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Policy, Procedures and Training Office of Procedures
POLICY BULLETIN #04-178- EMP
(This Policy Bulletin replaces PB #04-156-EMP)
CERTIFICATION OF THE EMPLOYABILITY PLAN (EP)
Date: Subtopic(s):
September 30, 2004 Employment

This procedure can Revisions to the Original Procedure:
now be accessed on the . . o . .
This policy bulletin is being revised to correct the form number

FlAweb.
reference to the manual employability plan (W-584A) and to add the
screen shots into the document.

The manual EP (form Purpose:

W-584A) should only be
utilized when the system | This policy bulletin is being issued to remind JOS/Workers that:

is unavailable. e all completed Employability Plans (EP), whether completed online
(through NYCWAY) or completed manually (using form W-584A),
must be signed and dated by both the JOS/Worker and the
applicant/ participant;

e the applicant/participant must receive a copy of the signed EP;

e a copy of the signed and dated EP must be scanned and filed in
the case record.

At this time, the Applicant/Participant Certification screen only
appears in the online EP when the assigned work activities do not
meet the applicant/participant’s preferences.
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APPLICANT S/PARTICIPANT S CERTIFICATION
u rstand that I am expected to attend each activity 100% of the time.
I must complete each step of my plan.
Fai lure to complete any activity may result in the loss of, or reduction,
in my p.a. and food stamp benefits.
The Plan incorporates my preferences to the extent possible

App licant™ /Participants signature
dated: 0871372004
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HAVE QUESTIONS ABOUT THIS PROCEDURE?
Call 718-557-1313 then press 2 at the prompt followed by 765 or
send an e-mail to FIA Call Center

Distribution: X



Signing and Dating the
Online EP

Note: Failure to comply
only results in loss of or
reduction in benefits if
good cause is not
established.

Printing the Online EP

PB #04-178-EMP

However, the sign-off page will print as the last page when the EP is

printed. This page includes an applicant/participant certification

which indicates that:

e the applicant/participant understands that s/he is required to
attend each activity 100% of the time;

¢ the applicant/participant must complete each step of the plan;

e a failure to comply may result in the loss of or reduction in
benefits; and

e the EP incorporates the individual’s preferences to the extent
possible.

It is therefore critical that the EP is printed and the
Applicant/Participant Certification page is signed and dated, with
a copy given to the applicant/participant and a copy scanned and
entered into the case record.

JOS/Workers should also note that if an applicant/participant does
not wish to sign the EP certification, this should be noted on the
printout with a date and a copy retained for the record.

Note: Refusal to sign does not constitute a failure to cooperate
infraction.

The EP is printed from the Employment Plan — Pick List screen.
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File Edit Functions Sciipts  Session Felease Help

B8-13-2084 New York City — Work, Accountabhility and You C(NY¥C-UAY> 1644 . 368
EP | 11:54 Employment Flan — Pick List User: sysB4
Case Number BEPA1Z26561-01-H1 CIN %D54829H ES Code 28 Office B4
Name FEYFIELD,. MALICIA DoB B3-28-1%68 SSN B874-58-70 Sex Female
Status Await. Sched. — REASSESSMENT Case Type SHHC IndStat AC

English Education L/Certs Last Updated Choices
Spoken Diploma Grade On By Inguire Print Update

2004-87,23 Yes No @B8-/085-2004 sysB4
28048415 Yes No 841528084 L1612
28048114 Yes No 81-/14-2884 E5235

Click here to
print.
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Follow-up Discussion It should be emphasized to applicants and participants that absences
from work activity assignments should be avoided, but if an absence
is absolutely necessary, documentation must be submitted.

For good cause documentation guidelines for absences,
JOS/Workers may refer to the Conciliation/Notice of Intent Manual
for Employment Infractions published June 2003 (available on the
FIAWeb).

Effective Immediately
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