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MISSION AND GOALS
The goals of the program are centered on our mission statement which is:
To assist our fellow Anishinaabe with education, training, work experiences, cultural participation, and support services to be prosperous and change their life.
The program’s goals concentrate on empowering its participants to end dependency on government assistance with an acquired purpose, or an occupation, that will contribute to the well- being of their community and family. All program services are offered to support obtaining and retaining employment, improving or creating a position of job readiness, and addressing barriers that prevent our clients from simply filling their employability development plan.
Mille Lacs Band of Ojibwe Public Law 102-477 Goals 2019-2022:
•	To increase child care services in all Mille Lacs Band districts that will synchronize with Ojibwe language and cultural goals while providing safe environments for children and families. Measured by the number expanded child care slots and amount of child care assistance paid per year.
•	To coordinate services with Mille Lacs Band departments and outside agency partnerships that allow clients to maximize opportunities to support holistic health and wellness, while minimizing barriers for clients to increase self-sufficiency. Measured by the number of Memorandum of Agreement or Understanding (MOA/MOU) and by an increase in client participation with outside agencies or entities.
•	To develop Ojibwe language resources, materials, and training to be used long term with Aanjibimaadizing clients and all Mille Lacs Band members to increase the use of language, number of speakers, and improve the health and education of the community holistically. Measured by the number of books, resources, and materials available at the end of this three-year plan in comparison to current resources.
[bookmark: _Toc128689077]Non-Discrimination Statement
Aanjibimaadizing is committed in policy, principle, and practice to maintaining an environment which prohibits discriminatory behavior and provides equal opportunity for all persons.  Aanjibimaadizing affirms its commitment to provide a welcoming and respectful work and educational environment, in which all individuals within the community may benefit from each other’s experiences and foster mutual respect and appreciation of divergent views. 
Aanjibimaadizing prohibits discrimination on the basis of race, color, religion, creed, sex, age, marital status, national origin, mental or physical disability, political belief or affiliation, veteran status, sexual orientation, gender identity and expression, genetic information, and any other class of individuals protected from discrimination under state or federal law in any aspect of the access to programs and activities. Furthermore, this policy prohibits the harassment of clients and employees, i.e., racial harassment, sexual harassment, and retaliation for filing complaints of discrimination.


[bookmark: _Toc128689078]ELIGIBILITY
To be eligible for 477 services, an applicant must meet at minimum five (5) eligibility criteria:
●	A signed and dated application
●	Proof of residency in the service area
●	Tribal Membership
●	Selective Service Registration for males over the age of 18
●	Employability Development Plan (EDP) that is signed and dated
Income eligibility is also a requirement for all program services. Clients must fall below 200% of the federal poverty guidelines to qualify for services funded by PL 102-477. Clients whose income is between 200% and 300% of the federal poverty guidelines may qualify for Mille Lacs Band funded services.
Clients must live in the service area at the time of application. The service area includes the following counties: Aitkin, Benton, Crow Wing, Mille Lacs, Morrison, Pine, Chisago, Kanabec, Hennepin, Anoka and Ramsey.
Clients who were active prior to moving temporarily to a chemical dependency treatment center or college, for example, will still receive Aanjibimaadizing services as long as they have an address to return to in the service area. Clients who leave treatment or college and do not move back to the Aanjibimaadizing service area will have their cases closed.
Individuals who are at a treatment center in our service area may apply for Aanjibimaadizing services but upon leaving the treatment center, if they do not remain in our service area, their cases will be closed. Clients may not receive services that are like or similar to services they receive from Aanjibimaadizing from their own reservation, from other counties, or other entities.
All clients must re-determine eligibility at a minimum of once per fiscal year. Eligibility redetermination must also be done again after a case is closed.
All people have the right to apply for services. All people should be treated as potential clients.
1.	Intake will check OneTribe to see if the client has an open case. If the case is closed, or it is a new client, then the client must complete a new application.
2.	If the documents in OneTribe are current, then they may be used to complete a new application.
3.	Cases may be closed after 90 days of no activity, at which point a new application may be required.
4.	All applications will be date stamped by Intake upon receipt.
5.	All complete applications must be entered into OneTribe within 24 hours of receipt of a complete application.
6.	Intake will schedule a client meeting, or review, with the Case Manager within three (3) business days. A phone meeting may be acceptable if no other alternative is available. Intake will complete a case note with the time and date of the meeting. The note should be attached to the case.
7.	Intake completes the top portion of the EDP and signs with the client. The bottom portion, including goals, is completed with the client and Case Manager.
 8.	Incomplete applications will be given 10 business days to submit missing documentation. After 10 business days, the incomplete application will be shredded. Intake will hold the incomplete application for 10 business days in the incomplete file.
9.	Clients with incomplete applications will be given written notification of missing documents and cutoff date for returning the missing documents.
[bookmark: _Toc128689079][bookmark: _Toc117799618]Income
[bookmark: _Toc118724667][bookmark: _Toc118731747][bookmark: _Toc128689080]Income Disregards
This income must be reported, but is not counted when calculating yearly income.
· A percentage earned income disregard for work expense calculated on the household’s gross earned (full or part-time) income per month. This percentage shall be 42% of total gross income.
· For all Aanjibimaadizing services, dependent care costs must be deducted from the gross earned income for the actual amount paid up to the maximum that would be paid by the childcare assistance program for the same services. These costs will only be allowed for cash assistance participants if the participant is unable to access a Child Care Assistance program or if their application for Child Care Assistance is pending.
· For all Aanjibimaadizing services, all child support payments made for the support of children not living in the assistance unit’s household shall be disregarded so long as the household is in compliance.
· Per Capita payments made from the Tribe to the clients.
· Economic stimulus checks from the state, federal or Tribal Government.
· Foster care payments.
[bookmark: _Toc117799619][bookmark: _Toc118724668][bookmark: _Toc118731748][bookmark: _Toc128689081]Income Exclusions
The following must be excluded when determining a family’s available income for all Aanjibimaadizing services:
1.	Reimbursement for employment and training activities funded under the Band’s approved PL 102-477 plan, such as WEX, or any other training activities;
2.	Out of pocket expenses that are reimbursed while providing volunteer services;
3.	All educational assistance excluding graduate studies and fellowships;
4.	Loans from public or private institutions;
5.	Loans from private individuals that have a written repayment agreement;
6.	State and federal income tax refunds;
7.	State and federal earned income credits;
8.	Funds received for reimbursement, replacement or rebate of personal or real property;
9.	Portions of insurance settlements used to pay medical, funeral and burial expenses to repair or replace ensured property;
10.	Reimbursements for medical expenses that cannot be paid by medical assistance;
11.	Payments by vocational rehabilitation programs;
12.	In-kind income including payments to a third-party provider of goods and services;
13.	Assistance payments to correct underpayments;
14.	Emergency assistance payments;
15.	Funeral and cemetery payments;
16.	Non-recurring cash gifts of $75.00 or less;
17.	Energy assistance payments;
18.	Supplemental Security Income;
19.	Proceeds from the sale of real or personal property;
20.	Adoption assistance payments;
21.	State funded family assistance programs payments to assist with the care of children with mental retardation or related conditions;
22.	Rent rebates;
23.	Income earned by a minor child or minor caregiver who is at least a half time student;
24.	Income earned by a caregiver under age 20 who is enrolled in an approved secondary education program;
25.	Interest payments and dividends from property that is not excluded from and does not exceed the asset limit;
26.	Federal or state funded child care payments or assistance;
27.	Payment or stipends made through the Band’s Training and Development programs or Higher Education program to support a caregiver’s pursuit of greater self-support, including post-secondary education achievement;
28.	Income received related to shared living expenses;
29.	Reverse mortgages;
30.	Benefits provided by the Child Nutrition Act of 1996;
31.	Benefits provided by WIC program;
32.	Benefits from the National School Lunch Act;
33.	Relocation assistance received under the Uniform Relocation Assistance and Real Property Acquisition Act of 1970;
34.	Benefits from the Trade Act of 1974;
35.	War reparation payments under USC title 50, sections 1989 to 1989d;
36.	Payments to veterans or their dependents under Public Law 101-239 related to Agent Orange or other chemicals;
37.	Income that is specifically excluded under federal or state law or federal regulations;
 38.	Security and utility deposit refunds;
39.	American Indian tribal land settlements excluded under Public Law 98-123, 98-124, and 99- 377;
40.	All income from a minor parent’s parent when determining the grant for the minor parent in households that include a minor parent living with a parent on TANF with other dependent children;
41.	Income of the minor parent’s parent equal to 200 percent of the federal poverty guideline for a family not including the minor parent and the minor parent’s children;
42.	100% of per capita payments, including Minor Trust Payments made to an enrolled Minnesota Chippewa tribal member and 100% of stimulus payments made to an enrolled Mille Lacs Band Member by the Mille Lacs Band of Ojibwe;
43.	100% of child support paid to the household per month per custodial parent as long as the custodial parent is in compliance with all conditions of receiving TANF, which would include employment services and child support;
44.	Income from the Mille Lacs Band’ Youth program;
45.	Any support service listed in this TANF Plan;
46.	Retirement Survivors Disability Income (RSDI);
47.	Income earned while working for the US Census Bureau;
48.	Pension or retirement benefit income.
[bookmark: _Toc117799620][bookmark: _Toc118724669][bookmark: _Toc118731749][bookmark: _Toc128689082]Over Income
If a client is over-income and denied services, then they must wait 30 days to apply again.
[bookmark: _Toc117799625][bookmark: _Toc128689083]Active Warrants
Clients may not have an active warrant and receive employment services. The Case Manager should complete the initial intake screening and ask the client about any potential legal issues. The Case Manager should check the county of residence to ensure there are no active warrants.
When the warrant is resolved, the client may be placed in a work site if desired.
1.	Clients will have 30 days to resolve an active warrant. If the warrant is still open after 30 days, the case will be closed.
2.	The Aanjibimaadizing staff will make three (3) attempts within two (2) weeks to contact the client regarding the warrant.
3.	Contact attempts will be case noted.
4.	If the three (3) contact attempts are unsuccessful, the client will be sent a standard memo that details the three (3) contact attempts and notifies the client their case is closing.
[bookmark: _Toc118724671][bookmark: _Toc118731751][bookmark: _Toc128689084]Sex Offenders
Staff should be notified if a client is a sex offender. The client should sign a release of information with the probation officer or other legal entity with authority in the case. It is the Case Manager’s responsibility to notify other staff.
[bookmark: _Toc128689085]Expedited Services
[bookmark: _Toc117799732][bookmark: _Toc118724673][bookmark: _Toc128685374][bookmark: _Toc128689086]Eligibility
To be eligible for expedited services, an applicant must meet at minimum these eligibility criteria:
●	A signed and dated application
Expedited Services include access to the classroom, client resume, and job application assistance.
[bookmark: _Toc128689087]CLIENT EXPECTATIONS
[bookmark: _Toc128689088][bookmark: _Toc117799632][bookmark: _Toc117799629]Client Code of Conduct
Language or behavior that is threatening or aggressive to staff will result in a suspension from program services. The first offense will be a 30-day suspension. The 2nd offense will be a 60-day suspension. The 3rd offense will result in a minimum of a 90-day suspension and may last up to one year based on Executive Director’s discretion. For serious behavior the police may be contacted. If police become involved, then the suspension will be a period of one year. If there is more than one serious offense, the client would be banned from services indefinitely.
[bookmark: _Toc117799633][bookmark: _Toc118724676][bookmark: _Toc128689089]Zero Tolerance
Aanjibimaadizing has a zero tolerance for smoking, vaping, drug or alcohol use, sale or possession of drugs, physical violence, threatening behavior, or possession of any type of weapon on our physical premises or in our vehicles. Clients will be immediately suspended from services for a minimum of 30 days and police may be called. If clients engage in the use, sale or possession of drugs, or the possession of a weapon while utilizing Aanjibimaadizing services then police will be called. Family Services will also be notified if it is a mandated reporter situation. 911 will be called in any and all emergency situations.
Aanjibimaadizing provides oral swab drug testing for WEX clients, Career Exploration clients over the age of 18 and Zakab Biinjina clients. Oral swabs must be witnessed by 2 staff people. Results are final.
If the participant is a youth, the parent will be called immediately to pick up the child and discuss the situation. If the parent does not have transportation, then program may transport home, but only with parent notification and permission. If police have been called, then the transportation would be completed after parental notification. Contact information would be shared with police. Youth safety would always be the priority. 
There is zero tolerance for gang activity, gang colors, gang signs, gang recruitment, or representation of the gang is not allowed at any type of activity or programming. This will result in an immediate 2 to 4 week suspension. Return to programming will require a meeting and signing a behavior plan. Any violence that is gang related will result in an immediate dismissal from programming for up to 1 program year.
Transportation to and from programming is not guaranteed and will be provided when staffing and time allows. Transportation must follow all safety guidelines. Transportation will not be provided if safety cannot be ensured.
[bookmark: _Toc128689090]File Review
Participants or parents/guardians of youth have the right to review their file and obtain copies of documents with a signed release. Documents may be released with a signed and dated Release of Information (ROI).
[bookmark: _Toc128689091]Authorization to Release or Obtain Information *
[bookmark: _Toc128685380][image: ]

