/nutrition 
needs (Food Bank). 

 
Salvation 
Army 

        FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist families to address food/nutrition 
needs (Food Bank). 

Oswego 
County 
Food Pantry 

        FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist families to address food/nutrition 
needs (Food Bank). 

City of 
Fulton CDA 

        FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist families with housing needs. 

City of 
Oswego 
CDA 

        FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist families with housing needs. 

Oswego 
County 
Planning 
Dept/ 
Housing 
Unit 

        FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist families with housing needs. 
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Cornell 
Coop. Ext. 

        FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist families with financial literacy, 
budgeting, and food/nutrition needs (i.e. APPLES 
workshop on budgeting food $, nutrition and meal 
preparation. 

SUNY 
Oswego 
VITA 

        FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist families with income tax 
preparation. 

Oswego 
County 
Child Care 
Council 

        FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist individuals to become registered 
child care providers and to assist families with child 
care needs (e.g. locating a provider). 

Oswego 
Public 
Library 

        FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist individuals to develop computer 
skills and prepare for employment. 

Oswego 
County 
Workforce 
NY 

        FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist individuals to prepare for, obtain 
and retain employment. 

Oswego 
County 
Opportunitie
s 

        FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

Services to assist individuals to address literacy skills, 
begin early childhood education (e.g. Headstart), 
address nutrition needs (e.g. WIC), and prepare for 
employment. 

              FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 

      

              FA 
  SN Family 
  SN Individual 
  SNAP 
  TANF 200% 
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Section 2.3 OTDA Jobs Staff Agreement 
 
OTDA Jobs Program Services – Target Groups 
(“X” signifies those that apply in this district) 
 

Services  Target Groups  

Assessment/Employment Plan  Applicants  

Supervised Job Search  FA & SN with children  

Job Readiness Training  SN without Children  

Job Club  SNAP  

Job Placement Services  TANF 200%   

Grant Diversion        

Job Development (employer outreach)    

WOTC pre-certifications    
 

Other Services Requested 
 

Described below are additional services/duties which will be requested of Jobs staff (e.g., 
WTWCMS data entry, case conferencing, job fairs) 
 
Jobs Staff may participate in orientation sessions held for applicants for Temporary Assistance.  
Jobs staff meet with clients to provide resume assistance and referral to jobs.  Jobs staff contact 
employers on behalf of clients to assist in job placement.  In addition, Jobs staff may be requested 
to do the following: 
-attend case eligibility review sessions with clients as scheduled 
-participate in case conferencing 
-perform 30-day follow-up on clients who entered employment 
-provide monthly recap reports on clients who entered employment 
-participate in team meetings with LDSS staff 
-provide post-employment services 
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Section 3 Engagement and Work Preparation 
 
Section 3.1 Federal “Engaged in Work” Requirement (Reference 18 NYCRR 385.2 (f)) 
 
For purposes of satisfying the federal requirement which states that parents or caretakers must 
be engaged in work as soon as the district determines they are ready, but no later than within 
24 months of receiving federally funded assistance, the district’s definition of “Engaged in Work” 
is: 
 
Compliance with assessment, employment planning, all activities included in the individual’s 
Employment/Self-Sufficiency plan including any need to attend treatment/rehabilitation 
programs, or any of the work activities listed in Section 3.4.  Also included is pursuit of other 
forms of income such as SSI and SSD.   
 
 Oswego County will use the State definition above to define "Engaged in Work". 

 
 
Section 3.2 Orientation (Reference 18 NYCRR 385.5) 
 
Check one of the following: 
 

 The district provides orientation in accordance with 18 NYCRR Section 385.5 and no 
additional information is provided at orientation. 

 
 In addition to the requirements outlined in 18 NYCRR Section 385.5 of the regulations, 

the district’s orientation provides the following: 
 

OCDSS has an up-front Applicant Orientation for all individuals applying for 
temporary assistance. Staff from the Employment and Training, Temporary Assistance 
and Child Support units conduct the orientation.  Orientations are generally conducted in 
groups.  However, a one to one orientation can be provided when the district determines 
it is appropriate.  The Applicant Orientation includes the following: 

-Information regarding the temporary nature of assistance with emphasis on time 
limits. 

-Alternatives to Temporary Assistance 
-Information on child care in lieu of TA 
-Information on one-time payments 
-Available tax credits and child care assistance 
-Child Support requirements 
-Alimony/maintenance/spousal support requirements 
-Application process requirements, including but limited to: 
>Drug and alcohol screening 
>Medical review process for those claiming they are unable to work 
>FEDS review process 
>Domestic Violence information/services 
>Student Loan repayment obligation 
>Employment requirements 
>Work requirements for applicants 
>Work requirements for recipients 
 
Applicants are generally scheduled for an Employment Assessment within one 

week of the Orientation.  Orientation information is provided to cash assistance 
recipients in writing at the recertification appointment. 
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Described below is the manner in which the district completes the required orientation for all 
applicants and recipients of Temporary Assistance (e.g., done in a group setting or individually 
or a combination of both), including the orientation procedure for exempt individuals and non-
exempt individuals, if different: 

 
 The orientation is conducted by staff from the employment and Training, Child Support 
and Temporary Assistance units at the Oswego County Department of Social Services.  All 
applicants (exempt and non-exempt) are scheduled to participate in the orientation.  
Orientations are generally conducted in a group setting.  However, individual sessions may be 
conducted when appropriate, at the discretion of the local district.     
 
 
Section 3.3 Assessment and Employment Planning  
 
Temporary Assistance Assessment  
(Reference 18 NYCRR 385.6 and 385.7) 
 

a. Check one of the following: 
The district conducts assessments as required by 18 NYCRR 385.6(a) and 

385.7(a):  
 The district enters assessments directly into WTWCMS 

 
 The district uses the LDSS 4980 (New York State Assessment) and later 
enters information into WTWCMS. 

 
 The district conducts assessments using a local equivalent tool, and later 
enters information into WTWCMS.  Attached is the local equivalent. 

 The local equivalent does not contain additional elements other than 
what is required. 

 The local equivalent does contain additional elements beyond what is 
required, listed below: 

 
       

 
b. Describe the local district procedure for the completion of an employment assessment:  

 
Following Orientation, applicants for temporary assistance are scheduled for 
Employment Assessment generally within a one week period.  Employment 
Assessment is held at both the Mexico and Fulton offices. Adult applicants (those 
age 25 or older) generally attend orientation in the Mexico location, while youth 
applicants (up to age 24) generally attend orientation at the Fulton One Stop where 
additional resources are available to assist youth to meet their employment needs. 
 
Those attending Employment Assessment in the Mexico office are scheduled for a 
group meeting where the "locator" version of Test of Adult Basic Education ((TABE) 
is administered to assess basic math and reading levels.  Following the TABE, 
employment staff meet one-to-one with each individual to complete the NYS 
Assessment Form (LDSS-4980), and if applicable, the NYS Employment Plan 
(LDSS-4978).   
 
Those attending Employment Assessment in Fulton are scheduled for a group 
meeting where they are made aware of required work activities as well as the 
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resources available through One Stop youth programs to assist them to meet their 
employment goals.  Following the group meeting, employment staff meet one-to-one 
with each individual to complete the NYS Assessment Form (LDSS-4980), and if 
aplicable, the NYS Employment Plan (LDSS-4978).  Individuals are then given a 
follow-up appointment to take the full version of Test of Adult Basic Education, 
generally within two weeks of the Employment Assessment appointment.   
 
Employment staff in both offices review the Employment Assessment with each 
individual, and use this information to determine "work readiness".  Non-exempt 
individuals determined work ready are assigned to an applicant job search and/or 
workshops as appropriate.  Individuals who are not work ready are assigned to 
workshops and/or referred to other services to address their needs.   At the point the 
individual is determined work ready, s/he is assigned to job search and/or 
appropriate workshop activities. 
 
Employment staff use the NYS Employment Plan to work with each individual to 
establish a plan of service to move the individual to self-sufficiency. The plan is 
developed with each individual and outlines/defines the activities the individual will 
be assigned to participate in to reach his/her employment goal.  The employment 
plan also addresses any barriers faced by the individual and the supportive services 
necessary for the individual to participate in employment activities.  The Employment 
Plan is developed with each individual based on the required activities and the 
individuals interests, needs and preferences.  However, if preferences cannot be 
accommodated, it is noted in the plan.      

 
c. The district administrative unit or contractor responsible for conducting assessments is: 

 
The Employment and Training unit is responsible for conducting assessments. 
 

d. The qualifications of the employees conducting the assessment are at minimum:  [Refer 
to requirements listed in 18 NYCRR 385.6(c) and 385.7(c)] 

 
Employment Specialists conduct the assessments.  Employment Specialists hold a 
Bachelor's degree. 

 
e. Applicants in households with dependent children are required to participate:     

 Yes  No 
 

f. Applicants in households without dependent children are required to participate: 
 Yes  No 

 
 

Temporary Assistance Employment Plans  
(Reference 18 NYCRR 385.6(b) and 385.7(b)) 
 

a. Check one of the following: 
The district develops individual employment plans as required by 18 NYCRR 
385.6(a) and 385.7(a):  

 The district enters employment plans directly into WTWCMS. 
 

 The district uses the LDSS 4978 (New York State Employment Plan) and 
later enters information into WTWCMS. 
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 The district develops individual employment plans using a local equivalent 
tool, and later enters information into WTWCMS.  Attached is the local 
equivalent. 

 The local equivalent does not contain additional elements other than 
what is required. 

 The local equivalent does contain additional elements beyond what is 
required, listed below: 

 
       

 
b. Check one of the following: 

 The same administrative unit or contractor that conducts employment 
assessments also develops employment plans. 

 A different district administrative unit or contractor develops employment plans, 
and their qualifications include: 

      
 
Section 3.4 Participation Rates and Work Activities (Reference 18 NYCRR 385.8 and 
385.9) 
 

a. Described below is how the district plans to meet federal and State Temporary 
Assistance participation rate requirements.  Included is the weekly hours standard 
participation requirement for individuals in the different case and household types, 
along with the typical time period it takes for nonexempt individuals to be engaged in 
activities for both newly opened cases and individuals who status changed from 
exempt to nonexempt.  Information regarding engaging exempt individuals is entered 
in Section 6: 

 
OCDSS strives for a weekly participation requirement of 30 hours per week for 

each individual.  While this is the estabished standard, each case is reviewed and 
individuals are ultimately assigned based on the circumstances of their case. Work 
hours assigned may vary due to work exemptions, work limitations and/or other case 
circumstances. 

 
Applicants participate in Employment Assessment generally within one week of 

Orientation.   The assignment to work activities begins at the Employment 
Assessment.  Non-exempt Family Assistance and Safety Net applicants determined 
work ready are assigned to a job search.  Failure to participate may result in a case 
denial.   

 
At the point a public assistance case open, the individual is assigned to Work 

Experience and/or other appropriate work activities based on the circumstances of 
each case. 

 
Upon notification of an individual's status change from exempt to non-exempt 

status, the individual is scheduled for a case management meeting.  Meetings are 
generally scheduled within one week of the notice of change in status.  Employment 
staff meet with the individual to complete the NYS Employment Plan, asssign the 
individual to job search and proivide the job search contact record for the individual 
to record job search contacts.  The individual is given a job search follow-up 
appointment for a future date.  The individual is also assigned to other appropriate 
work activities based on his/her needs.  Activities iinclude but not limited to 
educational training, job readiness training, job skills training, workshops and work 
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experience.   Oswego County uses WTWCMS and Cognos reports to monitor 
participation rates. 

 
b. Estimate the number of individuals served averaged monthly: 

 
 Households with  

Dependent Children 
Households without  
Dependent Children 

Individuals 484 589 
 

c. Described below is a description of how the district uses work participation 
management reports available through Cognos or other reports and activities to 
monitor district progress toward meeting work participation requirements and 
ensuring full engagement by adults in work or work preparation activities: 
 

OCDSS uses the current and monthly Cognos reports to monitor the district's 
progress toward meeting work participation requirements.  Staff are provided with 
both the "preliminary countable: and the "participation and engagement" reports 
specific to their caseload each month, along with a report summarizing participation 
and engagement status from the beginning of the program year.  These reports are 
used to ensure information in the system is accurate and complete, and to identify 
cases needing to be engaged or assigned to additional work activities.  Supervisory 
and management staff also use reports to review progress and identify areas 
needing further attention.  
 

d. Describe the extent to which the district requires Non-Temporary Assistance 
Supplemental Nutrition Assistance Program (NTA SNAP) applicants and recipients 
to participate in SNAP E&T work activities. If the district is not mandating SNAP E&T 
work activity assignments, please describe how NTA SNAP work registrants are 
informed of the services available, upon request, for assistance with job search 
activities.  Please note: At a minimum, districts are required to make available job 
search as a SNAP E&T activity to NTA SNAP applicants and recipients: 

 
While Job Search assistance is offered, OCDSS does not mandate NTA SNAP 

applicants and recipients to participate in Job Search work activities.  However, NTA 
SNAP applicants and recipients are provided written information regarding the 
employment services available to assist them to reach their employment goal.  When 
Oswego County is not eligible for an ABAWD waiver, the district will make available 
appropriate SNAP activities to ABAWD's. 
 

e. Please describe the local district procedure for Job Search, including the required 
number of job search contacts and hours per week assigned.  Also include a 
description of how often individuals are generally required to report job search 
outcomes and if activities other than job search are routinely expected:   

 
1. The district assigns TA applicants to Job Search.    Yes    No 

 
If yes, the process for engaging TA applicants is: 

 
 Non-exempt, work ready TA applicants are assigned to job search at the 

Employment Assessment.  Employment staff provide an overview of job search 
requirements, have applicants sign a job search contract and provide a log to 
record job search contracts.  Applicants are provided direction on completing the 
job search log, including the minimum number of contacts required each week.  
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Applicants are then scheduled for a job search follow up appointment 1-2 weeks  
following the assessment.  Follow-up group job search meetings are then 
scheduled every two weeks.  

 
Applicant 
Job 
Search 

Number 
of 
Contacts 

Number of 
Hours 

Additional Information 

TANF and 
SN MOE 

5 5 Contacts are recorded in a job search 
log. 

SN 
Individuals 

5 5 Contacts are recorded in a job search 
log. 

 
 

2. The district assigns TA recipients to Job Search.    Yes    No 
 
If yes, the process for engaging TA recipients is: 

 
 Once the TA case opens, the indivdual continues job search as a 

recipient.  Follow-up group job search appointments for recipients are scheduled 
once per month.  For recipients who did not participate in an applicant job search 
but are now appropriate for job search, employment staff meet with the recipient 
to update the employment plan, explain job search requirements, provide a job 
search log and schedule the individual for follow-up group job search 
appointments.    

 
 
f. The allowable work activities that are available in the social services district are listed 

and defined as follows.  An “X” in the appropriate check box indicates the activity is 
available for individuals receiving Family Assistance (FA), Safety Net Assistance for 
households with children (SN Fam), Safety Net Assistance for households without 
children (SN IND), and/or Supplemental Nutrition Assistance Program (SNAP) 
benefits.  If a check box is blank it indicates that the activity is not available for that 
household/case type. See the table on the next two pages. 
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Activity and Definition 
  FA 
  SN Fam 
  SN Ind 
  SNAP 

Unsubsidized Employment - Full time or part time employment in the public or private sector that is not subsidized by TANF or any other public program (excluding employer tax credits).  
Unsubsidized employment includes self-employment and/or paid internships.    

  FA 
  SN Fam 
  SN Ind 
  SNAP 

Subsidized Private Sector Employment - Employment in the private sector for which the employer receives a subsidy from TANF or other public funds (excluding tax credits) to offset 
some or all of the wages and costs of employing and training a recipient in accordance with New York State Social Services Law 336-f.  Subsidized private sector employment will include 
positions subsidized through grant diversion/Transitional Employment Advancement Program (TEAP), supported employment programs, and paid college work study programs at private 
institutions. Individuals participating in subsidized private sector employment are paid wages and receive the same benefits as unsubsidized employees who perform similar work.  An 
employment situation will be subsidized for up to the full amount of wages/benefits provided to the program participant and will be subsidized for the length of time as determined 
appropriate by the State or social services district.   

  FA 
  SN Fam 
  SN Ind 
  SNAP 

Subsidized Public Sector Employment - Employment in the public sector for which the employer receives a subsidy from TANF or other public funds (excluding tax credits) to offset 
some or all of the wages and costs of employing and training a recipient in accordance with New York State Social Services Law 336-e.  Subsidized public sector employment will include 
positions subsidized through grant diversion/TEAP, supported employment programs, and paid college work study programs at public institutions.  Individuals participating in subsidized 
public sector employment, and work study unless otherwise permitted under a federal work study program, are paid wages and receive the same benefits as unsubsidized employees who 
perform similar work.  An employment situation will be subsidized for up to the full amount of wages/benefits provided to the program participant and will be subsidized for the length of time 
as determined appropriate by the State or social services district.   

  FA 
  SN Fam 
  SN Ind 
  SNAP 

Work Experience - Unpaid work performed at a public or not-for-profit organization to enable a participant who cannot find unsubsidized employment to improve his or her employability.  
Work experience provides participants with an opportunity to acquire, training, knowledge, work habits, and work references necessary to obtain and retain employment.  Participation in 
work experience includes training required for the participant to complete the work experience assignment.  For example, an individual who is expected to provide clerical support in a 
government agency may be provided training to develop or refine filing and data entry skills as needed to perform the tasks required as part of the work activity assignment.  
 
In addition to those components noted above, work experience will include unpaid internships that are part of any non-graduate student’s education curriculum.  (Note:  Paid internships are 
to be reported as employment.) 

  FA 
  SN Fam 
  SN Ind 
  SNAP 

On-the-Job Training (OJT) - Training in a public or private sector employment setting during which the participant receives work-essential paid training while he or she is engaged in 
productive work that provides the knowledge and skills essential to attain full and adequate performance of the job. 
 
OJT will be unsubsidized (for which the employer does not receive a subsidy) or subsidized using TANF funds or other funds to offset the cost of the training provided to the participant.  A 
subsidized OJT will be subsidized for up to the full cost of providing such training and wages/benefits provided to the program participant.  Positions will be subsidized for the length of time 
determined appropriate by the State or social services district.  OJT is distinct from subsidized employment due to the fact that the individual must participate in workplace training to attain 
full and adequate job performance and the subsidy provided is intended to offset the cost of such training.   

  FA 
  SN Fam 
  SN Ind 
  SNAP 

Community Service - A structured program in which participants perform work for the direct benefit of the community under the auspices of public or nonprofit organizations.  Community 
service placements must be projects that serve a useful community purpose in fields such as health, social services, environmental protection, education, urban and rural redevelopment, 
welfare, public recreation, public facilities, public safety, and childcare.  Community service programs are designed to improve the employability of participants not otherwise able to obtain 
unsubsidized employment.  Participation in community service may include training that is directly required for the participant to complete the community service assignment.  For example, 
an individual who is expected to provide clerical support to a food pantry may be provided training to develop or refine filing and data entry skills.  

 
Community service assignments will primarily be voluntary in nature including participation in VISTA, Americorps, and unpaid volunteer activities at a school, Head Start programs, religious 
or faith-based institutions, community organizations or a nonprofit or public agency but will also include such mandated participation when court ordered.  Participation in activities to 
support these organizations is deemed to provide a service to the community.  In those instances where the participation could meet the federal definition of work experience or community 
service and the district or program provider would like to have another recipient provide childcare for the community service individual, such hours of work may be reported as participation 
in community service.  

  FA 
  SN Fam 
  SN Ind 
  SNAP 

Job Search - The act of seeking or obtaining employment or preparing to seek or obtain employment and will include looking for suitable job openings in a group or individual setting, 
making contact with potential employers, learning appropriate workplace expectations and behaviors in preparation for submitting job applications and interviewing, preparing to or applying 
for and/or interviewing for jobs and related activities.   
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Activity and Definition 
  FA 
  SN Fam 
  SN Ind 
  SNAP 

Job Readiness Training (JRT) Activities - Participation in programs that include seeking and preparing for work.  JRT includes two types of activities:  (1) traditional activities of resume 
preparation, training in interviewing skills, and instruction in workplace expectations, training in effective job seeking, including life skills training; and (2) activities that improve an 
individual’s employability, such as substance abuse treatment, mental health treatment, or rehabilitation activities in which a qualified medical or mental health professional has certified 
that such treatment is necessary.   
 
Traditional JRT activities will include: resume preparation, training in interview skills, instruction in workplace expectations, training in effective job seeking, life skills essential to workplace 
success, time management, goal setting, budgeting, basic math and literacy skills, household management, interpersonal skills, decision making skills, anger management, parenting skills 
when it has been determined that such training could help reduce unplanned work leave or apprehension toward entering employment.  
 
For TANF and SNA MOE families, JRT also includes substance abuse and other treatment and rehabilitative services that are required for individuals who are unable to work or individuals 
whose employability and employment retention requires such services.  Such services, which should be reported on WTWCMS as such, will be deemed within WRTS participation rate 
logic to be JRT for recipients of TANF and SNA MOE but will be deemed to be Community Service for recipients of SNA non-MOE, include:  
 
• Physical health treatment and rehabilitation services including attending necessary physical therapy, and doctor appointments.  Such treatment will include medical, behavioral and 

other treatment necessary for individuals suffering from substance abuse (current and former users) with such required treatment ranging from detoxification services to after 
care/abstinence maintenance.   

• Mental health services including therapy, counseling, and other services to address mental or emotional disorders that can interfere with an individual’s daily life functions, ability to 
work, looking for work or the ability to retain employment.   