[bookmark: _Toc128689092]SERVICE DELIVERY
All services are offered in all sites, with the exception of youth programming in the Urban area. The majority of clients served will be low income, at or below 200% poverty level. Services may be provided by the Tribe, or through partnerships, within and outside of the service area. Services may be provided for the length of time to complete goals. The client case may be closed after 90 days with no contact from participants. If client contact occurred, but was not documented by the program within the 90 days, then a new application is not required.
[bookmark: _Toc128689093][bookmark: _Toc118731760][bookmark: _Toc117799635][bookmark: _Toc117799623]Program Focus on Continuous Quality Improvement
Aanjibimaadizing believes in a work culture that focuses on continuous quality improvement. Improvement should be made by participants in meeting their goals. Staff and the program should always act in a manner to improve the quality of services.
[bookmark: _Toc128689094]Staff Orientation
Staff will receive an orientation to the policies and procedures within the first two (2) weeks of employment.
[bookmark: _Toc117799634][bookmark: _Toc118731761][bookmark: _Toc128689095]Conflicts of Interest
No Intake Specialist or Case Manager may review or act upon a case where they are related to the client. Intake Specialists or Case Managers may refer the cases to another staff person who is not related. For definition of ‘relative’, see MLBO Personnel Policies.
[bookmark: _Toc128689096]Intake
[bookmark: _Toc118724682][bookmark: _Toc118731763][bookmark: _Toc128689097]Appointments
All clients should receive intake paperwork upon request. Intake Specialist staff should assist them on the same day. Clients should be set up with an appointment to meet with a Case Manager on the same day. If that is not possible, then the appointment should be offered within three (3) business days.
[bookmark: _Toc117799746][bookmark: _Toc128689098][bookmark: _Toc117799735]Client Needs
Employment Verification or Worksite Agreement for WEX- Client signs the employment verification. The employment verification is then completed by MLBO HR or the client’s supervisor.
Release for Per Cap- Must be signed by the client for release of two (2) months of information and sent to the OMB office.
EDP- Intake fills out the top part of EDP. The client and Intake Specialist sign the top portion. Intake enters the goals. The short-term goal is to “Retain Employment” and the long term goal is to “Become self-sufficient”. The client signs the bottom portion of the EDP.
Check Request/Gift Card- Intake completes the check request or Gift Card Authorization for the client and enters into OneTribe. Intake then must notify the Program Manager of the request in person or by email that the request is ready to approve and submit. OMB has ten (10) business days to process checks once submitted. Aanjibimaadizing has ten (10) business days to issue gift cards. Most gift cards should be processed in 1-2 days.
Upload documents under Activity in OneTribe
Review- All requests for funding are sent to a Case Manager for review and to sign the bottom of the EDP. If all documentation is not there, or incomplete, then the request is returned to Intake Specialist for correction. If approved, the Case Manager would case note the approval in OneTribe. The check request is sent to the Director of Case Management or Executive Director for processing.
Highly stress to clients that receipts need to be returned within 30 business days. Clients must discuss payment issues with Intake, their Case Manager, or the Executive Director. Clients should not contact OMB and may incur penalties if they contact OMB directly.
[bookmark: _Toc128689099]Intake Documents Needed for Aanjibimaadizing Support Services*
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[bookmark: _Toc128689100]Client Files
All client documents are to be scanned into the data management system. A hard copy will also be kept in the client’s paper file. Paper files are to be kept locked when not in use. Supervisors should be notified where keys for locked files are kept. Clients should only have one file at all times.
Intake and the Case Managers must search archived files to ensure that a client only has one file. All staff need to use OneTribe and the main file for all documentation. Main paper files are kept in each district. Archived files will be kept in District 1. Data should be entered into OneTribe within three (3) business days.
[bookmark: _Toc118731766][bookmark: _Toc128685390][bookmark: _Toc128689101][bookmark: _Toc117799627][bookmark: _Toc117799624][bookmark: _Toc117799622]Case Manager Responsibilities
●	All client activities should be approved or reviewed by a Case Manager.
●	Case Managers are required to review the EDP with clients and establish activities.
●	All activities should be listed as separate activities. Choose from the drop-down box.
●	Case Managers should review their message center for notifications once per week and correct them.
●	Data entry for the participant files must be completed within three (3) business days.
●	Clients who report outcomes related to their case plan activities may be given a $30 gift card.
●	All clients should be able to see a Case Manager on the same day they seek services, although there may be limited exceptions to this.
If not specifically listed in current policies, then services must be reviewed and approved by the Executive Director.
Case Manager Review
Case Managers are responsible for maintaining and documenting regular client contact in the case notes. Client contact should be done at a minimum of once a month, but as often as needed to assist clients in meeting their goals.
[bookmark: _Toc117799636][bookmark: _Toc117799626]Documentation Placement in OneTribe
[bookmark: _Toc117799637]APPLICANT PROPERTIES - FILES
●	State ID, Driver’s License, Tribal ID
●	Certificate of Indian Blood
●	Birth Certificates-TANF
●	Social security cards-TANF
●	Selective Service Letter
●	Tribal Per Cap information
●	Proof of residency
●	Health insurance information - Youth
●	GED/HS Diploma 
[bookmark: _Toc117799638]CASE PROPERTIES - files
●	477, TANF, Youth Applications
●	TANF ONLY-family birth certificates and Social Security cards case information
○	Orientation paperwork
○	Child Support paperwork
○	Employment Services paperwork
○	Shelter Form
○	All required paperwork for TANF, including income
●	EDP - signed
●	Certificates
●	Child Care paperwork
●	Support Service information
○	Two (2) quotes regarding car repairs/insurance
○	Employment verification
○	Vehicle Titles
○	Proof of insurance
○	Receipts for clothing, tools, food, repairs
○	Employment Verification
●	WEX paperwork
○	Probationary Agreement
○	Participant Agreement
○	Worksite Agreement
○	Child Support paperwork
○	Confidentiality paperwork
○	Weekly WEX Evaluations
○	Referrals - WEX, Classroom, Training, Transportation
○	WEX hours should be tracked by the Program Manager. Documentation of hours should be case noted at 240, 480 and 720 hours.
[bookmark: _Toc117799639]Case Notes
Case notes should be put under the Case Properties: then place the notes under the case notes tab.
Case Note Standards
It is critical that all staff contribute to the documentation of our services. Below is a guidance that does not cover all situations but serves as a reference to when and what to case note.
[bookmark: _Toc117799784]New Case Note Template
***NEW APPLICATION FOR**** 
APPLICATION DATE:
INTERVIEW DATE:
PROGRAMS APPLIED FOR:
EMERGENCY/EXPEDITED: Does the unit meet expedited criteria? Was a same day interview offered?
HH COMP: Who is in the unit? Do the P&P together? What do you have for verification of identity? What verification do you have of relationships? Is anyone pregnant? Verification
RESIDENCY: What verification was received for address? Have they lived here for 30 days? If no, what is the date of entry?
ABPS: (If applicable) Name of Absent Parent, custody arrangement, has child support paperwork been given and/or received?
SCHOOL: Is anyone in school? What is their school status? Has it been verified?
INCOME: What income does the unit have (list all)? What income did you use in the budget? What income is counted? Do you have verification?
DEDUCTIONS: HEST? ACUT? DCEX? FMED? COEX? What verifications?
SHELTER: List shelter costs the unit is responsible to pay. Are they living in HUD-subsidized housing? What verification was received?
ASSETS: What counted assets does the unit have? Cash? Cars? Accounts, debit accounts (e.g. Reliacard) or certificates of deposit? Stocks, bonds, pensions or retirement accounts? What verifications do they have?
WREG/SNAP E&T: What is their WREG/SNAP E&T status?
EMPLOYMENT SERVICES: What is the employment services status? Do they meet any FSS category? Is it an extension case? Does anyone in the HH have a disability? Does it prevent them from working at least 20 hours/week? Do you have verification of the disability? Is there a custodial parent under 20? Did they choose the school or employment option?
ORIENTATION TO FINANCIAL SERVICES: Was this completed at the interview? Was this scheduled for a later date?
CCAP: Is the client requesting child care? Were they given an application? Has it been completed?
INFC/EDRS: What information was found using the interface? What follow up was completed?
VERIFICATIONS REQUESTED: List what documents were requested/are still needed to process the case.
ACTION TAKEN: Note application reviewed with client and DV brochure given. Case pended? STAT updated? Approvals done?
SIGNATURE
WEX Placements
Initial WEX placements (youth Career Exploration or adult WEX) and/or a change in placement should be case noted with no less than the following information:
Case note title: WEX Placement
WEX Placement:
Date of placement:
Supervisor:
Supervisor contact info:
Date placement ended:
WEX hours remaining after the end of this placement:
Support Services
Support services for those who have permanent employment or are enrolled in an education/training program should be case noted with no less than the following information:
Case note title: Employment
Employer:
Date hired:
Average hours worked per week: 
Date job ended:
OR
Case note Title: Education
School/training enrolled in:
Date of enrollment:
Full time or part time:
Average hours attended per week:
Date ended:
Other Situations
Other instances that MUST be case noted:
●	All sanctions or disqualification actions
●	Grievance or appeals actions
●	Any instance when a financial benefit is approved (Ge-niigaanizijig Activities and WEX weekly incentives do not require weekly case notes)
●	Proven theft, act of intimidation or other actionable event
●	Disciplinary actions or incidents that could lead to other actions while engaged in Ge- niigaanizijig activities
●	Additional funds or services given
Outcome Reporting
Clients who report positive outcomes related to their case activities listed on their EDP or case plan will receive a $30 incentive in the form of a gift card or a check.
[bookmark: _Toc128689102]PAYMENTS
●	Must be made in a client’s legal name.
●	Participants may not call OMB directly regarding their payments. Calling OMB may result in reducing your payment by a 50% sanction. Questions regarding payments should be made to the Case Manager or the Fiscal Manager.
●	Aanjibimaadizing has 10 business days to process all payments and gift card requests.
●	Questions about bonus payments must be made within 90 days of when the payment was made, except in the case of agency error.
[bookmark: _Toc117799630][bookmark: _Toc128689103]Check Release
All checks are alphabetized and scanned prior to being released. The scans include a cover sheet with estimated mailing date.
Participants must sign the check release agreement form at enrollment. Youth will sign this agreement with their parents. Checks will only be released to individuals listed on the agreement. Parents who do not have custody of their children may not pick up the child’s checks. 
[bookmark: _Toc117799628][bookmark: _Toc128689104][bookmark: _Toc117799631]Financial Incentives
Clients who sign up for direct deposit will receive a $50 incentive after the first check is sent by electronic funds deposit.
[bookmark: _Toc128689105]EMPLOYMENT SERVICES
[bookmark: _Toc117799642]Employment services will be offered to participants. These services will include clients who are entering, transitioning, dislocated, underemployed, or looking to retain employment. The Tribe’s 477 employment services will include, but will not be limited to: career counseling, job readiness training, resume building, job referral, supported or subsidized work placements, internships, and job retention services. Employment assistance will be made available to all participants requiring the service as long as funding is available.
In addition, as detailed under job-creation/economic development, special services to stimulate job creation may be offered as well as other community building activities in support of strategic tribal planning and development.
Employment services should focus on assisting clients identifying their goals for employment and how to achieve them. Clients may need training, education, support services, job development services, or other identified ways to assist them in obtaining or retaining employment.
Placements may be made in the public, nonprofit, private, tribal government, or tribal enterprise sectors as deemed appropriate. The duration of the services will vary based on the participant's needs and work history.
Prior to placement, all clients should complete Da-nanda-anokiing, the WEX entry plan, or other plans as designated on their EDPs.
Expedited services for resume writing, job search, printing paystubs, or using the computers for educational course work may be provided with a simplified application process.
[bookmark: _Toc118731771][bookmark: _Toc128689106]Eligibility
To be eligible for employment services, an applicant must meet at minimum these eligibility criteria:
●	A signed and dated application
●	Proof of residency in the service area
●	Tribal Membership in the MLBO, or a MLBO 1st generation descendant, or a member of a federally recognized Tribe
●	Selective Service Registration for males over the age of 18
●	A signed and dated Employability Development Plan (EDP)
●	Income at or below 200% of poverty level for grant funded services
●	Have an identifiable and correctable barrier to obtaining or retaining employment 
[bookmark: _Toc117799643][bookmark: _Toc128689107]WORK EXPERIENCE (WEX)
[bookmark: _Toc117799644]The Aanjibimaadizing WEX offerings are designed to give participants the opportunity to test and demonstrate their work readiness and develop a resume that supports their career plans. The Aanjibimaadizing Job Placement unit oversees these placements. 
All WEX clients are to have a Service Plan grounded in valid assessments. Each participant should have a current resume on file which they are developing through training and work experience placements. 
Clients must complete an updated resume and exit interview with the Case Manager before the WEX bonus can be received.
All placements and client documents require communication with the Case Manager. 
[bookmark: _Toc118731773][bookmark: _Toc128689108]Eligibility
To be eligible for WEX services, an applicant must meet at minimum these eligibility criteria:
●	A signed and dated application
●	Proof of residency in the service area
●	Tribal Membership in the MLBO, or a MLBO 1st generation descendant, or a member of a federally recognized Tribe
●	Selective Service Registration for males over the age of 18
●	A signed and dated Employability Development Plan (EDP)
●	Income at or below 200% of poverty level
●	Have an identifiable and correctable barrier to obtaining or retaining employment
●	Clients can have no active warrants
 ●	Those without a high school diploma or GED will be required to work on earning one. Proof of enrollment in a GED/Credit Recovery/Diploma Program is an acceptable component to a WEX Service Plan and Agreement.
●	Participants with very significant documented learning barriers may be considered for an alternative Service Plan and Agreement. They may attend Adult Basic Education (ABE) classes.
[bookmark: _Toc117799648][bookmark: _Toc117799646]Procedure for Qualification
1.	The client will complete the intake paperwork with the Intake Specialist or Case Manager.
2.	The client then meets with a Case Manager to activate them in the OneTribe system.
3.	The Case Manager must review the JSAI, BESI and CASAS assessments prior to placement. The Case Manager reviews case notes that explain the client’s barriers and work history.
4.	The Case Manager should have a list of current and potential openings relative to their location. Potential placements include MLB departments, non-profit agencies, or local businesses in the geographic location. Case Managers should always be actively recruiting potential job site placements.
5.	While the drug and alcohol test or Oral Swab and Background checks are being completed, or processed, the client may be placed into the WEX probationary status. Clients may NOT be placed in a safety sensitive position until the background check has cleared. The client should be on WEX probation for no more than four weeks while waiting for a drug and alcohol test result. The client should be on WEX training no more than six weeks while waiting for background check results. This time is considered the WEX program “probationary” period. The pay rate for WEX Training is $9.75 per hour. The WEX probationary placement agreement must be completed before the training begins.
6.	After successful completion of a drug and alcohol test and background check, WEX orientation training, as well as positive evaluations from the supervisor, the client can be put into a 720-hour WEX placement. The Case Manager must meet with the site supervisor prior to placement to discuss performance.
7.	WEX placement has a limit of 720 hours. The pay in WEX is $11.00 per hour. The Case Manager or Program Manager should track the hours in OneTribe. The Program Manager should track the hours in a spreadsheet. If the client successfully completes the program, they may be eligible for a bonus up to $2,100. The client may also receive the bonus if they are hired full-time and work a combined total of 720 hours through WEX and their new job.
8.	Prior to WEX placement, the Case Manager must meet with the site supervisor to complete and review the Work Site Agreement Form.
9.	Critical: Timesheets from Site Supervisors must be submitted following the WEX calendar, unless otherwise notified by the Program Manager, otherwise the participant’s pay will be delayed.
10.	The Case Manager will complete the paperwork with the client after the drug and alcohol test/Background Check is complete and a placement site is available. The client must complete the Participant Agreement, Child Support Form, and Confidentiality Policy at this time. A start date and work hours will be communicated to the client and Site Supervisor. This information will also be emailed to the Case Manager and case noted in OneTribe.
11.	Site Visits are completed at minimum once a month to check on the clients and speak with the Site Supervisor about any concerns, questions, or positive feedback. Documentation of the visit should be placed in Case Notes in OneTribe. Weekly Evaluations should also be uploaded into OneTribe.
12.	The Case Manager will complete a client evaluation after they have worked 240 hours and at the end of the 720 hours. The Case Manager should connect with the client and complete a client evaluation at the end 480 work hours. Evaluations must be satisfactory (rated at 7 or above) to obtain the $700 per every 240 hours.
13.	If a client does not have their GED, then the WEX program may pay the client up to 4 hours a week to take the classes, prepare for their GED, and take the GED exam at the pay rate they are receiving for WEX per hour. Hours must be documented and the program will not pay for more than 8 hours a day. Clients who are enrolled in college may also be paid for up to 4 hours per week to attend class.
14.	The Case Managers may refer our clients to AIOIC/Takoda Institute or the Aanjibimaadizing classroom for GED preparation and to take the GED exam. Other programs may also be used.
15.	A Site Supervisor or Case Manager may request a drug and alcohol test/Mouth Swab with Reasonable Suspicion.
16.	The Case Manager should also assist clients with resumes, job searches, and interview coaching. Many placement agencies do require an interview. The Case Manager can assist some Site Supervisors in creating job descriptions.
[bookmark: _Toc117799647]Case Managers Should Review
1.	Legal history
2.	History of chemical dependency
3.	Housing
4.	Transportation
5.	Check for active warrants 
Behavioral Health Assessment
A diagnostic assessment may be performed by the Behavioral Health Department. These are assessments which address chemical dependency, mental health, and other individual needs of a client. If there are issues with employment that are barriers to maintaining employment, Aanjibimaadizing can request that an assessment be done.
The expectation is that the assessment is to be completed within 60 days of the request and a verification form is filled out stating the assessment has been completed before they return to work.
Clients are expected to follow the recommendations of the assessment to maintain their positions with the WEX program.
Medical Hold
A client can be put on medical hold by the WEX program for a medical condition that affects their ability to work. After they receive a workability report from their physician that they can return to duty, they will be allowed to re-enter the WEX program.
Program Sanctions and WEX
•	A client should have a variety of other “activities” available to help them become ready to be eligible for WEX. Case Managers may choose to incentivize activities.
•	It will be up to the Case Manager to determine when the client is eligible for WEX based on the reason for sanction and the client’s attitude and motivation toward being compliant and off the sanction.
•	If the Cash Assistance client is placed on WEX and they are not compliant, they may be pulled from their placement. This will be communicated before the placement so that the client understands that they are obligated to be compliant with their case plan and the things that the Case Manager has determined they need to complete to remain out of sanction. The service agreement is their first responsibility and WEX is an earned opportunity for being responsible to their plan.
•	The Worksite supervisor will be informed before the placement that there is a possibility of the client being pulled if they are not compliant and any encouragement from the supervisor in helping the client turn in things will help keep this from happening.
•	There will be a variety of “activities” available for the client to become compliant and it will be at the discretion of the Case Manager to determine when the client is eligible to return to WEX.
•	There is no guarantee that the client will be placed in the same WEX position because there may be other clients in line for that placement and once they are pulled, the position may go to someone else.
[bookmark: _Toc128689109]Placement
The Mille Lacs Band of Ojibwe Aanjibimaadizing WEX program consists of placing clients that are deemed eligible by the case managers to need work experience. In order to be eligible, the client must reside in the 477 plan service area. The client has to be enrolled in a federally recognized tribe in the United States, and have at least one identifiable barrier. Barriers include lack of housing, lack of education, underemployment, criminal background (felony status), etc. Placement preference on Reservation land is for Mille Lacs Band Members.
Any WEX should have the same background check requirements as if they were a job applicant. No WEX applicant should start at background required position until the clearance is received by the department.
Any WEX participant with a break in placement at any worksite that is 30 days or longer, must complete a drug test when they start back at the placement, or move to another placement. 
Aanjibimaadizing fully supports recovery, education, and cultural goals of clients. No more than 40 hours per week may be paid for WEX training. The 40 hours may include the following if listed as part of the EDP and goals for the client:
Up to 4 hours of treatment or recovery activities per week. These activities must be verified to be paid.
Up to 4 hours of education time to work on GED or their driver license per week. These activities must be verified to be paid.
Up to 4 hours of cultural time to participate in ceremonial activities. These activities must be verified to be paid.
WEX clients must work a minimum of 20 hours per week. Their evaluations should be graded at satisfactory (7 or higher) to continue in the program. If the WEX evaluations are scoring below a 7 average, and the hours are below 20 hours per week for two (2) or more weeks, then the Case Manager shall do a site visit to meet with the supervisor and client. The first time this occurs will be considered a coaching and case noted in OneTribe. The second time this happens the Case Manager will complete a worksite improvement plan with the client. The third time this happens the client will be suspended from the program for 30 days. Any acts of violence or aggression while on the job site will result in immediate suspension.
Case Managers must conduct site visits to check on the clients at least once a quarter. During site visits they should talk with the supervisor to check on any needs and ensure the client is active and supported.
[bookmark: _Toc117799651][bookmark: _Toc117799649]Prior to Placement
All clients must complete the WEX entry plan, Da-nanda-anokiing classes, or other plans described by the Case Manager. The WEX entry plan includes: completing 3 self-assessments, creating or updating a resume, and signing an education verification.
1.	Clients must create or update their resume.
2.	JSAI (Job Search Attitude Inventory) to identify client’s work readiness and attitude.
3.	BESI (Barriers to Employment Success Inventory) to identify client’s work readiness barriers.
4.	CASAS to obtain a literacy score and a numeracy score.
5.	Job Match Interest Survey from careerwise.com to identify client’s career interests.
6.	Sign the Education Verification form to provide proof of diploma or GED.
Placements cannot be started until the Executive Director or the Director of Case Management approve the placement and worksite agreement.
WEX Entry Plan Requirements
	Dollar Amount of Incentive
	Client Name:
	