  FA 
  SN Fam 
  SN Ind 
  SNAP 

Vocational Education - Vocational education is defined as an organized educational program that directly relates to the preparation of individuals for current or emerging occupations that 
require training up to a four year degree.  Vocational education does not generally include basic or remedial education or English as a Second Language (ESL) but may include work 
focused general education and language instruction that is a regular or integral part of a vocational education program.  Social services districts are responsible for ensuring that any such 
remedial education or ESL is a regular part of the program for participants with similar skill sets as the TANF/SNA MOE client, is determined necessary by the program provider, and is 
limited in hours to less than one half of program participation.  Vocational education programs include the completion of activities that provide individuals the knowledge and skills to 
perform a specific trade, occupation or vocation.  Vocational education must be provided by an education or training organization.   

  FA 
  SN Fam 
  SN Ind 
  SNAP 

Job Skills Training - Training or education in job skills to improve a participant’s employability, to ensure clients have the basic skills competencies required by employers to support job 
entry and/or to advance or adapt to the changing demands of the workplace.  Where identified as needed, such training may include the development of basic workplace skills including 
professional workplace behaviors and decision making skills.  Job skills training may include customized or technical training designed to provide participants with additional workplace 
skills, post-secondary education courses leading to a bachelor’s or other advanced degree, or other training included under the definition of vocational education training.  Job skills training 
may include literacy instruction, English language instruction, or other basic education for an individual who has already obtained a high school diploma or equivalency when determined 
from a client’s assessment that such instruction is needed to improve the participant’s employability.  

  FA 
  SN Fam 
  SN Ind 
  SNAP 

Education Training - Education directly related to employment for a recipient who has not received a high school diploma or equivalency must be related to a specific occupation, job or 
job offer or otherwise determined based on a client assessment as necessary to improve the participant’s employability to support job entry, retention or advancement.  Education directly 
related to employment may include courses designed to provide the knowledge and skills for general or specific occupations or work settings to ensure clients have the basic skills 
competencies required by employers and may also include adult basic education, ESL instruction and education leading to a high school  equivalency diploma as determined as necessary 
to improve the participant’s job opportunities in potential occupations.  Where identified as needed such training may include the development of basic workplace skills including 
professional workplace behaviors and decision making skills. 

  FA 
  SN Fam 
  SN Ind 
  SNAP 

Secondary School - Regular attendance in accordance with the requirements of the secondary school or a course of study at a secondary school or other State accredited institution 
leading to a high school equivalence (HSE) diploma, in the case of a recipient who has not completed secondary school or received a certificate of general equivalence.  Secondary school 
participation may include general adult basic education or ESL if it is linked to attending secondary school or leading to a HSE diploma as determined necessary by the educational 
institution. Secondary School or HSE programs that routinely include ESL, career training, alternative school, tutoring, dropout prevention, teen pregnancy or parenting programs as a 
requirement of program participation as determined by the educational institution will also be permitted.    

  FA 
  SN Fam 
  SN Ind 
  SNAP 

Provision of Childcare for Individual Participating in Community Service - Providing unpaid childcare to enable another Temporary Assistance (TANF/SNA MOE funded) recipient to 
participate in a community service program. 

  FA 
  SN Fam 
  SN Ind 
  SNAP 

Other - Any work activity that does not meet the criteria of any of the above countable activities constitutes participation that is not countable toward federal and State participation rates. 
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Section 3.5 Job Development 
 
The district conducts or accesses job development services to expand job opportunities for TA and SNAP 
clients.    Yes    No 

 
If yes, the district participates in job development activities in the following manner: 
 

  District staff contacts employers to solicit jobs for Temporary Assistance participants.   
  

Below is the description of how this is done, including number of staff, frequency of contacts, etc.: 
 

OCDSS operates a Subsidized Employment program funded through the Flexible Fund for 
Family Services (FFFS). Employment and Training unit staff are responsible for administering 
this program. Staff solicit job openings for temporary assistance applicants and recipients 
based on the individuals interests/needs. Employers are provided an opportunity to interview 
each candidate for available job openings. Positions in the public, private or non-profit sectors 
may be considered. Once the employer selects a trainee, a training period is established taking 
into consideration the background and skills of the individual being trained. The employer is 
reimbursed the trainees wages during the designated training period to offset the employer’s 
cost of training.  
Full-time, permanent positions are targeted for the Subsidized Employment program. However, 
part time positions can be considered when appropriate.  
Employment and Training unit staff contact employers on an on-going basis. Once an 
individual in placed with an employer, the Employment Specialist maintains contact with the 
trainee and the employer as needed, for a minimum of once each month, throughout the 
training period.  
 
Employment and Training unit staff also coordinate with other workforce programs and serve 
as “business service representatives” on the One Stop Business Services Team; this helps to 
ensure all job leads are shared between the respective workforce programs. 

 
   District contracts or has an agreement with another agency to contact employers and solicit jobs 
for Temporary Assistance and/or SNAP participants.  Below is the description of how this is done, 
including number of staff, frequency of contacts.  

 
OCDSS has an informal agreement with the One Stop Center to share information on job 
development activities. The Job Development staff at the One Stop use electronic means (i.e. 
e-mail, NYS Job Bank) to share information on job leads and employer recruitments. As One 
Stop staff develop/learn of job openings and/or employer recruitments, information is shared 
with local district staff to make them aware of the job openings, job requirements, and the 
application process for referring clients. Employer recruitments are held on-site at the One Stop 
and at the Career Center located at the Department of Social Services.  
In addition, OTDA Jobs program staff contact employers by telephone and make field visits to 
follow up on job leads and solicit job openings on behalf of our clients.  

 
 OTDA Jobs Program staff are charged with job development as indicated in section 2.3.  Additional 

information, if any, is described below: 
 

      
 
 

Section 3.6 Training Approval and Activity Enrollment Policies  
(Reference 18 NYCRR 385.9)   
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a. Describe how the district identifies appropriate education program providers for services of Adult Basic 
Education, High School Equivalency (HSE) diploma preparation, and English Language Instruction that 
are available to clients whose assessment indicates such services would be an appropriate work 
activity assignment: 

 
As a member of the Oswego County Workforce Development Board, OCDSS works with 

partner agencies to identify appropriate education programs available in Oswego County. Oswego 
County DSS has access to ABE, HSE, and ESL programs through CITI (formally Oswego County 
BOCES) and the Fulton City School District; these agencies serve as providers for these programs.  

 
Oswego County DSS will conduct an assessment of the educational skills of temporary 

assistance recipients. The district may mandate recipients who lack a high school diploma or a HSE, 
those identified as basic skills deficient, and/or those in need of ESL classes, to participate in 
educational programs.  

 
b. Describe how the district identifies appropriate providers of Vocational Education and Job Skills 

Training programs that are available to clients whose assessment indicates such services would be an 
appropriate work activity assignment: 

 
OCDSS coordinates with the One Stop and uses the local Demand Occupation List and the 
New York State Eligible Training Provider List to identify appropriate vocational and job skills 
programs. Individual requesting training are also provided an opportunity to make a case for 
approval of a training provider/program if they can show there are three or more verifiable job 
openings in the local labor market for the training program being requested. 
 
In addition, we use the programs approved by the Oswego County Workforce Development 
Board through their Youth RFP process for those non-exempt individuals under age 25.  

 
c. Describe the process and guideline workers follow to ensure that individuals who have not attained a 

basic literacy level and/or have not attained a high school diploma are offered the opportunity to 
participate in an educational activity: 

 
OCDSS conducts an assessment of the educational skills of temporary assistance recipients. 
All non-exempt recipients who lack a high school diploma or HSE, those who are basis skills 
deficient, and/or those in need of ESL classes are made aware of the educational services 
available to meet their needs. Individuals may be mandated to participate in these programs.  
 

d. Describe the district’s process and policy, including the guideline workers follow, when determining 
whether participation in educational activities is approved for individuals who have not attained a high 
school diploma who are interested in participating in an educational activity.  Include in this section 
instances when the agency would deny participation in education activities: 

 
OCDSS's policy is to approve non-exempt individuals for educational programs in addition to 
their required participation in other mandated work activities.  

 
e. Describe the district’s process and policy for determining whether or not a participant is 

approved/assigned to participate in job skills or vocational education activities: 
 
Temporary Assistance applicants/recipients who are interested in participating in job skills or 
vocational education activities and are non-exempt from work activities meet with an 
Employment Specialist (case manager) to determine if the work activity is the most effective 
method of achieving self-sufficiency. Factors to be considered in approving this work activity 
may include: cost of training, ability to meet federally mandated participation rates, past history 
of work activities/training activity assignments and success/non success in completing these 
activities, the need for upgrade training, individual’s current skills level, individual’s skills level 
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and their ability to find gainful employment, individuals aptitude, and local demand of 
businesses/employers.  
Before an individual is approved for training, the individual must complete a training approval 
process, including market research, to show they understand job opportunities, working 
conditions and expected earnings for their chosen field of training. They should also 
demonstrate a history of follow through on employment/work requirements. Those accepted for 
training must commit to finding and accepting employment as a result of the training. This 
commitment is established by reviewing their history in regards to successful completion of past 
required work activities, the quality of their market research, and their response to questions 
asked during the interview process. Oswego County DSS retains the final say regarding 
approval/disapproval of job skills or vocational educational activities. 
 
In addition, we would use the programs approved by the Oswego County Workforce 
Development Board through their Youth RFP process for those non-exempt individuals under 
age 25.  

 
f. Describe the highest level of post-secondary level education that the district will approve as a work 

activity, up to a four year college program: 
 
Highest level allowed is a two year college program, or the last two years of a bachelors degree 
program if the individual has already completed two years of college prior to applying for 
approval for job skills or vocational skills training and meets all other requirements under section 
3.6 (e) of this plan.  

 
g. Describe how the district will ensure that enrollments in post-secondary education beyond the 12 month 

lifetime limit are combined with a weekly average of at least 20 hours in paid employment activities, 
work experience or community service:  

 
Temporary Assistance applicants/recipients who request approval for training beyond the 12 
month lifetime limitation will not be approved unless the training is in conjunction with one of the 
following core work activity for a minimum of 20 hours per week: paid employment, work 
experience, and/or work study.  

 
h. Education and training providers are evaluated by the following standards: 

 
OCDSS uses a variety of methods to evaluate training providers. Internal procedures have been 
developed to evaluate training providers against program requirements. These include but are 
not limited to:  
• A Work Experience Program (WEP) Worksite Agreement process is used to evaluate public 
and community work experience sites.  
• An OJT proposal/contract process to evaluate OJT and similar subsidized employment 
programs.  
• Job Skills Training and Vocational education providers are approved through the New York 
State Eligible Training Provider List. 
• An RFP process approved by the local Workforce Development Board for services to youth  
 

 
i. The district procedure for advising participants of approved training providers is: 

 
OCDSS assesses each individual based on their need, the appropriateness and ability to 
benefit from training, and local labor market conditions. Participants seeking classroom training 
are required to perform market research exploring the local job market and training providers 
who offer what the applicant is looking for. Oswego County does not advise participants of 
approved training providers other than listed OJT worksites. Rather, the New York State Eligible 
Training Providers list is used as a guide and the training applicant tells the Employment 
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Advisor/Employment Specialist which provider will best meet their needs. In addition, individual 
are allowed to make a case for training if they can show there are three verifiable job openings 
available in the local labor market.  
 
Additionally: for those applicants/recipients under age 25 we would advise them of the programs 
approved by the Oswego County Workforce Development Board through theYouth RFP 
process. 

 
j. The district procedure for notifying participants of approval for training or enrollment in a work activity is: 

 
Individuals are notified of approval for training or enrollment in a work activity through meetings 
with an Employment Advisor/Employment Specialist. Individuals are notified verbally and/or in 
writing of all assignments and appointments. 

 
k. In accordance with 18 NYCRR 385.9(b), regardless of whether the college program is approved for the 

participant as an employment work activity, the district will approve as a work activity a work-study, 
internship, externship or other work placement that is part of a non-graduate student’s curriculum 
unless one or more of the following conditions applies as checked below: 

 
 It has been determined that the student voluntarily quit a job or reduced earnings to qualify for 

initial or increased Temporary Assistance. 
 A job or on-the-job training position that is comparable to the work-study, internship, externship or 

other work placement cannot reasonably be expected to exist in the private, public or not-for-profit 
sector. 

 The student is not maintaining a cumulative C average (or the equivalent).  The district may 
disregard this provision if the student documents an undue hardship. 

 The institution or student fails to monitor and report information regarding the student’s attendance 
and performance as required. 

 The student fails to progress toward the completion of a course of study without good cause, as 
determined by the district. 

 The student has previously enrolled in work-study, internship, or other work placement and failed 
to complete the work placement without good cause as determined by the district. 

 Additional reasons as stated below: 
 
The work study is for less than 20 hours per week and the student refuses to participate in 
another core activity as assigned by OCDSS. 
The student is on an employment sanction for failure to participate in an assigned work activity. 

 
l. To verify continued exempt status, the local district will monitor the high school attendance of 16-18 

year old students in the following manner: 
 
OCDSS adopts each Oswego County school district's enrollment policy in support of their effort 
to get teen students to attend and graduate from high school in accordance with New York State 
Education Law.  The district will require verification of school enrollment at application and 
recertification.  In addition, the district monitors progress on a quarterly basis by mailing 
documentation to the school to verify enrollment, attendance and progress towards graduation. 
 
If a school district reports that a student is not enrolled, that attendance falls below 80% of the 
actual days of instruction, or that the student is not making satisfactory progress toward 
graduation, the district may bring the family in for case conferencing to work with the family to 
identify and address issues impeding the student's progress toward secondary school 
completion and graduation. 

 
m. The district’s procedure for ensuring that an individual’s health related limitations are accommodated 

when assigning the individual to a work activity is: 
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Applicants and recipients who declare limitations are required to submit medical verification of 
their limitations. Based on the submitted medical documentation, any limitations and 
accommodations are considered prior to the assignment to a worksite. If an accommodation is 
needed for the recipient to participate in a work activity such as work experience, the 
Employment Specialist provides the work site with written notification of the client’s work 
limitation(s) and works with the worksite to identify and address needed accommodations. The 
Employment Specialist continues to monitor the client’s progress throughout the work 
assignment.  
At Applicant Orientation, the individual completes the “Screening For Participation In Or 
Exemption From Work Activities Form” prior to assignment to any work activities. If the applicant 
states “ I am able to work (may or may not be employed at this time), but have verifiable mental 
or medical health limitations which may impair my ability to perform work related functions” the 
applicant is required to submit medical verification of those limitations. The submitted medical 
documentation is used to identify limitations and any accommodations needed prior to the 
assignment to a worksite. If an accommodation is needed for the recipient to participate in a 
work activity such as work experience, the Employment Specialist provides the work site with 
written notification of an individual’s needed accommodation(s) and works with the worksite to 
identify and address said needed accommodations. The Employment Specialist continues to 
monitor the client’s progress throughout the work assignment. If the applicant becomes a 
recipient, the Employment Specialist continues to work with this individual, assigning this 
individual to appropriate work activities.  
Applicants stating they are able to work without limitations, and those who decline to answer, 
are considered non-exempt from work activities. These individuals are scheduled for an 
Employment Assessment where an Employment Specialist determines “work readiness” and 
assigns each individual to appropriate work activities. Once the applicant becomes a recipient, 
the Employment Specialist continues to work with each individual and assign them to 
appropriate work activities.  

 
 
Section 3.7 Work Verification 
 
Consistent with New York State’s approved Work Verification Plan (WVP), and in accordance with the 
requirements established by the United States Department of Health and Human Services, districts must 
develop a quality assurance plan to ensure that the data reported, from which their work participation rates are 
derived, are accurate.  The plan must include the district’s procedure for monitoring reported scheduled and 
actual attendance in paid employment and unpaid work activities and the controls in place to ensure that 
reported exemption statuses resulting in federal exclusions from the work participation rate calculation are 
accurately made, work eligible individuals are correctly identified, hours of attendance reported are accurate 
and documented, data entry is accurate and that the district and its providers adhere to the approved  work 
activity definitions and the determination of countable excused absences and holiday reporting within federal 
limits.  Each district must maintain the documentation to verify what is being reported to NYS OTDA. 
 
Each district must describe how it will conduct periodic self audits to determine that system entries are 
consistent with documentation in case files.  The district must also explain how it will choose the sample size, 
select sample cases and establish the review period (no less frequently than semi-annually).  The plan must 
indicate the district will maintain documentation on all pertinent findings produced through its self audit process 
and that case records for all reviewed cases will be available for State and other auditors in their review of the 
local work verification system for the standard 6 year period associated with such reviews.  
 
After each self audit is completed, the district must submit a summary of findings for State review including 
specific information on each of the errors identified.  In addition, when monitoring reveals substantial problems, 
the district must describe the corrective action it will take. 
 
The Quality Assurance plan must explain how staff will: 
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• Ensure that documentation of wages and actual hours of employment is verified and accurately 

projected/reported and present in the case file, is actual and is projected correctly; 
 
• Ensure that the documentation for actual hours, supervision/attendance, excused absences, and 

holidays in other activities is present in the case file; 
 
• Assess whether participation in the work activities reported for work eligible individuals meets the 

approved federal definition for the activity; 
 
• Assess that the data entered into either WTWCMS, NYCWAY or other automated systems used for 

reporting work activities is accurate, including actual hours, excused absences and holidays; and is 
based on documentation in the case record; and 

 
• Ensure that documentation necessary to determine an individual to be exempt due to being the 

caretaker of a disabled household member (Employability Code 38 or 48), and/or parent or caretaker 
relative of a child in the household under 12 months of age, (Employability code 31), is present in the 
case file and that individuals meet the exempt status based on the required documentation. 

 
Please describe the process the district will use to review district worker collected documentation and data 
entry of the above listed elements (include a description of how a case sample for review will be selected, 
sample size and frequency of reviews): 
 

The district will perform a random sample of (12) cases semi-annually for paid work activities to review 
district worker collected documentation and data entry. Both the temporary assistance and employment 
case files will be reviewed. Hours of employment will be verified through receipt of pay stubs, employer 
verification forms or collateral contact with the employer. The review will ensure the hours of 
employment on the ABEL budget are consistent with the hours reported on WTWCMS and 
documentation is in the file to support hours reported on WTWCMS and that the scheduled hours on 
WTWCMS is consistent with the documentation. 
 
The district will perform a random sample of (12) cases semi-annually for participation in unpaid work 
activities to review district worker collected documentation and data entry.  The employment case files 
will be reviewed.  Actual hours of attendance will be documented by attendance sheets showing actual 
hours of attendance, any excused absences during the month, any unexcused absences during the 
month, and holiday time.  The review will ensure the actual hours of attendance reported on the 
monthly attendance sheets has been correctly reported on WTWCMS, excused absences and holiday 
time are documented in the case file and correctly reported on WTWCMS in accordance with federal 
limitations, and documentation of actual hours of attendance is accurate and matches the hours of 
participation reported on WTWCMS by district or provider staff. 
 
The district will perform a random sample of (6) cases semi-annually in which a case member is 
reported as an employability code 38-needed in the home fulltime or employability code 48-time limit 
exemption to care for a disabled household member to review district worker collected documentation 
and data entry. The temporary assistance case file will be reviewed to ensure there is presence of 
medical documentation to support the exemption and that the documentation has a timeframe for the 
exemption and that the individual is the appropriate caretaker. 
 
The district will perform a random sample of (6) cases semi-annually in which a case member is 
reported as an employability code 31-caretaker of a child under the age of 12 months to review district 
worker collected documentation and data entry. The temporary assistance case file will be reviewed to 
ensure there is documentation from hospital, birth certificate or social security card present to verify the 
child under the age of one. Temporary assistance records will also be reviewed to ensure that the 
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household composition is in fact a one parent case and that the individual has not exceeded the 12 
month lifetime limit. 

 
In each of the above samples, the district will assess and verify that participation in the reported work 
activities meets the State approved definition for the activity. 
 
The district will sample cases from each month within in the (6 month) semi-annual period. The October 
to March review will be due by May 20th.  The April to September review will be due by November 20th.  
The district will maintain supporting documentation for the cases that are reviewed and make them 
readily available for review by A&QI auditors upon request.   
   
The results of these audits will enable the district to identify policies, processes or cases that may need 
corrective action.  We will ensure that a summary report will be prepared following each review period 
and forwarded to Kathy Nagy, Kathleen.Nagy@otda.ny.gov, and Kyle Miller, Kyle.Miller@otda.ny.gov.  

 
 
Please describe the process the district will use to review provider collected documentation and data entry of 
the above listed elements (include a description of how a case sample for review will be selected, sample size 
and frequency of reviews): 
 

N/A: All information is collected and entered by Oswego County DSS Staff.  
 
Section 3.8 Strategies/Procedures for Accommodating Individuals with Limited English Proficiency  
 
Following is a description of how the district accommodates the needs of Non-English speaking participants in 
accessing employment activities and services:  
 

OCDSS has the following arrangements in place to address the needs of non English speaking 
participants in accessing services: 

-The district employs Spanish speaking staff (our main alternative language) 
-Access to Interpretalk; a language interpretation service can be accessed to address the needs of non 

English speaking participants. 
-Informal agreements are in place with Oswego County CiTi to provide ABE and ESL classes for 

non/limited English speaking participants. 
-An adaptive technology computer is available to communicate with hearing/speech impaired 

individuals.  
 
 
Section 3.9 Strategies/Procedures for Increasing Program Attendance 
 
Describe district policies and/or procedures in place to reduce the amount of time participants fail to participate 
in work activities, including absences that are with good cause: 
 

OCDSS policies in place to reduce the amount of time participants fail to participate in work activities 
include the following:  

-The local district continues to have all temporary assistance applicants attend an orientation. At 
orientation clients are educated on the benefits of full participation in work activities (opportunity to build a work 
reference, possible hire at worksite or referral to other employment opportunities, learning of new skills, etc.).  

-The employment plan is developed with each participant taking into consideration his/her goals.  
-Meetings may be held with participants to review progress, concerns, and to remind the participant of 

the importance of full attendance and how this can be used to help them in securing employment, as well as 
the ramifications for non-compliance.   
 