	Date Completed and Staff Initials

	
	Case Manager:
	
	

	Positive Outcome Incentive
$30
	Comprehensive Adult Student Assessment Systems (CASAS): Math
-CASAS Math Appraisal [Pre-test], Form 900M (30 minutes)
	

	

	Positive Outcome Incentive
$30
	Comprehensive Adult Student Assessment Systems (CASAS): Math
-CASAS Math Test, Form varies: 913M-914M-917M-918M (60-75 minutes; depends on version of test)
	

	

	Positive Outcome Incentive
$30
	Comprehensive Adult Student Assessment Systems (CASAS): Reading
-CASAS Reading Appraisal [Pre-test], Form 900R (30 minutes)
	

	

	Positive Outcome Incentive
$30
	Comprehensive Adult Student Assessment Systems (CASAS): Reading
-CASAS Reading Test, Form varies: 901R-902R-903R-904R-905R-906R-907R-908R (60-75 minutes; depends on version of test)
	

	

	Positive Outcome Incentive
$30
	Barriers to Employment Success Inventory (BESI), 5th ed. (15-30 minutes)
-Self-assessment on identifying barriers to getting and keeping a job.
-Completed assessment will be placed in client’s file.
	

	
	Job Search Attitude Inventory (JSAI), 5th ed. (15-30 minutes)
-Self-assessment on identifying the attitudes you hold about the job search process. 
- Completed assessment will be placed in client’s file.
	

	

	Positive Outcome Incentive
$30
	Resume or Update Resume (15-45 minutes)
-A document that collects the client’s background, skills and accomplishments in the work environment.
-Resume is saved on classroom flash drive; print out resume and place in client’s file.
	

	

	Positive Outcome Incentive
$30

	Minnesota State: CAREERwise (website; https://careerwise.minnstate.edu/) Explore Careers Assess Yourself Take an Assessment [under, Interest Assessments] Career Cluster Interest Survey (15-45 minutes) Get started 
-The interest survey gives you a list of careers that may suit your personality/interests.
-Print out “Career Cluster Interest Survey” to put into client’s file. 
	

	
	Minnesota State: CAREERwise (website; https://careerwise.minnstate.edu/) Explore Careers Assess Yourself Take an Assessment [under, Interest Assessments] CAREERwise Interest Assessment--RIASEC (15-45 minutes) Get started 
-The interest profile results will have letters—R=doers; I=thinkers; A=creators; S=helpers; E=persuaders; C=organizers, which will help the client find a career/major that match their interest.
-Print out “CAREERwise Interest Assessment Results” to put into client’s file.
	

	

	Training Incentive
$30
	WEX Orientation & COVID Training (Fridays @ 11:00 am) log onto Zoom and watch presentation (60 minutes)
-Log onto Zoom, https://www.zoom.us/  “Join”; Enter “Meeting ID” 815 3294 6858, click “Join”; Window will appear--“Join Zoom Meeting”—click on box; Window will appear, “Enter meeting passcode,” enter aanji ; click on “Join Meeting.”
	