 

mailto:Kathleen.Nagy@otda.ny.gov
mailto:Kyle.Miller@otda.ny.gov
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Section 3.10 Strategies/Procedures for Engaging Sanctioned Temporary Assistance Participants  
 

 District attempts to engage sanctioned participants as soon as they are sanctioned using the following 
strategies: 

 
OCDSS works with sanctioned participants by requiring that they attend monthly case eligibility review 
meetings as part of the determination of continuing eligibility for temporary assistance. These meetings 
provide the participant with an opportunity to meet with an Employment Specialist to discuss the 
reason(s) for non-compliance and what’s needed to engage the individual to end their sanction. This 
may include discussion of issues such as barriers to employment and ways to overcome these barriers; 
the negative impact sanctions have on a family and the public assistance case; child care needs; health 
concerns; financial obstacles; and short and long-term goals to self-sufficiency.  
The Employment Specialist also requests documentation to show how the participant is meeting current 
responsibilities (i.e. rent, utilities) with the reduction in their temporary assistance grant. Exploration of 
resources (i.e. child support, employment) to assist the participant to meet their responsibilities is also 
covered. The participant is given written notice that failure to attend these meetings can result in a case 
closing.  

 
 District attempts to engage sanctioned participants when the durational period of the   sanction is 

completed using the following strategies: 
 

As outlined above, Oswego County’s strategy to engage sanctioned participants involves immediate 
engagement of sanctioned participants through monthly case eligibility review meetings. These meetings 
continue for the duration of the sanction. 

 
 District attempts to engage sanctioned participants during different times in the sanction period using the 

following strategies: 
 

See above – the same process applies throughout the sanction process.  
 District has no specific strategies to engage sanctioned participants. 

 
        

 
 
Section 3.11 Strategies for reducing the need for Temporary Assistance: 
 
District’s strategies for reducing the need for Temporary Assistance are described below: 
 

OCDSS has an up-front Applicant Orientation for all individuals applying for temporary assistance. Staff 
from the Integrated Team (Employment and Training, Temporary Assistance, and Child Support units) 
conduct this orientation. Orientations are conducted in groups and include the following information 
offering alternatives to assistance:  
• Information regarding the temporary nature of assistance with emphasis on time limits  
• Alternatives to Temporary Assistance  
• Information on childcare in lieu of TA  
• Information on one-time payments  
• Available tax credits and Child care assistance  
• Child support  
• Alimony/maintenance/spousal support  
• Job search/placement assistance  
 
Non-exempt Family Assistance and Safety Net applicants determined “work ready” after Employment 
Assessment are placed on a job search in an attempt to assist applicants to secure employment prior to 
case opening. Failure to participate in this results in a case denial. Applicants are required to contact a 
minimum of five (5) employers per week. They are required to document these contacts on a job search 
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contact record. We anticipate that each contact will be one-hour long. Therefore, we expect clients to 
spend a minimum of five (5) hours per week on job search. The type of contacts are based on the 
applicant’s individual needs and may include contacts made in person at a business/employer, on-line 
application, application/resume by mail, or telephone. A business/employer contact will not count more 
than once every three (3) months. The Employment and Training unit staff will meet with applicants on 
a bi-weekly basis to review these contacts.  
 
Non-exempt applicants who are not determined work ready are assigned to appropriate work shop(s) 
and/or referred to other services to address identified needs. Employment staff will continue to monitor 
services and work with the applicant to address the work readiness issue. Those applicants who fail to 
participate in assigned workshops/services would go through the conciliation process if/when their case 
opens. Once the individual is determined “work ready”, s/he is assigned to job search.  
Every applicant for temporary assistance is screened at intake to determine if external resources are 
available to meet their needs.   

 
 
Section 4 Support Services (Reference 18 NYCRR 385.4) 
 
Section 4.1 TA and Non-TA SNAP Applicants and Recipients in Work Activities Approved by the 
District 
 

a. The social services district will provide childcare in accordance with the childcare section of the district’s 
Child and Family County Services Plan.  The district will also provide for participants the following 
expenses which the district deems necessary for the individual to participate in orientation, assessment, 
employment planning, approved work activities and activities to restore self-sufficiency:   
 

Supportive Services may include, but are not limited to, transportation assistance such as 
automotive insurance, automotive repairs, and fees associated with driver's license, driver's permit , 
and automotive registrations; certification/licensing fees; child care; clothing/uniform costs; educational 
related activities; gasoline allowance; job related safety equipment; license/work related fees; etc.  

 
Requests for supportive services are reviewed on a case-by-case basis, with respect to need, 

availability of funds, and the availability of services from other resources and/or community programs to 
meet that need. Request is reviewed to see if cost effective and reasonable. Maximum allowable costs 
are established for each service (see below). 

 
Supportive Service:                              Dollar Limit: 
Automobile Insurance                            Actual cost for a six month policy 
Automobile Repairs                               $2500.00 
Automobile License/Registration           Actual cost 
Books, Fees, Supplies                           Actual verified cost if required for an  
                                                                    approved training program 
Car Seat                                                $150.00 
Childcare                                               Applicable District Market Rate 
Clothing                                                 $150.00 
Driver's Education/Defensive Driving    $500.00 
Educational Fees                                   Actual verfied cost if required for an 
                                                                     approved training program 
Fees for Driver's Licenses/Drivers  
    Permit and Auto Registration             $300.00 
License and Other Work Related Fees  $250.00 
Safety Equipment                                   $500.00 
Tires                                                       $600.00 ($150 per tire) 
Tools and Equipment                             $500.00 
Transportation                                        IRS rate for medical/moving  
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Tuition                                                    Actual cost less federal and state financial aide  
                                                              (i.e. PELL, TAP) up to a maximum of $4,000.00 
 
 
Exceptions to both the supportive services available and the caps can be made by the 

commissioner or his/her designee. Oswego County Department of Social Services retains the final say 
regarding approval of supportive services requests.     
 

b. The district will use the following approach to assist those participants who need transportation to and 
from an approved work activity site, including any applicable mileage reimbursement rate, and the 
method used by the district to arrive at that reimbursement rate.  OTDA policy establishes a mileage 
reimbursement rate of no less than the IRS established rate for medical/moving purposes.  In all 
instances, should the actual cost of transportation needed to participate in an assigned work activity 
exceed the reimbursement rate determined by the district, the district will reimburse for the actual costs 
based on reasonable documentation submitted by the work activity participant. 
 
Please check all that apply: 
 

 Bus pass/token 
 Gas card/voucher 
 Mileage reimbursement at IRS Business rate, (effective 1/1/15 is 57.5 cents/mi)  
 Mileage reimbursement at IRS Medical/Moving rate, (effective 1/1/15 is 23 cents/mi) 
 Other mileage rate, (please explain methodology used to establish reimbursement rate): 

 
OCDSS will use the following approaches to assist participants assigned to work activities that 
require transportation assistance: 
-OCDSS will issue mileage reimbursement to participants at the IRS medical/ moving rate for the 
distance traveled to and from an employment activity, including the costs for taking a child(ren) to 
a childcare provider.  If the IRS medical/moving rate changes, the district will adjust the mileage 
reimbursement rate to match said rate. 
-Bus tokens and passes will be purchased and will be issued to participants upon request and 
need 
-Bus schedules will be made available and the district will assist participants to identify the 
appropriate bus service and route. 
-The district will attempt to schedule participants lacking transportation in work activities as close 
to their residence as possible. 
-The district will encourage car-pooling as a means of transportation when appropriate. 
-The district will seek out worksites throughout the county in an effort to ensure there are sites 
within relatively close proximity to participants' homes.  A participant may suggest a worksite 
location to the district and the district will contact the proposed site to solicit participation in the 
program.   

 
c. OTDA policy establishes a distance not to exceed 2 miles as the maximum distance that the district can 

require a participant to walk to a work activity assignment or to access public transportation.  The 
district’s policy states that an individual may be required to walk up to the distance described below 
each way to a work activity or to access public transportation: 
 

OCDSS accepts the OTDA policy and establishes a distance not to exceed two (2) miles  
as a maximum distance the district will require a participant to walk to a work activity assignment  
or access public transportation.  Oswego County does not allocate transportation supportive  
services for participants that reside within a two (2) mile radius of the work activity site. Exceptions  
to this policy can be made by the district on a case-by-case basis due to extenuating 
circumstances, such as transporting children to/from day care, a participants verified disabling  
condition etc.   
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d. The district will provide the following services to assist individuals at risk of needing temporary 
assistance to improve their opportunities for employment or to maintain their employment: 

 
OCDSS may provide individuals eligible for TANF 200% services including, but not limited to, the 

following supportive services provided it is needed to obtain and/or maintain employment: automotive 
insurance, automotive repairs, fees associated with: driver's license, driver's permit, automotive 
registrations, car/infant seats, tires and clothing/uniform costs. Requests for any supportive services are 
reviewed on a case-by-case basis, with respect to need, availability of funds, and availability of services 
through other resources or community programs.  Requests are approved if they meet this criteria and 
fall within the maximum allowable costs (see section 4.1(a)).  Exceptions can be made by the 
commissioner or his/her designee.  Requests for supportive services not listed above are reviewed on a 
case-by-case situation using this criteria.  

 
OCDSS may provide upfront mileage costs for a participant to accept a verified job offer. The 

maximum allowable cost will be determined by multiplying the IRS rate for medical/moving by the 
number miles to get to/from the employer, for each day scheduled to work until which time the 
participant receives their first pay check, up to a maximum of $75.00.  

 
OCDSS has the following arrangements in place to address the needs of non English speaking 

participants in accessing services: 
-The district employs Spanish speaking staff (our main alternative language) 
-Access to Interpretalk; a language interpretation service 
-Informal agreement with Oswego County CiTi for ABE and ESL classes for the limited English 
  speaking participants. 
 
An adaptive technology computer is available for participants physically disabled. 

 
 
Section 4.2 Transitional Support Services 
 
The district will provide the following supports and strategies to support job retention: 
 

OCDSS may provide individuals eligible for TANF 200% services the following supportive services to 
obtain and/or maintain employment: automotive insurance, automotive repairs, fees associated with: driver's 
license, driver's permit, automotive registrations, car seats, tires and clothing/uniform costs. Requests for 
supportive services are reviewed on a case-by-case basis, with respect to need, availability of funds, and 
availability of services through other resources and/or community programs.  Requests may be approved if 
they meet this criteria and fall within the maximum allowable costs.  Exceptions can be made by the 
commissioner or his designee.  Requests for supportive services not listed above are reviewed on a case-by-
case situation using this criteria.  The district retains the final say regarding approval of supportive services 
requests. 

OCDSS will maintain regular contact with the TANF participants that closed Temporary Assistance due 
to excess earned income or client request due to earned income,  for up to a year after the case closed.  The 
district may provide gas cards for a maximum of $50.00 per month to these participants. This is reviewed on a 
case-by-case basis, with respect to need and availability of funds.     
 