	


The WEX Entry Plan and WEX Orientation must be completed prior to placement. The WEX entry plan should be updated annually.
Placement Standards
The work assignment is based on their skills, knowledge, and interest with the ultimate goal of assisting them finding full time benefit-eligible employment.
The WEX workers are eligible for pay based on their evaluations in 4 key work behavior areas.
The WEX workers are not eligible for any MLBO benefits and have signed an acknowledgment that WEX jobs are not eligible for unemployment benefits. The acknowledgment reads:
“I understand that the Aanjibimaadizing WEX Program is a federal grant supported employment training program of the Mille Lacs Band of Ojibwe Aanjibimaadizing and that according to Minnesota Statute 268.035, Subd 20 (1) I will not be eligible for unemployment compensation once this program employment ends.”
[bookmark: _Toc117799650]Placement Approval
All worksite agreements must be approved by the Executive Director or Director of Case Management prior to the client starting work.
[bookmark: _Toc117799652]Placement Time Limits
Work-experience placements are based on a 720 hours per calendar year limit. The calendar year runs January 1 to December 31, or from the from start date of WEX placement The date for WEX placements begins on their start date and they have one calendar year to completed their hours.  Placements may, with the Executive Director’s approval, be extended to up to 1,014 hours for viable candidates in a current hiring process.
Extended placements ensure continuity of earnings and facilitate opening opportunities of our most work-ready participants. Clients in an extended placement must still continue to report hours to their Case Manager on a weekly basis.
●	The goal of the program is to move participants into long-term unsubsidized employment.
●	Clients may participate in the WEX program once per calendar year (which begins on their start date) to complete their 720 hours. Example March 11, 2021 – March 11, 2022- With an allowance of a 6-month waiting period before reapplying.
If the client becomes employed during the WEX placement, they may still receive their bonus if and when they work a combined total of 720 hours in WEX and at their new regular job.
[bookmark: _Toc118731775][bookmark: _Toc128689110][bookmark: _Toc117799653]Aanjibimaadizing Program Responsibilities
1. Maintain a WEX employment file and track hours earned.
2. Communicate with the Site Supervisor on a monthly basis.
3. Provide general orientation and on-going counseling to participants relating to proper work habits and program requirements.
4. Assure payment to the participant when evaluations are submitted using the WEX calendar. If timesheets are received by Noon on the designated day, the participant would be paid the following pay period. The program reserves the right to mail checks instead of in-person pick up. It is preferable that clients have Direct Deposit. Effective October 1, 2021 Direct Deposit will be required. Staff will assist with opening a bank account, reloadable debit card or appropriate financial online account.
5. Provide information and technical assistance to the worksite supervisor regarding program requirements.
6. Provide support to the supervisor regarding any work-related problems involving the participant.
7. Visit the client onsite a minimum of one-time.
8. Complete an evaluation of job performance with the Site Supervisor input after the client has worked 240, 480 and 720 hours. The Case Manager will complete the evaluation after 240, 480, and 720 hours. 
9. Transfer or terminate a participant. This is the responsibility of Aanjibimaadizing Program Work Experience Coordinator with concurrence of Worksite Supervisor.
10. The Case Manager must be notified of all site placements, transfers and terminations. 
[bookmark: _Toc118731776][bookmark: _Toc128689111]Worksite Agency Responsibilities
The worksite supervisor agrees to:
1.	Complete the Worksite Agreement form.
2.	Outline the participant’s job duties and responsibilities and instruct the participants in the performance of his/her job.
3.	Provide a job description, if available.
4.	The supervisor will provide an orientation covering policies, work hours, holidays, lunch break, and other necessary information.
5.	Provide continual supervision by checking the progress at various times each day.
6.	Ensure the participant does not exceed authorized working hours. Worksite agency is responsible for all payment hours beyond 40 hours per week.
7.	Objectively evaluate the participant’s job performance according to criteria provided on an evaluation issued by the Aanjibimaadizing Program on a weekly basis.
8.	Evaluations and timesheets are on a combined form. Timesheets MUST be submitted by Noon every other Monday to the Case Manager, unless otherwise specified. If timesheets are not received by Monday, the participant may not be paid until the following pay period. Please note: Timesheet submission may change due to holidays or other MLB business.
9.	Make sure conditions of work are safe and that safety training is provided and that safety guidelines are observed.
10.	Immediately report all accidents and injuries to: Worksite Agency’s Human Resources AND both the Aanjibimaadizing office and MLB Human Resource department.
11.	Make sure the participant’s work time is accurately reported, is certified by the supervisor and certified by the participant.
12.	Discuss minor job-related problems with the participant.
13.	Contact the Case Manager to assist the participant with personal problems or recurring work-related problems.
14.	Consult the Case Manager before making any severe reprimands or major changes in the participant’s job duties.
15.	Contact the Case Manager if a transfer or termination is necessary.
16.	May request a drug and alcohol test with reasonable suspicion.
Aanjibimaadizing will be evaluating the participant based on monthly reports and weekly evaluations. If there are any questions on the report or further clarifications needed, the worksite agency supervisor will be contacted to provide this information.
Worksite Supervision
The participants must have an assigned supervisor(s) to whom he/she reports. It is the responsibility of the supervisor to ensure that the participants understand the nature of his/her work. In addition, there must be a supervisor available to provide guidance with work activities, as needed.
Supervision of Relatives
Because the placement of family members in the same area of the organization could lead to conflicts in the workplace, family members of person currently employed by the Aanjibimaadizing programs may be placed only if:
•	They will not be working directly for or supervising a family member; and
•	They will not be working directly above the family member’s immediate supervisor or directly for the family member’s immediate subordinate.
WEX participants should not be transferred into a direct reporting relationship with family members absent special circumstances, to be approved by the Executive Director of Aanjibimaadizing. If the family member's direct reports are established after placement, the individuals concerned will mutually recommend, subject to the Executive Director’s approval, which person is to be transferred, if placement is available. If the parties cannot agree upon the transfer, or Aanjibimaadizing cannot accommodate the parties’ decisions to avoid the direct reporting relationship of family members, or if it is not possible to transfer either party to an available position, the Executive Director has the right to terminate one of the parties.
In other cases, where a conflict or the potential for a conflict arises, even if there is no supervisory relationship involved, either party may be separated by reassignment. For the purposes of this policy, family member means a spouse, biological or adopted child, a member of the same household, or grandparents, mother, father, aunt, uncle, sister or brother of the employee.
Worksite Standards
Appropriate worksites cannot include:
•	A job that is self-supervised or self-employment.
•	A job that displaces a permanent position.
•	A job that incurs overtime hours.
•	A job that violates any Federal or State employment rule or law.
Work Site Program Responsibilities*
The worksite supervisor agrees to:
1.	Complete the Worksite Agreement form.
2.	Outline the participant’s job duties and responsibilities and instruct the participant in the performance of his/her job.
3.	Provide a job description, if created.
4.	The supervisor will provide an orientation covering policies, work hours, holidays, lunch break, and other necessary information.
5.	Provide continual supervision by checking the progress at various times each day.
6.	Ensure the participant does not exceed authorized working hours. Worksite agency is responsible for all payment hours beyond 40 hours per week.
 7.	Objectively evaluate the participant’s job performance according to criteria provided on an evaluation issued by the Aanjibimaadizing Program on a weekly basis.
8.	Evaluations and timesheets are on a combined form. Evaluations must be submitted every other Monday by Noon to the Case Manager, unless otherwise specified. If timesheets are not received on Monday, the client may not be paid until the following pay period. Please note: Timesheet submission may change due to holidays or other MLB business closures.
8.	Make sure conditions of work are safe and that safety training is provided and that safety guidelines are observed.
9.	Immediately report all accidents and injuries to: Worksite Agency’s Human Resources AND both the Aanjibimaadizing office and the MLB Human Resource department.
10.	Make sure the participant’s work time is accurately reported, is certified by the supervisor and certified by the participant.
11.	Discuss minor job-related problems with the participant.
12.	Contact the Case Manager to assist the participant with personal problems or recurring work-related problems.
13.	Consult the Case Manager before making any severe reprimands or major changes in the
participant’s job duties.
14.	Contact the Case Manager if a transfer or termination is necessary.
15.	May request a drug and alcohol test/Mouth Swab with reasonable suspicion.
Aanjibimaadizing will be evaluating the participant based on monthly reports and weekly evaluations. If there are any questions on the report or further clarifications needed, the worksite agency supervisor will be contacted to provide this information.
It is agreed that both the Mille Lacs Band Aanjibimaadizing Program and the Worksite Agency understand and intend to abide by the terms of this agreement as stated above.
	
	
	

	Worksite Supervisor’s Signature
	
	Date

	
	
	

	Aanjibimaadizing Program Authorized Representative’s Signature
	
	Date


Work Experience Worksite Agreement*
This agreement is made between the Mille Lacs Band Aanjibimaadizing Program and 			 (worksite agency) to provide employment and training services to eligible participants of the Work Experience Program (WEX). Under this agreement, the Aanjibimaadizing Program participant will obtain useful work experience consistent with their capabilities and interests. The goals of the work experience are intended to assist the participant in obtaining future unsubsidized employment.
It is agreed that such work experience will be conducted in a safe and sanitary working environment and in accordance with the following:
Work Experience (WEX) Participant*
The work experience participant 					 (name) will be assigned to perform 
				 (job title) for 		 hours per week.
Work Experience (WEX) Term:
The work experience will take effect 			 and terminate no later than 			.
The Work Experience (WEX) Program is structured to promote individual self-sufficiency through the development of healthy life choices, appropriate work habits and relevant job skills. As a job training partner, we ask that you join us in holding all our participants to the following standards:
•	On-Time: All Aanjibimaadizing participants will report for work ready and fit. They will be on time at the worksite designated by their supervisor. They will be present and work-ready every scheduled day.
•	Reliable: All Aanjibimaadizing participants are expected to report to work each and every scheduled day. We ask that all supervisors take particular care in being clear to our participants what their work schedule is. Our participants should be held to the same standards as any employee regarding missing work due to illness.
•	Responsible: Our participants should take ownership of their decisions, good or bad. They should strive to contribute to the workplace team and the employer’s success. They may not lay blame for their problems on others, or play the victim.
•	Courteous: All Aanjibimaadizing participants are expected to contribute to a positive workplace. They should project a positive image of themselves, their supervising unit, Aanjibimaadizing and the Mille Lacs Band.
Supervision
The participant must have an assigned Site Supervisor(s) to whom he/she reports. It is the responsibility of the supervisor to ensure that the participant understands the nature of his/her work. In addition, there must be a supervisor available to provide guidance with work activities, as needed.
[bookmark: _Toc128689112]WEX Labor Expectations*
All WEX workers are supervised. Your Supervisor's name and phone number are:
	Name
	
	

	Phone
	
	



•	WEX Evaluations- These will be completed biweekly. WEX evaluations are used as feedback and timesheets. If you need copies, please call and the Program will send more. Timesheets are legal documents. If it is found that a client is forging, altering, or adding hours that are not actually worked, they will be declined WEX labor for one year (12 months) from the date of the incident.
•	Attendance- You are expected to be on time and ready for work at your appointed time. If for some reason you will be late, you need to call and contact your site supervisor as soon as possible. The expectation is that you call in before your shift starts.
•	A drug and alcohol test is required for all positions. A background check is required for certain positions in WEX. Some positions may be started on a probationary basis before your results are back. Once your results are back, you will be called to become authorized to start a WEX placement.
•	At any time if there are issues with a placement, staff at Aanjibimaadizing can request that a Rule 25 or Diagnostic Assessment be completed and recommendations followed before the client returns to the WEX program. These items are expected to be completed within 30 days of the request. To schedule either of these, email the Program Manager.
WEX Bonus Structure
Case Managers will process all bonuses. Case Managers will contact the court website to check for fines. The Case Managers will contact MLBO Child Support for any payments required. The bonus will be paid to driver license fines first to remove that as a barrier. Secondly the bonus will be paid to child support. If the client has a child support payment plan in place, then $500 of the total bonus will be paid towards any back child support. Fines and child support payments will be made directly to the agencies. Any bonus left will be paid to the client.
· Clients going through WEX for the first time will receive a $2100 bonus, or $700 per 240 hours. Clients going through WEX a second time will receive a $1500 bonus, or $500 per 240 hours.
· Clients going through WEX a third time will receive a $750 bonus, or $250 per 240 hours.
· Clients may be WEX clients as often as they need to be successful, but no bonus will be paid after the fourth time through the program.
· If clients go through WEX more than once, their goals should be updated and barriers continued to be addressed.
The 720 hours must be completed within one calendar year to qualify for the bonus. The year to complete their service hours will begin on their first day of placement after the drug and alcohol test.
WEX Incentive Pay*
The Site Supervisors complete the 240, 480 and the 720-hour evaluations, with input from the Case Manager.
•	The bonus is taxable, and it is the client’s responsibility to submit their bonus information for tax purposes. A W-9 must be completed when receiving the bonus.
•	Participants may not call OMB directly regarding their payments. Calling OMB may result in reducing your payment by a 50% sanction. Questions regarding payments must be made to the Case Manager.
	Probationary Start Date ($9.75 per hours):
	
	

	UA Date:
	
	

	Date of Permanent Placement (720 hours at $11 per hour):
	
	

	Bonus amount available at the end of 720 hours, before child support and motor vehicle fines are deducted, is: 

	


Unemployment Compensations*
I understand that the Work Experience Program (WEX) is a federal grant supported employment training program of the Mille Lacs Band of Ojibwe Aanjibimaadizing and that according to the Minnesota Statute 268.035, Sub d 20 (10) I will not be eligible to file for unemployment compensation once this program employment ends. I also understand that I must report my WEX income if I am currently receiving unemployment.
	