The district will provide the following support services, for up to 90 days after case closing, to individuals whose 
Temporary Assistance cases have closed due to employment: 
 

OCDSS may make the supportive services outlined in Section 4.1 available to an individual whose case 
has closed due to employment, provided the supportive service is necessary for the individual to retain 
employment,  pending the availability of funds. Exceptions to the supportive services to be provided and/or 
maximum limits as established in Section 4.1 can be made by the commissioner or his/her designee.  The 
district will maintain regular contact with TANF participants that closed TA due to excess earned income for up 
to a year after the case has closed due to new or increased earned income.    



 

Page # 28 

 
 
Section 4.3 Extended Support Services 
 
As long as funding is available (through FFFS, etc.), the district will provide the following supportive services 
for individuals who are eligible under the TANF Services 200% of poverty eligibility guidelines:  
 

OCDSS may provide individuals eligible for TANF 200% services the following supportive services to 
obtain and/or maintain employment: automotive insurance, automotive repairs, fees associated with: driver's 
license, driver's permit, automotive registrations, car seats, tires and clothing/uniform costs. Requests for 
supportive services are reviewed on a case-by-case basis, with respect to need, availability of funds, and 
availability of services through other resources and/or community programs.  Requests may be approved if 
they meet this criteria and are within the maximum allowable costs per section 4.1. Exceptions can be made by 
the commissioner or his designee.  Requests for supportive services not listed above are reviewed on a case-
by-case situation using this criteria.  OCDSS retains the final say regarding approval of supportive service 
requests.   

 
 

Section 5 Conciliation, Sanction and Dispute Resolution Procedures  
(Reference 18 NYCRR 385.11 and 385.12) 
 
Section 5.1 Conciliation 
 
The district’s conciliation process for Temporary Assistance applicants and recipients is in accordance with 18 
NYCRR 385.11(a). Conciliations are conducted (check all that apply, and describe the procedure.): 

 in person 
 by phone 
 by mail, etc.: 

 
OCDSS applicants/recipients who fail to comply with employment program requirements receive a 
written conciliation notification providing an opportunity for conciliation. The concilation notification 
advises the client to contact the agency by the required timeframe to explain his/her reason(s) for failing 
to comply with the work activity to establish good cause.   If the individual fails to contact OCDSS within 
the allowed timeframe, all information available to the district will be considered in determining if the 
client's non-compliance was both willful and without good cause.    

 
The Temporary Assistance good cause/willfulness determination is made by:  

 client’s employment worker 
 a supervisor 
 separate entity: 

 
The Employment Specialist renders a decision regarding willfulness and good cause.  Those who are 
determined to be not willful or have good cause are rescheduled. Those determined willful and without 
good cause are referred to Temporary Assistance to take action and issue a timely written notice.   
Employment and Training Staff can agree to a positive resolution on a case-by-case basis.  

 
 
The district’s conciliation process for SNAP recipients is in accordance with 18 NYCRR 385.11(c). 
Conciliations are conducted (check all that apply, and describe the procedure.): 

 in person 
 by phone 
 by mail, etc.: 

 
OCDSS applicants/recipients who fail to comply with SNAP work activities receive a written conciliation 
notification providing an opportunity for a conciliation. The concilation notification advises the client to 
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contact the agency by the required timeframe to provide a good cause reason for failing to comply with 
the work activity.   The notification also explains how to avoid a SNAP sanction by demonstrating 
compliance with an assigned work activity. If the individual fails to contact OCDSS within the allowed 
timeframe and does not complete the assigned work activity as an option to avoid the sanction, all 
information available to the district will be considered in determining if the client's non-compliance was 
both willful and without good cause.   If the individual demonstrates compliance by complying with the 
assigned work activity, the individual will not be referred for sanction. 
 

 
The SNAP E&T good cause determination is made by:  

 client’s employment worker 
 a supervisor 
 separate entity: 

 
The Employment Specialist renders a decision regarding willfulness and good cause.  Those who are 
determined to be not willful/have good cause are rescheduled for the work activity. Those determined 
willful and without good cause and have not demonstrated compliance with the assigned SNAP work 
requirement are referred to Temporary Assistance/SNAP to take action and issue a timely written 
notice.     
 

The district’s procedure for engaging SNAP recipients in a work activity to demonstrate compliance to avoid a 
SNAP E&T related sanction is: 
 

To demonstrate compliance, SNAP recipients must comply with the requirement to look for work. 
Recipients need to complete 5 verifiable job applications and properly complete the Job Search 
Contract Record and return the Record with the completed contacts within the conciliation timeframe 
(10 days).  If recipient contacts Employment Specialist within the conciliation timeframe, an extension 
may be granted on a case-by-case basis.    
 

 
Section 5.2 Sanctions 
 
The district’s procedure for determining compliance for those individuals who wish to end their employment 
sanction (18 NYCRR 385.12, 385.13), including the time period established for demonstrating compliance to 
the satisfaction of the district is: 
 

At the completion of a durational sanction timeframe, individuals who wish to end their employment 
sanction need to agree to comply with work activities and demonstrate compliance by participating in 
the work activity that the sanction occurred (or an appropriate work activity as determined by OCDSS) 
for five(5) or more consecutive business days.  If the participant does not participate for five(5) or more 
consecutive business days, the participant is determined to not be in compliance with work 
requirements and the sanction continues.  
If the individual has agreed to comply and has demonstrated compliance, a referral is completed to 
temporary assistance requesting the sanction be lifted effective the date that the individual agreed to 
comply, but no earlier than the expiration of the sanction period. 
If an individual has documented an exemption from TA work requirements, a referral is completed to 
temporary assistance requesting the sanction be lifted effective the date the exemption is verified, but 
not earlier than the expiration of the sanction period.    
 

 
Section 5.3 Dispute Resolution 
 
The district’s procedure for individuals who wish to dispute their work activity assignments, including individuals 
who dispute the district’s response to their request for health-related accommodations is conducted in 
accordance with 18 NYCRR 385.11(b).  
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The grievance is mediated by:  

 An agreement with an independent entity 
 Supervisory staff who are trained in mediation and who have no direct responsibility for the 

individual’s case 
 Designated supervisory staff who have no direct responsibility for the individual’s case and who 

are not trained in mediation    
 
 
Section 6 Disability Determinations, Documentation and Requirements of Exempt Individuals 
(Reference 18 NYCRR 385.2) 
 
Section 6.1 Disability Determination Process and Tools 
 
The district’s process for determining an individual’s disabilities and/or work limitations is in accordance with 18 
NYCRR 385.2(d).  Check all that apply, and describe the process: 
 

 District participates in the OTDA managed contract for independent medical evaluations. 
 District contracts directly with a physician to provide independent medical evaluations. 
 District accepts physician’s statement provided by participant. 
 District accepts physician’s statement provided by participant but refers for an independent evaluation 
when deemed necessary. 

 Other process (please describe): 
 

If an individual declares a disability or work limitation, the individual is given a locally developed form 
(see attached- Medical Examination for Employability Assessment, Disability Screening, and 
Alcoholism-Drug Addiction Determination) to bring to their practitioner to complete. The individual is 
required to return the completed form within 10 days.  If the individual states they are unable to work or 
have a work limitation due to mental health issues and attend Oswego County Behavioral Health 
Services (OHBS), the individual signs the releases of information (ROIs) and a locally developed form 
and the ROIs are sent to OHBS on behalf of the individual, requesting the form be completed and 
returned within 10 days.  If OHBS does not return the completed form, the individual is then given a 
copy of the form to bring to the practioner to complete. 
 
OCDSS may allow a written statement from the practitioner if the statement contains the necessary 
elements to determine disability.  
 
OCDSS staff, which can include Employment Specialist, Temporary Assistance Staff and Supervisory 
Staff are responsible to review medical documentation, monitor the recommended treatment plan, 
determine the employment status, and review progress no fewer than three months and no greater than 
six months, unless otherwise indicated on the form.   
 
If an individual states they are unable to obtain medical documentation, OCDSS will assist the 
individual with obtaining the documentation.  
 
OCDSS reserves the right to contract with an independent medical exam provider to conduct physical, 
mental and IQ evaluations. In addition, should an individual be referred to an independent medical 
exam, Oswego County may use this information, along with any other documentation to determine the 
status of an individual's disability and potential to be restored to self-sufficiency. 
 
OCDSS staff conduct the mandated drug/alcohol screening. The screening is done on-site using LDSS-
4571. OCDSS reserves the right to contract with one or more Office of Alcohol and Substance Abuse 
Services (OASAS) licensed providers in the county to conduct said mandated drug/alcohol screenings 
if Oswego County deems necessary.  Individuals determined from the screening to be in need of further 
drug/alcohol assessment are referred for evaluation with an OASAS provider via a contractual 
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arrangement.  OCDSS reserves the right to hire a staff person to conduct these assessments if 
deemed necessary.  Once the assessment is completed, the client is notified of any treatment 
recommendations and their responsibilities regarding treatment.  
   

 
The local process for reviewing the medical documentation to determine if the individual is exempt, nonexempt, 
or work limited is as follows: 
 

   District directs the contracted physician or individual’s physician to determine status. 
   District review team reviews and determines status (described below). 
   Specialized disability/medical staff or unit reviews and determines status (described below) 
   Other: 

       
 
OCDSS reviews information obtained from the participant, participant's medical providers, drug and alcohol 
providers, independent medical evaluations, and any other information deemed pertinent by OCDSS to 
determine the status of the individual's disability as well as the individual's potential to be restored to self-
sufficiency.  Local district staff use this information to determine if the individual is exempt, nonexempt, or work 
limited.  The individual is notified in writing of the ditrict's disability determination via the LDSS-4005/4005a.   
 
 
Section 6.2  Mental Health Screening and Assessment 
 
The district is administering a screening tool for Temporary Assistance participants to help determine whether 
a referral for a mental health evaluation is warranted, in addition to screening for a disability that occurs as part 
of the application or disability determination process 

 Yes      No   
 

If yes, describe the district’s policy for determining when a program participant is offered a mental 
health screen. 

      

If yes, does the district use or intend to use the LDSS 5009 - Mental Health Screening Tool and/or the 
computer assisted version of the Modified Mini Screening tool (MMS)? 