	
	

	Participant’s Signature
	
	Date

	
	
	

	Aanjibimaadizing Representative’s Signature
	
	Date


WEX Confidentiality Agreement*
In the course of your work with the Mille Lacs Band of Ojibwe Aanjibimaadizing Program, you may have access to confidential client information. One of your most serious responsibilities is that you in no way reveal any such information and that you use it only in the performance of your duties. Should you have doubts about what might be considered confidential information or a violation of trust, you should seek advice from your supervisor.
It is your responsibility to read and follow the policies on protecting information.
1.	Confidential information can take many shapes, including, but not limited to: the names and information of recipients of all of the Aanjibimaadizing program, notes, overheard conversations, electronic records, personal observations, records, financial statements, criminal background checks, or files and records.
2.	WEX participants will be required to sign a statement of confidentiality at the time of hire and annually throughout their term of employment to acknowledge their awareness of, and to reaffirm their commitment to this policy.
3.	WEX participants are expected not to divulge, during their term of employment or after their employment is terminated, any confidential or proprietary information acquired during their employment.
4.	Information regarding the operations, activities, and business affairs of the Aanjibimaadizing program are also to be kept confidential or proprietary information acquired during their employment.
5.	WEX Participants found to be in violation of the Mille Lacs Band Aanjibimaadizing program’s confidentiality policies are subject to disciplinary action, up to and including termination, and may also be subject to civil and/or criminal penalties for violations of applicable statutes.
6.	In preserving the security of files and information, the following guidelines are observed:
a.	Disclosing information- Information in office files should never be disclosed, except upon the express written authorization from the client.
b.	No client or stranger may enter into the inner office unless a member of the office staff is present the entire time. Even if monitored, the desk or interview room they may use should be such that files, papers, and correspondence are not exposed.
c.	Disposal of confidential papers- All confidential papers should be destroyed when no longer needed. This includes rough drafts or interim copies. A paper shredder is located in the file room for this purpose.
d.	Revealing client’s business is never to be discussed with another client or individual not employed by the Aanjibimaadizing Program.
e.	Discussing Aanjibimaadizing Program matters- Do not discuss client matters when other clients or visitors are present, particularly in the reception areas. A visitor or client who overhears information concerning another of our clients will feel that his or her personal affairs will receive the same unprofessional treatment.
f.	Exposure of documents- Copies of correspondence, client files, interoffice memoranda, or any other documents should be placed where they are not visible to clients or visitors.
I have read, understand and agree to the provisions herein.
	
	
	

	Participant’s Signature
	
	Date

	
	
	

	Supervisor’s Signature
	
	Date


Participant Probationary and 720-hour Agreement*
I, (name of participant)			, understand that the purpose of the Work Experience Program is to promote individual self-sufficiency through the development of healthy life choices, appropriate work habits and relevant job skills.
	My placement is at:
	
	

	My probationary period begins on: 
	
	

	Permanent placement/720-hour period begins on:
	




●	No job may be for private gain.
●	No job may displace a permanent position.
●	Job duration may be for a minimum of eight (8) hours to a maximum of four (4) weeks while waiting for the drug and alcohol test and/or Mouth Swab results or six (6) weeks while waiting for background check results.
●	If there is suspicion of mood-altering chemical usage, including alcohol, while you are at the Work Site, a drug and alcohol test and/or Mouth Swab may be required at the discretion of the Work Site supervisor and/or Aanjibimaadizing staff. Refusal to complete the drug and alcohol test/Mouth Swab will result in a positive result. A positive drug and alcohol test/Mouth Swab result will be an automatic suspension from the program for 30 days. A Rule 25 Assessment and clean/negative drug and alcohol test/Mouth Swab must be completed to return to the WEX program.
●	No overtime hours may be incurred.
●	Holiday pay and MLB closure hours are not paid to participants.
I understand that this employment training program will target four (4) critical work behaviors:
1.	Safety: I will abide by all work safety rules and demonstrate proficiency with an accident free work record.
2.	Team Building: I will contribute to the building and reinforcing of the workplace team. I will be a valued member of the workplace, well regarded and trusted.
3.	Achievement: I will meet the performance, quality and/or production goals set by my supervisor.
4.	Reliability: I will report for work ready and fit. I will be on time at worksite designated by my supervisor. I will be present and work-ready every scheduled day.
I understand the program pay structure is directly related to mastery of these four (4) program behaviors.
●	Participants will meet with the Case Manager on a monthly basis at a minimum.
●	Evaluations and timesheets are on a combined form. Timesheets MUST be submitted by Noon every other Monday to your Case Manager, unless otherwise specified. If timesheets are not received on Monday, the participant may not be paid until the following pay period. Please note: Evaluation submission may change due to holidays or other MLB business.
No Exceptions:
The placement will stop if the client is not contacting and meeting with the Case Manager.
Base Pay will reflect the policies of the program and subject to change. *Incentives will reflect the policies of the program and are subject to change at any time. Aanjibimaadizing has up to 10 business days to process incentive pay from the time the evaluations are submitted.
A Participant Must:
•	Have no active warrants.
•	Complete a resume within 30 days of the start date, or prior to placement.
•	Provide proof of GED/Diploma, or working to complete GED on a weekly basis.
•	It is a requirement to work on a GED/Diploma if you do not have it, at minimum four (4) hours per week. This can be considered paid time to assist clients in overcoming barriers. This time is not counted towards the 720 hours.
A Client Needs To:
•	Be accurate with the number of hours that you are committing to work. Do not overcommit yourself. Participants will be evaluated based on attendance of hours committed. If you are over your commitment hours, you will not be docked. Holidays, funeral leave, and weather delays will not be counted against the participant.
•	A failed drug and alcohol test/Mouth Swab will result in a 30-day suspension from WEX.
•	Three (3) No Call, No Shows = 30-day suspension from WEX.
•	If the participant returns to their job placement and has an additional three (3) No Call, No Show = 90-day suspension from WEX.
•	If the participant returns to their job placement a third time and has an additional three (3) No Call, No Shows = 1-year suspension from all Aanjibimaadizing services.
These hours of mastery and job experience will be available for you to add to your resume, applications or cover letters for other full-time jobs. With your authorization, Aanjibimaadizing will provide this reference information to other employers to help you secure full time employment.
[bookmark: _Toc118731783][bookmark: _Toc128689113]Support Services and WEX
Each WEX participant may request the following support services:
•	$30 Meal Card- in First Week of Placement
•	$30 Gas Card-in First Week of Placement
•	$150 Gift Card for Clothing for part-time or less than 32 hours per week.
•	$200 Gift Card for clothing for full-time of 40 hours per week.
Participants must provide receipts within 15 business days. Failure to return receipts will result in a minimum 6-month suspension from support services. Failure to return receipts for a second time will result in a minimum of 1-year suspension from support services. Gas cards may only be given to individuals with a valid driver license.
Mileage burdens for the first two weeks of participation/application are to be addressed for newly approved Work Experience participants who must travel:
•	In rural areas: If they travel more than ten (10) miles round trip, they will receive a $30 gas voucher for the first week of placement. They may receive mileage at the federal mileage rate for the first two weeks of work. If they receive a gas voucher, then the amount of the voucher should be subtracted from the mileage check.
•	In urban: If they travel more than twelve (12) blocks round trip, they may receive mass transit passes for the first week of placement.
GED and WEX
WEX participants may include up to four (4) hours of their paid time for GED test preparation or Adult Basic Education (ABE) as part of their weekly work hours when:
•	They are over 20 years of age.
•	They have shown evidence of being a reliable, cooperative, and safe and achievement- oriented worker in their WEX assignments.
•	The Case Manager has approved the test preparation weekly schedule, how many hours will be credited and for how many months. This structure may include assessment testing.
•	The participant is cooperative, reliable and consistent in their GED preparation.
•	Paid preparation time must be in-classroom time. No home study time may be clocked as paid hours, unless it is prior approved by the Training Manager.
•	Time in the classroom does not count toward the 720 hours WEX completion.
College and WEX
WEX participants in college and working a minimum of 20 hours per week may be paid for up to four (4) hours of class time. They must have the Case Manager approval for this activity. The college classes should be part of their EDP. The participant must submit a schedule of classes to the Case Manager. Proof of grades will be required to be submitted after the classes have ended.
[bookmark: _Toc118731782]WEX Bonus Structure
Bonus payments may take longer than 10 business days to process, allowing the program time to search for fines and child support.
A participant may earn up to $700 per every 240 hours worked based on evaluations. All areas of the evaluation must be positive to receive the bonus. The total amount of potential bonus to be received is $2,100. The bonuses are only paid if the requirements for hours worked are met within 12 months from the start date of the WEX Placement. The bonuses will culminate and be paid at the completion of the full 720 hours, or upon being hired as a full-time employee.
A participant will receive the $2,100 bonus once the 720 hours are completed, or upon being hired as a full-time employee and completing 720 total hours at their WEX placement and new employment combined. If a participant has gone through the WEX program in the past, the amounts of bonuses may be reduced, or not given, as reflected in this policy.
Case Managers will process for bonuses. All outstanding driver’s license fines and outstanding child support payments will be paid from the bonus prior to disbursement of the bonus to the participant. If clients have a child support payment plan in place, then $500 of the total bonus will be paid towards back child support. The purpose in paying the fines and child support is to assist people in getting their driver’s license reinstated.
· Clients going through WEX for the first time will receive a $2,100 bonus, or $700 per 240 hours. 
· Clients going through WEX a second time will receive a $1,500 bonus, or $500 per 240 hours.
· Clients going through WEX a third time will receive a $750 bonus, or $250 per 240 hours.
· Clients may be WEX clients as often as they need to be successful, but no bonus will be paid after the fourth time through the program.
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To ensure orderly operations and provide the best possible work environment, the Aanjibimaadizing program expects WEX participants to follow rules of conduct that will protect the interests and safety of all workers and worksites.
All WEX participants are expected to conduct themselves and behave in a manner which is conducive to the efficient operation of the Program and complies with the WEX policies. It is not possible to list all forms of behavior that are considered unacceptable in the workplace. Examples of infraction of rules of conduct that may result in disciplinary action include, but are not limited to, the following:
•	Theft or inappropriate removal of possession of property.
•	Falsification of time keeping records.
•	Working under the influence of alcohol or illegal drugs.
•	Possession, distribution, sale, transfer or use of alcohol or illegal drugs in the workplace, while on duty or while operating Aanjibimaadizing owned vehicles or equipment.
•	Fighting, intimidating, aggression or threatening violence in the workplace aimed at officials, supervisors, employees, clients or visitors.
•	Boisterous or disruptive activity in the workplace.
•	Negligence or improper conduct leading to damage of Aanjibimaadizing-owned or employee-owned property.
•	Insubordination or other disrespectful conduct.
•	Violation of safety or health rules.
•	Smoking in prohibited areas.
•	Sexual or other unlawful or unwelcome harassment.
•	Possession of dangerous or unauthorized materials, such as explosives for firearms, in the workplace.
•	Excessive absenteeism or any absence without notice.
•	Unauthorized absence from work station during the workday.
•	Unauthorized use of telephones, mail system, or other employer-owned equipment.
•	Unauthorized disclosure of business “secrets” or confidential financial information.
•	Violation of personnel policies.
•	Unsatisfactory performance or conduct.
Violations of any of these policies may result in a 30, 60, or 90-day sanction or suspension from services for WEX participants. Violations may also result in termination from the Program.
Prohibited Behavior
●	It is a violation of our drug-free workplace policy to use, possess, sell, trade, and/or offer for sale alcohol, illegal drugs, or toxins.
●	Participants who are under a physician’s care, and who are taking prescribed controlled substances that could affect performance, should report this treatment to their supervisor. Medications that contain alcohol or other mood-altering chemicals are not permitted during working hours or anytime within eight (8) hours prior to the start of a shift. This information is important to the program to ensure that safety and efficiency are maintained. If the use of a medication could compromise the safety of the participant, follow procedures (e.g., call in sick, request change of duty, notify supervisor, notify Case Manager) to avoid unsafe workplace practices.
●	The illegal or unauthorized use of prescription drugs is prohibited. It is a violation of our drug-free workplace policy to intentionally misuse and/or abuse prescription medications. Appropriate disciplinary action will be taken if job performance deterioration and/or other accidents occur.
Notification of Convictions
Any participant who is convicted of a criminal drug violation must immediately notify the Program in writing, or verbally of the conviction. The Department will take appropriate action within five (5) business days of notification, up to and including termination from WEX services.
Drug Testing
Purpose and Goal
Aanjibimaadizing is committed to protecting the safety, health and wellbeing of all participants and other individuals in our workplace. We recognize that alcohol use and drug use pose a significant threat to our goals. We have established a drug-free workplace that balances our respect for individuals with the need to maintain an alcohol and drug-free environment. We encourage all participants to voluntarily seek help with drug and alcohol problems.
Covered Individuals
Any individual who is applying for a placement or is participating in the department’s programming is covered by our drug-free workplace policy.
Aanjibimaadizing will follow the MLBO drug and alcohol policy if items are not specifically addressed in program policy.
Medical Marijuana is not allowed for use by the program, including CBD oil. 
Shared Responsibility
A safe and productive drug-free workplace is achieved through cooperation and shared responsibility.
All participants are encouraged to:
•	Be concerned about working in a safe environment.
•	Support fellow workers in seeking help.
•	Report dangerous behavior to their worksite supervisor or the Case Manager.
It is the supervisor’s and Case Manager’s responsibility to:
•	Inform workers of the drug-free workplace policy.
•	Observe worker performance.
•	Investigate reports of dangerous practices.
•	Document negative changes and problems in performance.
•	Counsel participants as to expected performance improvement.
•	Clearly state consequences of policy violations.
Communication
Communicating our drug-free workplace policy to both supervisors and participants is critical to our success. To ensure all are aware of their role in supporting our drug-free workplace program:
•	The policy will be reviewed in orientation sessions with new participants.
•	Participants will receive education about the dangers of alcohol and drug use and the availability of help will be provided to all participants.
•	Aanjibimaadizing staff will receive training to help him/her recognize and manage participants with alcohol and other drug problems.
Confidentiality
All information received by Aanjibimaadizing program through the drug-free workplace program is confidential communication. Access to this information is limited to those who have a legitimate need to know in compliance with relevant laws and management and management policies.
Drug and Alcohol Testing
WEX clients are required to submit to a drug and alcohol test within 160 hours. The client will be notified of the scheduled time. Failure to attend the drug and alcohol test after two (2) attempts, will be considered to have a positive test result. The client will then be subject to a 30-day suspension. Aanjibimaadizing takes drug and alcohol violations seriously to protect the integrity of our partnerships with the businesses who work with our clients.
Drug and Alcohol testing WILL be required for all positions within the WEX program.
*** Aanjibimaadizing can request drug and alcohol testing at any time for suspicion or work-related injury or accident.
A positive drug and alcohol test will result in a 30-day suspension from the WEX program. Failing to show for a drug and alcohol test will also result in a positive test. A positive test may require a Rule 25 assessment before returning to the program. Clients will be expected to follow the Rule 25 recommendations. If the behavior health assessment is completed before the 30 days expires, a client may return to the WEX program provided that they follow the recommendations of the behavioral health assessment and provide a negative drug and alcohol test.
●	All WEX participants must cooperate with drug and alcohol testing and test negative before being put in the 720-hour placement. To ensure the accuracy and fairness of our testing program, all testing will be conducted in accordance with the Mille Lacs Band of Ojibwe Personnel Policies.
●	Any participant who tests positive will be suspended without pay, for a minimum of 30 days and until they achieve a negative drug test. Clients with a valid prescription may be exempt from the suspension. These participants will be assisted, as part of their case plan, with referrals for a mental health or chemical dependency assessment. Staff will monitor compliance with the recommendations of that mental health or chemical dependency professional completing the assessment.
●	A participant will be subject to the same consequences of a positive test if he/she refuses the screening or the test, adulterates or dilutes the specimen, substitutes the specimen with that from another person or sends an imposter, will not sign the required forms or refuses to cooperate in the testing process in such a way that prevents completion of the tests.
Consequences
One of the goals of our drug-free workplace program is to encourage participants to voluntarily seek help with alcohol and/or drug problems. If, however, an individual violates the policy, the consequences are serious.
Treatment and Jail Time
Clients who enter treatment or jail while on WEX will have their cases remain open for 90 days. Upon leaving treatment or jail, clients must retake the drug and alcohol test and have a negative result. Clients must also participate in a Rule 25 Assessment. After a negative result and completion of the Rule 25 Assessment, clients may be placed with WEX again. They must be referred back to the Case Manager and sign a release of information for assessment compliance.
If an individual is suspected of violating the drug-free workplace policy, he or she may be asked to submit to a search or inspection at any time. Searches can be conducted of pockets and clothing, lockers, wallets, purses, briefcases and lunchboxes, desks and workstations, and vehicles and equipment by the site supervisor or Case Manager.
Assistance
Aanjibimaadizing recognizes that alcohol, drug abuse and addiction are treatable illnesses. We also realize that early intervention and support improve the success of rehabilitation. To support our clients, we follow our drug-free workplace policy:
•	Encourage clients to seek help if they are concerned that they or their family members may have a drug and/or alcohol problem.
•	Encourage clients to utilize the services of qualified professionals in the community to assess the seriousness of suspected drug or alcohol problems and identify appropriate sources of help.
•	Ensure the availability of a current list of qualified professionals. Treatment for alcoholism and/or other drug use disorders may be covered by the employee benefit plan. However, the ultimate financial responsibility for recommended treatment belongs to the client.
Return-to-Work Agreements
Following any violation of the drug free workplace policy, a participant may be offered another opportunity to participate. In such cases, the participant must sign and abide by the terms set forth in a Return-to-Work Agreement as a condition of continued participation. This agreement may include random drug and alcohol testing.
Background Checks
Background checks WILL be required for certain positions within the WEX program. The positions that require this area as follows:
•	Positions that come into contact with vulnerable adults or youth. Examples would be: ALU, Schools, and Clinics.
•	Background checks for regular employment. Examples of this are: Corporate Commission owned businesses, and Casinos.
•	Some positions within the WEX program are dependent on the results of the background check. If a client has barriers within their background check, their placement may take additional time to find a suitable placement.
•	Federal funds cannot be used for clients who have active warrants.
[bookmark: _Toc118731774][bookmark: _Toc128689115]Documentation
WEX documentation must be placed in the Case Properties page of OneTribe. All items uploaded must be labeled.
The Placement should correspond to increasing work readiness:
●	720 hours, 100% subsidized minimum incentive pay based work experience, for minimally work readiness participants. Incentive pay is based on an hourly rate of $11.00. Probationary pay is based on an hourly rate of $9.75.
●	720 hours, up to 50% (with a $7.50 maximum) wage subsidies paid to employers of participants developed in the program and hired.
●	Work-experience placements are based on 720 hours per year beginning the start date of the WEX placement to the following corresponding year to complete hours. Once the client completes their 720 hours, they will be able to reapply after 6 months. While not on WEX, client should actively search for part/full time employment. If unsuccessful, client may reapply.
●	If a viable candidate is in a current hiring process at a work site, there is a possibility of a limited, extended placement. Extended placements ensure continuity of earnings and facilitate opening of our most work-ready participants. Extended placement requires the Executive Director approval.
[bookmark: _Toc128689116]PARTIAL WAGE SUBISDY CONTRACTS
Partial-wage subsidies are paid to employers who have agreed to hire and retain program participants as unsubsidized employees. These contracts:
•	Pay half of the wages up to $7.50/hr. subsidy cap for the 720 hours.
•	Must be for regular, not temporary, employment.
•	Can be either full-time or part-time.
•	State that the hiring department is responsible for billing Aanjibimaadizing.
•	Must be in place prior to placement.
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1.	Negotiate the contract with the employer and complete the Aanjibimaadizing standard partial-wage subsidy contract form.
2.	Have the contract reviewed by the Executive Director. The Executive Director will forward it to OMB for their review.
3.	Once OMB has approved the contract, it will be given to the Case Manager for them to get the employer’s signature.
4.	Return the signed contract to the Program Manager who will forward it to the Commissioner of Administration for their approval and signature.
5.	The signed contract should be retained in an Aanjibimaadizing subsidy contract central file, a copy in the client’s file and a copy to the employer.
[bookmark: _Toc128689118]COMMUNITY SERVICE
The Program may offer a community service work option for clients that have community service requirements. This option operates with WEX workers and is supervised by the Community Service Leader. The purpose of this work crew is to benefit the community, but most specifically to support Elders staying in their homes.
Clients who participate to meet court-ordered community services will not receive incentive pay, a stipend, or a bonus for hours used to meet community service requirements.
The priorities for service in the program are:
●	Elders (55 and older)
●	Disabled MLBO Members
●	Other community programs
Some services provided include, but are not limited to: cultural activities, yard work, mowing, shoveling, weed whipping, raking, roof raking, cutting wood, and moving skills.
While providing these community services, participants learn job skills, time management, and employment skills such as being on time.
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There may be times when the weather could be severe enough to prevent crews from working outside. In these events, we may require crews to stop working at the discretion of the Director of Community Service.
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To be eligible for Child Care services, an applicant must meet at minimum these eligibility criteria:
•	A signed and dated application
•	Proof of residency in the service area
•	Tribal Membership in the MLBO, be an MLBO 1st generation descendant, or a member of a federally recognized Tribe
•	Selective Service Registration for males over the age of 18
•	Employability Development Plan (EDP) that is signed and dated
•	Income at or below 200% of poverty level or meet the childcare assistance criteria
•	Complete a childcare assistance application
•	Complete any requirements of the childcare, such as immunizations
•	Have an identifiable barrier to employment
•	Signed Service Agreement (by all parties)
•	Signed Provider Agreement
•	Signed Parent Application
•	Guardianship paperwork or Designation of Parental Authority (DOPA) paperwork
•	Be a working parent or attending school full-time. In a 2-parent family, both must be working, or attending school full-time.
•	If both parents are working, then both must provide income verification.
•	The Program may serve an at-risk child, such as a foster child, as part of 477 programming. In this case, the child would enroll as a 477 client. The child’s income would be the foster care payment, which would then be exempt because the child is at-risk.
•	MLBO may pay or reimburse childcare based on enrollment. A quality measure may also be paid to providers to support emergency situations as determined and defined by the Federal, State, or Tribal government.
•	MLBO may choose to waive copayments in a time of emergency.
•	Aanjibimaadizing may pay a quality measure to childcare providers during a time of emergency to ensure quality and continuation of care. The quality measure should be equal to the last monthly amount paid to the childcare provider. This amount can be paid for the duration of any emergency.
Childcare is available for clients living in the northern service area for MLBO members, 1st generation descendants, and members of federally recognized tribes.
Childcare is available in Ramsey, Hennepin and Anoka counties for Mille Lacs Band members and 1st generation descendants only.
Childcare is a barrier for many participants obtaining and retaining work. The Tribe is committed to increasing childcare support for families using childcare assistance and by developing childcare that can be used by families in the 477 program. TANF families who are working or in school will have priority for childcare assistance and childcare openings. To support this, the Tribe will be including CCDF funding in the P.L. 102-477 program.
All funding will be administered by the MLBO Aanjibimaadizing program. Direct services and staff supervision will be provided by Mille Lacs Early Education which includes Head Start, Early Head Start, and Childcare. All childcare will be licensed by the MLBO Title 8 Statutes with the Nay Ah Shing School Board as the governing body. License copies will be kept by Aanjibimaadizing and Mille Lacs Early Education. All safety requirements of Head Start Program Performance Standards, CCDF regulations and MLBO Title 8 will be followed.
Childcare support is available for participants who are working or enrolled in and attending school full-time and have:
•	Children ages thirteen (13) and younger.
•	A child or children ages fifteen (15) or younger with a documented disability.
Support is provided only for time directly associated with employment, employment preparation or education/training. All adults in a household must be engaged in employment or attending school to be eligible for childcare support. There are three eligible types of parents:
1.	Childcare support for non-cash assistance participants engaged in educational advancement and/or employment may only be provided qualifying on the 477 sliding fee scale.
2.	Childcare support for cash assistance participants engaged in educational advancement and/or employment and in good standing (not in sanction) may only be provided for the months they receive cash assistance.
3.	Childcare support for cash assistance transition year participants may be provided for up to one (1) year following closure of a cash assistance case due to excess income, and when the participant has received cash assistance three (3) of the last six (6) months.
[bookmark: _Toc117799762][bookmark: _Toc128689121][bookmark: _Toc117799755]Integration and Delivery
The following rules will be set and established by the Tribe: eligibility rules and policies, the sliding fee scale, and payment rates. These items will be agreed upon by both Aanjibimaadizing and Mille Lacs Early Education (Aanjibimaadizing). Aanjibimaadizing will establish program policies and procedures that align with the most stringent standards from Head Start, Early Head Start, CCDF regulations and Mille Lacs Band Statute Title 8. Aanjibimaadizing has a policy regarding the protection of Personally Identifiable Information (PII) that will be followed by both programs. Mille Lacs Early Education does participate in the State of Minnesota Quality Rating System (QRIS) and has the highest level of rating-4 stars.
Child care referrals may be made by either lead agency, or by the State of Minnesota Child Care Aware system. Child Care Assistance will be administered by Aanjibimaadizing and can be applied for at the same time as the application for child care services. The application will allow clients to coordinate child care services, child care assistance and other services available under the MLBO PL 102-477 program. Priority for child care will be given to parents who are working, or enrolled in schooling or training programming. Priority may also be given to children who are determined to be at-risk. To achieve seamless integration between child care and PL 102-477 services, some staff will be dually trained by each program to allow a one-stop enrollment procedure for families. This integration will promote the goals of both programs and the four (4) purposes of TANF.
Aanjibimaadizing staff and families will have training funds provided by Aanjibimaadizing. Families may have one set of goals with their 477 plan and may use those goals on their Head Start Family Partnership agreements. This will allow both programs to assist parents in meeting their goals more easily. Information will be exchanged, with parent consent, to allow ease of access to Aanjibimaadizing services. Regular staff meetings will be held to assist children, families, and staff access services to improve lives and increase self-sufficiency.
Families may also apply for child care assistance through the county and the state of Minnesota. 
[bookmark: _Toc117799764][bookmark: _Toc118731851][bookmark: _Toc128689122]Indian Child/Indian Reservation Service Area
‘Indian Child’ shall be defined as a child who is enrolled, or can show enrollment as far back as maternal or paternal parent, in a federally recognized tribe, and who is residing on or near the Mille Lacs reservation and/or our service area. For the purposes of this grant, the agency shall follow the service area of the PL 102-477 plan which includes the following counties: Aitkin, Benton, Crow Wing, Kanabec, Pine, Mille Lacs, and Morrison. Urban clients may be referred to the following counties: Anoka, Hennepin, Ramsey. Center-based child care services will be provided in Mille Lacs, Aitkin, and Pine counties by Aanjibimaadizing.
[bookmark: _Toc118731852][bookmark: _Toc128689123]Administrator for CCDF will be:
Tammy Wickstrom Aanjibimaadizing-MLBO Executive Director 
43408 Oodena Drive
Onamia, MN 56359
320-532-7407
tammy.wickstrom@millelacsband.com
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1.	The Parent/Guardian will be given the Service Agreement to complete with Intake.
2.	The applicant must have the Service Agreement signed by the Provider and returned to Aanjibimaadizing.
3.	Intake will calculate the co-payment amount with assistance from the Case Manager as needed.
4.	Co-payment information will be shared with the applicant and the provider.
5.	The provider will be sent calendars to submit hours.
6.	The applicant must sign the Right and Notice of Fraud Disqualification form.
7.	Intake will enter and upload all documents into OneTribe and send an email notification to the Program Manager.
8.	A Case Manager will review documents and request a meeting if needed.
9.	Child care will be treated as a support service.
10.	Providers must submit a calendar monthly for payment.
11.	Aanjibimaadizing will process payments monthly to the providers.
12.	Child Care Assistance for divorced or separated parents is available for the 1st parent who applies. The 1st parent who applies is the parent who will be qualified. The childcare payments will be based on their work and custody schedule.
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Case Managers, or child care staff should check with case managers to review the MAXIS system to ensure clients are not receiving child care assistance in another county.
[bookmark: _Toc128689126]Participant Co-payments and Provider Costs
The child care support requires a participant make determined monthly co-payments to the provider. Provider rates are set and paid according to an established schedule. Invoices are submitted by the provider for processing and payment.
Licensed childcare providers are eligible providers as defined by and to the limits of their licensing.
Unlicensed child care providers are only eligible if:
●	The child care is provided by an adult relative to only related children. For child care purposes, an individual who is related means: a grandparent, sibling, stepbrother, stepsister, a first-cousin, an aunt, an uncle, a niece, or a nephew.
●	The child care is provided to children from a single, unrelated family, for any length of time.
●	Complies with Unlicensed requirements in these policies.
It is the parent’s responsibility to select a safe and nurturing provider. Aanjibimaadizing only provides financial support for child care and in no manner licenses, qualifies or ensures the appropriateness of any provider.
[bookmark: _Toc118731856][bookmark: _Toc128689127][bookmark: _Toc117799763][bookmark: _Toc117799757]Payment
•	Child care reimbursement payment rates will be based on child care rates of providers. Licensed center-based care and licensed family child care maximum payment rate is $5 per hour.
•	Unlicensed care may be provided by an individual in charge of the care of no more than one (1) family's children. Parents, step parents, or legal guardians may not be paid for the care of their children. The maximum hourly rate for this care is $3.00 per hour. 
•	Childcare services can be terminated if the child care account past due amount exceeds $250.00 and/or a payment has not been made in the past month.
•	Past due amounts may be sought after in a court of law by the provider. Aanjibimaadizing is not responsible for past due amounts.
•	Child care account balances need to be current and/or payment arrangements made for your child to be enrolled in child care.
•	When applying for Child Care Assistance programs, you are still responsible for your child care account.
•	All co-pays for assistance programs need to be paid at minimum on a two-week cycle.