 Yes      No   

If yes, indicate the district’s cutoff score (7, 8 or 9) for referral to a mental health evaluation: 

      

If using a screening tool other than the MMS, indicate the screening tool used: 

       

Describe the district procedure for referring a participant for a mental health evaluation, when warranted 
by the screening result: 

        

Section 6.3 Requirements for Exempt Temporary Assistance Participants  
(Reference 18 NYCRR 385.2 (e)) 
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An exempt individual who has the potential to be restored to self-sufficiency through rehabilitation may be 
required to accept medical care to assist the individual in recovering from a mental or physical impairment, 
accept referral to and enrollment in a program of vocational rehabilitation, training, and/or other essential 
rehabilitation, and provide requested evidence that he/she is participating in the assigned program. 
 
a. Following is the district’s procedure for determining if an individual who is unable to work due to a mental or 

physical impairment has the potential through treatment or other rehabilitative activities to improve the 
ability to work.  This determination is different from the determination of the individual’s disability exemption 
as covered in Section 6.1 of this plan.  Included here is who (e.g., medical practitioner, employment worker, 
Temporary Assistance worker, local review team, etc.) makes or assists in this determination that an 
individual can restore or improve employability through treatment or other rehabilitative activities.  Also 
included is the source and type of information used to make the determination (e.g., information from 
individual’s medical practitioner, district contracted provider, specialist evaluation obtained as result of 
district referral, etc.): 

 
OCDSS staff, which can include Employment Specialist, Temporary Assistance Staff and Supervisory 

Staff, reviews information obtained from the participant, participant's medical providers, drug and alcohol 
providers, independent medical evaluations, and any other information deemed pertinent by OCDSS to 
determine the status of the individual's disability as well as the individual's potential to be restored to self-
sufficiency.  Local district staff use this information to determine if the individual is exempt, nonexempt, or work 
limited.  The individual is notified in writing of the district's disability determination via the LDSS-4005/4005a.    
 
b. Following is the district’s procedure for developing a treatment plan and for referring the participant to 

appropriate treatment, etc.  Please be specific: 
 

OCDSS staff, which can include Employment Specialist, Temporary Assistance Staff and Supervisory 
Staff, reviews information obtained from the participant, participant's medical providers, drug and alcohol 
providers, independent medical evaluations, and any other information deemed pertinent by OCDSS to 
determine the status of the individual's disability as well as the individual's potential to be restored to self-
sufficiency.  A participants Treatment Plan is determined and referrals to appropriate treatment are made by 
the Practitioner.  The LDSS 4526 is the most often the documentation received indicating the treatment 
recommendation and treatment program identification.    
 
c. Following is the district’s procedure for tracking the participant’s compliance with the treatment plan, 

including who in the district is responsible for monitoring compliance.  Include elements such as monthly 
confirmation of attendance at rehabilitation or other factors to judge participation and progress, along with 
how often the treatment plan is updated: 

 
The case management staff, which may include Employment Specialist, Temporary Assistance Staff 

and Supervisory Staff are responsible to review medical documentation, monitor the recommended treatment 
plan, determine the employment status, and review progress no fewer than three months and no greater than 
six months, unless otherwise indicated on LDSS-4526.     
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5552 

Chandra Batchelor 

Caseworker 

5129 

Jennifer Haywood 

Caseworker 

5132 

04M 
Sarah Ingerson 
Sr. Caseworker 

5479 

Rochelle Coward 

Caseworker 

5115 

Renee Earl 

Caseworker 

5331 

Kathy Ellis 

Caseworker 

5104 

John Haresign 

Caseworker 

5366 

Kelly Coomey 

Caseworker 

5349 

04E 
Lisa Warchol 

 Sr. Caseworker 
5354 

Lauren Domicolo 
Caseworker 

5133 

Lisa Gerth 

Caseworker 

5111 

Paul LaBarge 

Caseworker 

5353 

Claudia Barney 
Caseworker 

5534 

Jennifer Jones 

Caseworker 

TBD 

 

04B 
Sara Finley 

 Sr. Caseworker 
5544 

Britney Noyes 

Caseworker 

5558 

Majken Mashaw 

Caseworker 

5007 

Christina Letterle 

Caseworker 

5359 

Tonya Zimmerman 

Caseworker 

5113 

Kathleen Barrie 

Caseworker 

5531 

Jill Martin 

Caseworker p/t 

5420 

04L 
Carrie Hines  

 Sr. Caseworker 
5536 

Ave Norway  
 Caseworker 

5123 

Derek Serino  
 Caseworker 

5126 

Vacant 
Caseworker 

5110 

Kayla Perkins 

Caseworker 

5131 

Mandy Coant 

Caseworker 

5116 

Nicole Batchelor 

Caseworker 

5114 

04D 
Rene Ormsby  

Sr. Caseworker 
5390 

Jodi Carroll 

Caseworker 

5116 

Carmen Wilber 

Caseworker 

5386 

Stephanie 
Hammond 

Caseworker 

5114 

Lisa Cashel 

Caseworker 

5364 

Michelle DeLorenzo 

Caseworker 

5120 

Leanne Bort 

Caseworker 

5134 

Jennifer Bartosek 
Computer  
Svcs Spec 

5347 

Diane Marino 
Typist 
5556 

Cindy Hanley 

Typist 

5545 

Services – Child Protective 



Marti Babcock 
Deouty Commissioner 

5440 

Christine Patrick 
Director of Social 

Services 
5399 

Nancy Wright 
Case Supervisor B 

5374 

Patricia Wright 
Sr. Caseworker – Family 

Court 
3498 

05A 
Karen Meyer 

Sr. Caseworker - 5387 

Micki Hughes  
Caseworker - 5140 

Abbey Hough 
Caseworker - 5491 

Kayleigh Rood 
Caseworker - 5139 

Stephanie Haws 
Caseworker - 5010 

Maranda Watson 
Caseworker - 5141 

Amber Weier 
Caseworker - 5019 

Nathan Barron 
Caseworker - 5376 

Jennifer Klock 
Caseworker Aide – 5389 

529-3206 

Services - Youth 



Marti Babcock 
Deputy 

Commissioner 
5440 

Christine 
Patrick 

Director of Social 
Services 

5399 
 

Rachael Pelow 
Case Supervisor B 
– Family Services 

5352 

06E 
Meghan Rose 

Trenca 
Sr. Caseworker 

5385 

Vacant 
Caseworker 

5348 

Alicia Fahnestock 

Caseworker 

5121 

Sara Haynes 

Caseworker 

5348 

Kayla Sobotka 

Caseworker 

5369 

Tammy Rodgers 

Caseworker 

5378 

Jennifer Curry 

Caseworker 

5127 

06C 
Melisa Verdoliva 
Sr. Caseworker 

5351 

Stephanie Petersen 
Caseworker 

5112 

Shana Gilpin 
Caseworker 

5367 

Briana Reynolds 
Caseworker 

5350 

Paige Waloven 

Caseworker 

5356 

06B 
Lorraine Murray 
Sr. Caseworker 

5506 

Shannon Roth 
Caseworker 

5543 

Elizabeth Calandro 
Caseworker 

5380 

Melanie Taylor 
Caseworker 

5103 

Deborah Tetro 

Caseworker 

5122 

Robert Ireland 

Caseworker 

5362 

Alexa DiFabio 

Caseworker 

5355 

Suzanne Hoefer 
Sr. Caseworker 
(Family Court) 

8737 

FAHD 
Patty Pennock 
Sr. Caseworker 

5382 

Lois O’Connor 
Caseworker 

5018 

 
Heather Myers 

Typist 
5441 

 

Jennifer Burgess 
Caseworker 

5507 

Bradley Paninski 
Caseworker 

5392 

Linda MacDougall 
Caseworker 

5373 

Maureen Rucynski 

Caseworker 

5438 

06F 
Kristen Fanning 
Sr. Caseworker 

5529 

Casey Pulsifer 
Caseworker 

5528 

Elizabeth Teifke 
Caseworker 

5551 

Jennifer Gillis 
Caseworker 

5370 

Lindsay Lavigne 
Caseworker 

5136 

Joshua Chipkin 
Caseworker 

5358 

Jacqueline Cowher 

Caseworker 

5335 

Lori Wontkowski 
Sr. Social Welfare 

Examiner 
5261 

Annette Perry 
Social Welfare 

Examiner 
5372 

 
08A-FAR 

Kelly Sova 
Sr. Caseworker 

5388 
 

Jenn Delmar 

Caseworker 

5130 

Melissa Lynch 
Caseworker 

5357 

Krysia McIntyre 
Caseworker 

5121 

Stephanie Tassone 
Caseworker 

5345 

Venus Waters 
Caseworker 

5135 

Michael Terotta 

Caseworker 

5117 

Vacant 

Caseworker 

5128 

Brenda McAuslan 

Caseworker 

5138 

08C-FAR 
 

Sr. Caseworker 
5383 

 

Gail Godici 
Case 

Supervisor B 
5125 

Vacant 
Senior Caseworker 

Suzanne Becker 
Caseworker Aide 

5389 
529-3657 

 
Shannon Crook 

Caseworker Aide 
5389 

529-3210 

Shelly Forrest 
Caseworker Aide 

5389 
529-3659 

Darla Reed 
Caseworker Aide 

5389 
529-3208 

Patty Fox 
Caseworker Aide 

529-3660 

Services – Family Services 



Marti Babcock 
Deputy Commissioner 

5440 

Christine Patrick 
Director of Social Services 

5339 

 
LeeAnn Hibbert-LaRock 

Case Supervisor B 
5384 

 

Cheryl Claven 
Senior Caseworker 

5363 

Deborah White 

Caseworker 

5338 

 

Anne Harper 

Caseworker 

5062 

Valerie Williams 

Caseworker 

5340 

Amber Crouse 

Caseworker Aide 

5337 

Whitney McMurray 

Caseworker 

5541 

Gabrielle Vono 

Caseworker 

5343 

Kathleen Salvadore 
Senior Caseworker 

5336 

Lawrence Dunsmore 
Caseworker 

5342 

Cathleen Maniccia 
Caseworker 

5533 

Christie Bristol 
Caseworker 

5334 

Faith Richardson 
Caseworker Aide 

5234 

Cindy Bartlett 
Caseworker 

5391 

Karen Crouse 

Caseworker 

5333 

Services - Adult Protective 



Marti Babcock 
Deputy 

Commissioner 
5440 

Gidget Stevens 
Director of 
Assistance 
Programs 

5434 

Linda Revette 
Principal SWE 
MA/FS - 5486 

JoAnne Barnes 
Senior SWE 

MA1 Team - 5310 

Darleen Ballou 
Social Welfare 

Examiner 
5243 

Vicky McDougall 
Social Welfare 

Examiner 
5080 

Vacant 
CSW 
5393 

Elaine Samson 
CSW 
5463 

 
LeeAnn 

Bomgren 
Typist 
5061 

 
Jackie 

Robinson 
SWE 
5325 

Julie Barry 

Senior SWE 

MA2-5273 

Helen Martin 
SWE 
5272 

Kristin Phillips 
SWE 
5265 

Vacant 
SWE 
5365 

Eileen Moody 
SWE 
5229 

Dawn 
Zwolinski 

SWE 
5461 

Sheryl Bush 
SWE 
5105 

Everett Blue 
Senior SWE 
ISNAP - 5013 

Vacant 
SWE 
5346 

Malissa Phelps 
Social Welfare 

Examiner 
5309 

Vacant 
Social Welfare 

Examiner 
5043 

Cathy Livoti-
Rice 

Social Welfare 
Examiner 

5455  
Vacant 

Social Welfare 
Examiner 

5074 
 
 

Tiffany Bivens 
Social Welfare 

Examiner 
5324 

 
Cosima Sokal-

Davidson 
SWE 
5074 

Jennifer Patrick 
SWE 
5042 

Madeline 
Pieretti 
SWE 
5079 

Staci Silliman 

SWE 

5043 

Sandra Nellis 
Senior SWE 

USNAP - 5053 

Janet Bettinger 
SWE 
5555 

Rebecca Sullivan 
Social Welfare 

Examiner 
5509 

Andrea Palileo-
Harpst 
SWE 
5049 

Crystal Gardner 
Social Welfare 

Examiner 
5247 

Susan Knopp 

SWE 

5033 

Autumn Mintonye 
CSW 
5046 

Eileen Fritton 
Social Welfare 

Examiner 
5457 

Mary Percival 

SWE 

5270 

Jennifer Bertollini 
Senior SWE 

Task Support - 
5100 

Maria Taylor 
CSW 

5240 

Vacant 
CSW 
5302 

 
Sari Molta 

CSW 
5071 

 

Vacant 
CSW 
5283 

Morgan Cliff 
Typist (PT) 

5465 

Donna Vesta 
MC Account 

Clerk 
5250 

Destiny 
Christmas 

Clerk 
5036 

VACANT 
Typist 
5260 

Keshia Hagan 

CSW 

5293 

Taylor Lower 

Clerk 

5326 

Zunilda Elsner 

CSW-HEAP 

5393 

Stephanie Hoxie 
Sr. SWE 

TA-Team 5246 

Vacant 
Senior Typist 

5371 

Jared Coyne 
Typist 

5034 

Kelly Gates 
Typist 

5293 

Kelly Munger 
Typist 
5232 

Cynthia Fleming 
Principal SWE 
TA/HEAP/Child 

Care 
5323 

Assistance Programs, pg 1  

– MA/SNAP –  



Marti Babcock  
Deputy 

Commissioner 
5440 

Gidget Stevens 
Director of 
Assistance 
Programs 

5434 

Linda Revette 
Principal SWE 

MA/SNAP - 5486 

Cynthia Fleming 
Principal SWE 

TA/HEAP/Child Care 
5323 

 
Cindi Jones 

Sr. SWE 
TA Team - 

5466 
 

Tonja Metcalf 
SWE 
5047 

Lori Coe 
SWE 
5505 

Sara Krisiak 
SWE 
5520 

Jamie Jenks 

Social Welfare 
Examiner 

5307 

Vacant 
CSW 

Erin Reed 
Sr. SWE 

TA Team-5560 

Vacant 

SWE 

5508 

Cali Sweeting 

SWE 

5562 

Eric Cronk 
Sr. SWE 

Customer Service 
Support - 5102 

Helen Chetney 
CSW 
5279 

Karen Heagerty 
CSW 
5346 

Tammy Smith 
CSW 
5375 

Maria Burnswick 
CSW 
5460 

 
Laurette Potter 

CSW 
5488 

 

Jennifer 
Binner 
CSW 
5070 

Stacey 
Rohling 

CSW 

5304 

Katherine Trump 

CSW 

5308 

Sara Hartley 

CSW 

5227 

Susan Gregory 

CSW 

5054 

Sara Chobot 
Sr. Social 
Welfare 

Examiner 
TA Team - 5406 

Casey Diehl 
Social Welfare 

Examiner 
5400 

Bridget Arnold 

SWE 

5226 

Vacant 

SWE 

5044 

Susan Wallace 
Sr. Social Welfare 

Examiner 
Energy Unit - 5045 

Suzanne 
Livich 
CSW 
5221 

Monica Yerdon 
CSW 
5106 

Amanda 
Henderson 

CSW 
5311 

Mary Ann Foley 
CSW 
 4860 

Bobbi Jo Martin 
CSW 
5142 

Vacant 
Clerk 

 

Candice 
Hutchinson 

Sr. SWE 
5286 

TA/Child Care 

Margaret 
Cummins 

SWE 
5278 

Christine 
Bradshaw 

SWE 

5456 

Amands Smith 

SWE 

5101 

Penny Walker 

CSW 

5054 

Vacant 

CSW 

Stephanie 
Hoxie 

Sr. SWE 
TA TEAM-

5246 

Melissa 
Kempisty 

SWE 
5107 

Robin 
Fahnestock 

Typist 

4685 
Danielle 
Bowers 
Typist 
5538 

Harmony 
Frigon 

SWE 

5459 
Catherine 
Forsythe 

SWE 
5222 

Heather Richer 

SWE 

5041 

Crissa Marcks 

SWE 

5411 

Lela Fuller 

SWE 

5458 

Ellen 
Landphere 

SWE 

5040 

Sonja Henson 

SWE 

5266 

Tanya Pratt 

SWE 

5274 

Anne Burlingame 
SWE 
5238 

Tim Wink 

SWE 

5312 

Assistance Programs, pg 2 
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Marti Babcock 
 Deouty Commissioner 

5440 

John Ferry 
Coordinator of Child 
Support Enforcement 

5244 

Pam Austin 
Senior Support Examiner 

5453 

Carrie Swank 
Support Examiner 

5557 

Karen Baker 
Support Examiner 

5481 

Judy Campany 
Support Examiner 

5433 

Cheri Calderone 
Support Examiner 

5553 

Gail Proulx 
Support Examiner 

5078 

Cayla Cannova 
Typist 
5075 

Bonnie Naioti 
Support Examiner 

5230 

Elizabeth Ramsey 
Support Examiner 

5020 

Vacant 
Support Examiner 

5076 

Mary Maunder 
Support Examiner 

5321 

Kim Hubbard 
Support Examiner 

5513 

Kristin Gilmore 
Support Examiner – Fam Crt 

3508 

Melanie Gorton 
Support Examiner 

5276 

Hope Lenhart 
Support Examiner 

5082 

Chareise Wills 
Typist 
5236 

Theresa VanAlstyne 
Support Examiner 

5077 

Elizabeth Hains 
Typist – Fam Crt 

8676 

Peggy Halsey 
Senior Support Examiner – 

SCU 
5450 

Gerald Meyer 
Senior Account Clerk 

5464 

Amie Nichols 
Account Clerk 

5470 

Lori Carpentier 
Account Clerk 

5554 

Vacant 
Typist 
5076 

Child Support 



Oswego County Department of Social Services (Page 1 of 2)    IC 10J 

MEDICAL EXAMINATION FOR EMPLOYABILITY ASSESSMENT, DISABILITY 
SCREENING, AND ALCOHOLISM/DRUG ADDICTION DETERMINATION 

 

I.     CLIENT IDENTIFICATION
 

Print Client Name:    Veteran: ☐ Yes     ☐ No

 

Address:   
 

Case #:    
 

CIN:    
 

DOB:   

 

Reason(s) for referral:  Client states that:  _ 
 
 

 
II.    AUTHORIZATION FOR RELEASE OF MEDICAL INFORMATION 

I authorize the examining health care practitioner to disclose to the Department of Social Services any information provided, any diagnoses 
made, conditions revealed, functional limitations and any prognoses identified, as a result of the examination given.  I understand that this 
information will be treated as confidential. 

Client Signature x    Date:   

 

AUTORIZACIÓN DE REVELACIÓN DE DATOS MÉDICOS 

Autorizo al médico examinador a revelar al Departamento de Servicios Sociales todo dato relativo a diagnósticos, aflicciones médicas, 
limitaciones funcionales y todo prognosis detectado como resultado del examen realizado. Entiendo que estos datos son de carácter 
confidencial. 

 

Firma del Cliente x    Fecha:   

 
III.   MEDICAL INFORMATION 

List all medical conditions. Include psychiatric and alcohol/drug addiction diagnosis using the most current version of the DSM. (List 
all medical diagnoses and specify medical/clinical findings, including prognoses and how long each condition is expected to last.) 

 
 

Medical Condition Prognosis and Treatment Recommendations 
including prescribed medications 

Date of original 
diagnosis/diagnosis type 

Expected Duration 
From Present 

 

(Months) 

  Date: 
              Physical Health 

Mental Health 

Substance Use Disorder 

      Other 

 

       1-3        4-6  

       7-11      12+ 

     Permanent 

  Date: 
              Physical Health 

Mental Health 

Substance Use Disorder 

      Other 

 

       1-3       4-6  

       7-11     12+ 

     Permanent 

  Date: 
              Physical Health 

Mental Health 

Substance Use Disorder 

      Other 

 

       1-3       4-6  

       7-11     12+ 

     Permanent 

  Date: 
              Physical Health 

Mental Health 

Substance Use Disorder 

      Other 

 

       1-3       4-6  

       7-11     12+ 

     Permanent 

 
 



 
 
 
 

Client Name:             (Page 2 of 2) 

 
IV. Employability: Indicate which one of the following statements best describes the individual’s condition.  
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 C
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   1. ☐ Individual demonstrates ability to participate in activities (work, education, or training) for up to 40 hours per week 

and does not have any limitations.  

   2. ☐ Individual is able to participate in activities with limitation (work, education or training). 

                  ☐ for up to 40 hours per week with reasonable accommodations          -   OR   -  

                    ☐ ______ hours per week with reasonable accommodations  

                    If less than 40 hours, list reason(s) individual is unable to participate in full time activities: 

        ______________________________________________________________________________________________ 

        ______________________________________________________________________________________________ 

   Expected Duration (please circle one):          1-3 mos.          4-5 mos.          6-11 mos.          12+ mos.          Permanent   

   Reasonable Accommodations: Describe reasonable accommodations that are recommended based on identified  

   limitations:  
    _________________________________________________________________________________________________ 

    _________________________________________________________________________________________________ 

    Describe any working conditions, environments or work activities that are contraindicated: 
    _________________________________________________________________________________________________  
 
 

    3. ☐ Individual is unable to participate in any activities (except treatment or rehabilitation).   

    Expected Duration (please circle one):          1-3 mos.          4-5 mos.          6-11 mos.          12+ mos.          Permanent   

  Screening for possible SSI referral: 

        Based on evidence available to you, does this individual have severe impairments which have lasted, or are expected to        

        last, at least 12 months?   Yes______  No______       

 
 
 

     

 V.  TREATMENT 

       Do you recommend referral to a specialist or program for further evaluation or treatment?              ☐ Yes       ☐ No         

 If yes, please specify:   

 Current treatment program information (include medical, psychiatric, and substance abuse treatment): 

 Program Name and address:      

Treatment Program Contact:                                                                              Title:   
 

Telephone:  
 

Fax:   

VI. HEALTH CARE PROVIDER’S INFORMATION 

Health Care Provider’s Name (please print):    

 

 
Medical Position:   _________________

 

Address: ___________________________________________________________________________________________________ 
 

       If a physician, board eligible or board certified specialty:                                              Tele. #: (            ) _________________________                     
 

       Is this client a patient of the examining health care provider?   ☐ Yes ☐ No        If yes, for how long?    

 
       Date of last examination:   
 
       Signature of health care provider: x ____________________________________________ 

 

 
Date:_________________

 
Please forward this completed form to Social Services Contact:      G. Stoughtenger _______________________________________  

 
Telephone #:  (315) 963-5320   Fax #: (315) 963-5263    Address:    100 SPRING STREET PO BOX 1320 MEXICO, NY 13114__________    
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