[bookmark: _Toc118731857]This plan will use State of Minnesota Eligibility Annual Income Levels to determine co-payments. The Plan’s 477 income disregards will apply for MLBO members and members of federally recognized Tribes. 
Families at or below the Annual Income Entrance Level determined by the state of Minnesota will not pay a co-payment. Families with income between the Annual Income Entrance Level and an Annual Income Level at 67% will pay a 3% co-payment of the child care bill, or $15, whichever is less. Families with income between the Annual Income Level at 67% and the Annual Income Level at 85% will pay a 10% co-payment of the child care bill. Families will be asked to pay a co-payment of no more than 10% of their income. Families must pay their co-pay in order to maintain eligibility for child care assistance. Families whose income is less than 100% of the poverty level, or on TANF, will not be required to pay a co-pay. Foster children may not be required to pay a copay.
Co-payment Annual Income Levels
	Family Size
	Annual Income Entrance Level
	Annual Income Level at 67% SMI
	Annual Income 85% SMI Exit Level (during eligibility or redetermination period)

	2
	$36,096
	$51,457
	$65,281

	3
	$44,589
	$63,564
	$80,640

	4
	$53,083
	$75,671
	$96,001

	5
	$61,576
	$87,779
	$111,361

	6
	$70,069
	$99,886
	$126,721



No family with assets over $1,000,000 may receive funds from CCDF. No family income over 85% of the State Median Income will qualify for child care assistance. MLBO may elect to waive co-payments in a time of emergency. 
For purposes of this plan, we will base our market rate survey on state data.
Households receiving child care assistance must:
•	Participate in authorized activities including work, looking for work or attending school.
•	Cooperate with child support requirements for any children who have a parent living outside of the home.
•	Choose and eligible child care provider.
•	The number of hours your child care benefit covers is determined by your:
•	Work, training or school schedule
•	Child’s school schedule
•	Other factors including travel time
•	Most families have to pay a portion of the child care cost, called a copayment. The copay amount is based on your family’s size and income.
[bookmark: _Toc128689128]Tax Statement
The Provider should provide the client with an end of year tax statement for the amount of child care paid.
[bookmark: _Toc128689129]Limits
Child care assistance has a $15,000 annual limit per family when provided in accordance with the guidelines above. It does not count against the participant’s total fiscal year support services cap.
Child care assistance will only pay $500 to a back bill at child care once every three years. The $500 past due amount will be deducted from the annual total.
[bookmark: _Toc117799765][bookmark: _Toc128689130]Family Engagement
Monthly family engagement activities are provided by Aanjibimaadizing and will be available to all participants of the MLBO 477 plan.
[bookmark: _Toc128689131]Child Care Assistance Program Service Agreement*
	Client Name:
	
	Provider Name:
	

	Provider Address:
	

	Provider Phone Number:
	
	Provider Email: 
	

	Provider Type:
	
	Activities:
	

	Services provided from:
	

	Approved for the following children:

	Name
(full legal name)
	Date of Birth
	Age
	Rate per
Hour, Day, Week
	Weekly Approved Child Care Hours
	Monthly Copay

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Beginning 			, parents' company is $			 every month.
Any Amount OVER the County or Aanjibimaadizing maximum is the PARENT’S RESPONSIBILITY. The MLB 102-477 Child Care Fund is paying only for hours as outlined in the Service Agreement. Copay amount is deducted from the total bill submitted. It is the provider’s responsibility to collect the copay from the parent. If a parent does not pay copay, the provider should report this to the Aanjibimaadizing child care worker. After 60 days of non-payment of the copayment the parent will be suspended or denied child care assistance, and required to pay their own bill.
Payments submitted past 90 days of care provided will not be paid.
[bookmark: _Toc118731860][bookmark: _Toc128689132]Provider agrees to: *
•	Meet or exceed minimum State and Federal service standards.
•	Cooperate with the Aanjibimaadizing Child Care Assistance Program.
•	Regard as confidential, any information concerning the client.
•	I agree and am 18 or older.
 •	I will obtain immunization records for children in my care if required by law.
•	I must notify Aanjibimaadizing when children have been absent for more than 7 days in a row, or when childcare is being terminated asap.
•	If Aanjibimaadizing knows that a Provider or child care arrangement is unsafe, they may deny payment without a termination notice.
•	All Providers are required to be a mandated reporter and report any maltreatment of minors to Mille Lacs Band Family Services and/or county social service agency where the child resides.
•	Aanjibimaadizing is mandated to report any maltreatment of minors to Mille Lacs Band Family Services and/or county social service agency where the child resides.
•	Parents must Follow Child Care Policies and Procedures.
•	Aanjibimaadizing has a defined maximum rate of $5 per hour.
•	Any rate over the maximum will be the Parent’s responsibility.
•	Co-payments and any fees are not covered by Aanjibimaadizing.
•	It is the Provider’s responsibility to collect the co-payment and any fees.
•	Failure to pay the co-payment should be reported to Aanjibimaadizing and will result in the loss of child care assistance after 60 days of non-payment to the provider.
•	The provider should notify Aanjibimaadizing if the child care is terminated.
•	Aanjibimaadizing will make payment once a month.
	
	
	

	Provider Signature
	
	Date


[bookmark: _Toc118731861][bookmark: _Toc128689133]Parent agrees to: *
•	Indemnify and hold harmless the Aanjibimaadizing Child Care Assistance Program against liability, loss, or damage.
•	Parent agrees to pay a copay every month. Failure to pay will result in Aanjibimaadizing not paying child care assistance after 60 days. Aanjibimaadizing will not pay a back resulting from failure of the client to pay the copayment.
•	Co-payments and any fees are not covered by Aanjibimaadizing.
•	Child Care Assistance will end on the last day of employment. All charges from this day forward will be the parent's responsibility.
•	Report loss of job or change in job hours within 7 business days.
•	Sign a release of information between Aanjibimaadizing and the provider for child care services.
•	Choose safe and reliable child care.
	
	
	

	Parent Signature
	
	Date


[bookmark: _Toc118731862][bookmark: _Toc128689134]Mille Lacs Band Child Care Assistance Program agrees to: *
•	Not discriminate in employment or provision of services because of race, color, religion, sex or national origin.
•	To inform the service recipient of the right to present grievances and assist to resolve problems.
	
	
	

	Aanjibimaadizing Staff Signature
	
	Date


This Service Agreement MAY BE TERMINATED effective the date participant is found not meeting eligibility requirements/complying with the approved activities of the Employment and Training Center programs or has not paid their co-payment. Payment will be suspended and the Parent will be responsible FOR ALL PAYMENTS. All signatures must be in place and this agreement on file before any payment can be made. Child Care Assistance has a $7,500 per family total annual maximum payment for all current payment. A $500 maximum for past-due payments will be paid once every three (3) years. The $500 past due amount will be deducted from the $7,500 annual total. Maximum payment of 50 hours per week per child of child care.
Parents/Guardians must submit a copy of DOPA, Foster Care placement, or TANF enrollment, if applicable.
Aanjibimaadizing will sign this agreement last.
Child care assistance may be suspended for 30 days for failure to report household changes in employment, or failure to make payments. The client must then reapply for services.
[bookmark: _Toc118731863][bookmark: _Toc128689135]Parent Agreement*
If I receive Aanjibimaadizing Child Care Assistance I understand:
1.	I must cooperate with child support enforcement if I receive Tribal TANF or MFIP. I have the right to claim “Good Cause” for not cooperating with child support enforcement.
2.	I am required to pay a co-payment fee. If my child care provider charges more than the maximum rate paid by Aanjibimaadizing, I will pay the additional costs, as well as my co- payment fee.
3.	If I do not pay the copayment fee, my child care assistance will be terminated until fees are paid in full or satisfactory payment agreements have been made with Aanjibimaadizing and my child care provider.
4.	I must report all changes to the information I have given within 10 calendar days from the date the Change occurred. These include changes in employment, school and training schedules, marital status, income, address, or residence, or anyone moving in or out of my household. Failure to report will result in a 30-day suspension
5.	I must give the Aanjibimaadizing Child Care Support and my child care provider 15 calendar day notice before changing my child care provider(s). Cases of alleged abuse by the provider or when the health and safety of children in care is in imminent danger do not need this notice.
6.	My eligibility for Aanjibimaadizing Child Care support must be re-determined at least every 12 months.
7.	I have the right to choose any legal child care provider, including licensed child care centers, licensed family child care providers, and legally unlicensed family child care providers that meet Aanjibimaadizing requirements.
8.	If I choose a provider to provide child care in my home, I am considered the employer of the provider and have legal and tax responsibilities.
9.	It is the parent's responsibility to select a safe and nurturing childcare provider. Aanjibimaadizing only provides financial support for childcare and in no manner licenses qualifies or ensures the appropriateness of any provider.
By Signing below:
1.	I have read and agree to all items listed in the Parent Agreement.
2.	I acknowledge that my worker gave me a copy of my “Responsibilities and Rights/Fraud Disqualification Notice” and explained them to me.
3.	I agree to the sharing of information as stated on the provider and fraud release information above.
4.	I declare that I have examined this application and, to the best of my knowledge and belief, it is true and correct.
	
	
	

	Signature of Applicant
	
	Date

	
	
	

	Signature of Co-Applicant
	
	Date

	
	
	

	Aanjibimaadizing Staff Signature
	
	Date


[bookmark: _Toc128689136]Childcare Services Calendar*
	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	TOTAL WEEKLY HOURS
	WEEKLY PARENTS INITIALS

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Please mail the original calendar or email to the Program Manager.

	TOTAL HOURS: #1
	
	#2
	
	#3
	
	#4
	

	Did the parent pay the copayment for this month?
	



Aanjibimaadizing
43408 Oodena Drive
Onamia, MN 56359

	Received:
	
	Staff Initials:
	


I/We declare under penalties of perjury that I/We are making the within claim; that I/We have examined said claim and that the same is just and true, that the money/service therein was actually paid/performed for the purpose therein stated; that the services charged are official and are such as are allowed by law; and no part of said claim has been paid. I/We declare that the parent Co- Payment is paid and up to date. If there is more than one provider assisting with child care, please make sure both providers signatures are in place. Submit on or before the 8th of the next month.
	
	
	

	Provider Signature
	
	Date



For Office Use: The charges and fees above have been reviewed and verified.  Initial 				
[bookmark: _Toc117799767][bookmark: _Toc128689137][bookmark: _Toc117799768]Health and Safety
Aanjibimaadizing has an approved Emergency Preparedness plan that includes procedures for evacuation, relocation, shelter-in-place, lockdown, reunification with families, continuity of operations, accommodations of infants and toddlers, children with disabilities, and children with chronic medical conditions. All staff are required to be certified in CPR and First Aid.
Family child care providers must be licensed through the State of MN and follow Rule 2 regulations.
Center Based child care providers must be licensed through the State of MN or the MLBO and follow Rule 3 regulations or MLBO Title 8.
Aanjibimaadizing must be provided with a copy of the child care license for all licensed providers. 
Unlicensed center based or family child care is not eligible for child care assistance.
Unlicensed care may be provided by an individual in charge of the care of no more than one (1) family's children and who is a relative of the child, but does not live in the child's home. These providers must complete CPR/First Aid within three (3) months of starting care or payment will be stopped. These providers caring for infants under the age of 18 months must also take Safe Sleep and Shaken Baby training within three (3) months of starting care or payment will be stopped. The providers may also complete a MN BCA background check upon request of the family. Aanjibimaadizing will assist these providers with training and offer this training at minimum once per year. The FFN standard payment rate shall be $2.50 per hour effective October 1, 2021.
Child Care options include: center-based care, licensed family child care, and unlicensed care. These options may all be available for child care assistance if they are licensed and/or meet safety standards.
Child care is only available for children six (6) weeks old and up to the age of 13.
[bookmark: _Toc117799758][bookmark: _Toc118731865][bookmark: _Toc128689138]If Department staff become aware of unsafe child care conditions
When Aanjibimaadizing has reasonable and credible concerns that a provider or child care arrangement is unsafe, the Department may deny payment to the provider regardless of termination notice requirement or payment. Department staff is also mandated to report any maltreatment of minors to the local social service agent in the county of residence.
[bookmark: _Toc128689139]Parent/Guardian Responsibilities
1.	You may be required to pay a co-payment fee. If you do not pay the fee, your child care support will be terminated until fees are paid in full or satisfactory payment agreements have been made with Aanjibimaadizing and your child care provider.
2.	You may be required to pay additional cost when your child care provider changes a rate that is more than the maximum rate paid by Aanjibimaadizing.
3.	You must document the immigration or citizenship status of the children in your family whom you are applying for child care support.
4.	You must cooperate with child support; your child care support may be denied or terminated. You have the right to claim “Good Cause” for not cooperating with child support enforcement. Ask your child care worker to help you.
5.	It is the parent’s responsibility to select a safe and nurturing provider. Aanjibimaadizing only provides financial support for childcare and in no manner, licenses, qualifies, or ensures the appropriateness of any provider.
[bookmark: _Toc118731867][bookmark: _Toc128689140][bookmark: _Toc117799769]Participant in Sanction
Participants utilizing this child care support program must have a current case plan and service agreement. Parents in sanction may not be eligible for child care support. They may not be subject to any sanction or disqualification as defined in these policies. They must also be cooperative in their child support case. TANF participants must work with their Case Manager and submit their work schedule to the Case Manager.
[bookmark: _Toc118731868][bookmark: _Toc128689141]Your Responsibility to Report
You must report the following changes for each family member to your child care worker within seven (7) business days. Failure to report these changes within ten (10) days may result in an overpayment, termination of your child care case, a fraud investigation and/or possible criminal charges.
1.	Employment Status
2.	Names of family members who move in or out of your household
3.	Marriages, separations, divorces
4.	Income wages or salary increases and receipt or changes in child support, social security, MFIP/TANF, unemployment insurance, insurance benefits and other cash payments
5.	Child support paid by you to someone who does not live with you
6.	Address change
7.	Health and dental premiums
8.	Work, school or job search hours
9.	Child custody arrangements
[bookmark: _Toc117799770][bookmark: _Toc118731869][bookmark: _Toc128689142]Fraud Disqualification Notice
If an Aanjibimaadizing Child Care Support family member is found to have wrongfully obtained services from Aanjibimaadizing through a criminal or administrative disqualification process, all child care assistance family members will be disqualified from certain or all future program benefits for a defined period  of 18 months.
[bookmark: _Toc117799771][bookmark: _Toc118731870][bookmark: _Toc128689143]Duty to Report Maltreatment of Minors
Aanjibimaadizing staff is mandated to report any maltreatment of minors to the Band’s Family Services Department or a local social services agent in the county of residence.
[bookmark: _Toc117799766][bookmark: _Toc128689144]Parental Complaint Process
Aanjibimaadizing has a Parent Grievance Procedure included in the Parent Handbook. All parents/guardians will be given the Parent Handbook upon enrollment of their child in the program. Complaints or grievances are to be given to the Early Education Director or District Coordinator. A meeting will be held to discuss the situation and possible resolution. If the problem is not resolved to the satisfaction of the parent, they may take the complaint to the Commissioner of Education and/or the Nay Ah Shing School Board. The grievance policy is available upon request. Complaints are recorded and kept with the Early Education Director. It may be discussed with outside parties’ subject to confidentiality policies regarding employees and enrolled children with a substantiated written request. Parents may also use the Aanjibimaadizing Grievance Procedure for issues related to child care assistance and eligibility.
[bookmark: _Toc128689145]EDUCATION and TRAINING
[bookmark: _Toc118731792][bookmark: _Toc117799657][bookmark: _Toc117799670]A variety of educational and training services will be made available to participants. These services will include, but will not be limited to, remedial education, instructional workshops, tutoring, skill enhancement, occupational training and/or certification, and higher education.
[bookmark: _Toc128689146]Eligibility
To be eligible for employment services, an applicant must meet at minimum these eligibility criteria:
•	A signed and dated application
•	Proof of residency in the service area
•	Tribal Membership in the MLBO, be a MLBO 1st generation descendant, or a member of a federally recognized Tribe. For Youth Programming- only proof of descent from an MLBO member (grandparent) will allow you to participate.
•	Selective Service Registration for males over the age of 18
•	Employability Development Plan (EDP) that is signed and dated
•	Income at or below 200% of poverty level for the family
•	Have an identifiable barrier to employment
•	MLBO members over 200% of the poverty level may receive assistance with MLBO tribal funding
•	Youth not living with their parents must provide guardianship papers
A variety of educational and training services will be made available to participants. These services will include, but will not be limited to: remedial education, instructional workshops, tutoring, skill enhancement, occupational training and/or certification, and higher education. Education and training services may be provided directly by the Tribe or by educational partners inside or outside of the Tribe’s 477 service area.
In an effort to assist participants to achieve self-sufficiency, the Tribe’s 477 program will make information available regarding occupations reported to be in high demand within the state and service area.
Educational service participants will be guided to make applications for any available resources such as Pell grants, Tribal scholarships, and TERO funding, when applicable.
Training will be focused on client needs identified in their EDP and individualized for each client.
This is a list of items that may be offered for support if needed. This list is not all-inclusive. The Case Manager/Youth Mentor should determine what they need when they meet with the client to complete the training agreement.
•	Hotel
•	Transportation at the start of training and home again at the end.
•	Food card for meals. The Program may take them shopping where they will spend the food card given to them if time allows. Or they can shop at a local store and submit receipts.
•	Mileage if they drive themselves to the training. Mileage from home would be paid at the 50% of the federal mileage rate per mile with a maximum of $200 per week. Mileage will be paid at the completion of training. If they need a gas card up front, that will be deducted from mileage paid at the end.
•	Clothing or work boots required for training.
[bookmark: _Toc128689147]Training Incentives
A standardized rate has been created for training incentives. Calculations for the incentive for each course will based on: $30 per half day (less than 4.5 hours), and $60 per full day (4.5 hours or more). Training Completion Incentives are capped at a $750 maximum. 		
To receive this incentive, the client must complete the course fully; meeting behavior, attendance, participation, and attendance guidelines set by the facilitator and/or related state or federal mandates. The incentive will not be prorated. There are certain instances where the Executive Director may approve alternate rates.		
If they obtain a job related to the certification within one (1) year, the program will pay an additional $500 incentive.
Aanjibimaadizing does not pay for out-of-state travel related to training, but may pay the registration fee.
All training will be offered to Aanjibimaadizing clients first, then staff. If spaces are available, MLBO members and employees may be offered a chance to attend Aanjibimaadizing supported training. Aanjibimaadizing may have clients who are only receiving training services.
[bookmark: _Toc117799671][bookmark: _Toc118731793][bookmark: _Toc128689148]Displaced Workers
Definition: An eligible displaced worker has been permanently laid off, or has received a notice of layoff or termination from employment due to the firm's failure or plant closure. Workers dismissed because of unsatisfactory job performance are not considered displaced.
A displaced worker is defined as: An eligible worker who has been permanently laid off, or has received a notice of layoff or termination from employment due to the firm’s failure or plant closure.
Displaced workers are eligible for additional employment and education services, including retraining for new or different employment. Displaced workers may receive a quarterly stipend for college or vocational training of $500. Stipends are paid in September, December, March and June with proof of satisfactory grade point average of a 2.0 or higher. They may also receive mileage to and from college or vocational school at a rate of $.20 per mile.
[bookmark: _Toc128689149][bookmark: _Toc117799672]Educational College or Technical School
Aanjibimaadizing may pay for educational expenses including tuition, books, tools and fees. The program is considered a payor of last resort. All applicants for this service must have completed the following steps. This funding is available 10/1 to 9/30 with a maximum of $2,000 per year.
Applicants must:
1.	Complete the FAFSA.
2.	Apply for funds from MLBP Scholarships or their Tribe’s scholarship program.
3.	Apply for two (2) other scholarships that are privately or publicly funded.
Aanjibimaadizing does not pay back bills or previous amounts owed at colleges or technical schools.
[bookmark: _Toc117799674][bookmark: _Toc128689150]Internet
Aanjibimaadizing may assist with internet payments if not paid by another agency, such as the school. Aanjibimaadizing is the payor of last resort. The program pays for the lowest package to allow video conferencing, typically 15mb. The program does not pay for TV or cable services.
[bookmark: _Toc128689151]Client Training Procedure
1.	The Training Manager, or other staff, will find a relevant training for clients.
2.	The Training Team (Executive Director, Training Manager, Lead Case Manager, and Director of Case Management) will meet to pre-determine requirements needed to attend the training (examples include: transportation, hotel, food, clothing, equipment, books, etc.). The team will determine if any incentive will be given upon completion. The team will also determine if there is a limit on the number of training spots available.
3.	An email detailing the event and program support will be sent to all Case Managers.
4.	A flyer will be put out to recruit clients.
5.	Clients who wish to attend MUST meet with their Case Manager and update the EDP, if needed, AND complete the Training Agreement form and the Client Responsibilities form.
6.	The Case Manager will upload the EDP, Training Agreement form, Client Responsibilities form, Flyer, and Training Agenda into OneTribe under Activities.
7.	All agreement forms must be completed two (2) weeks prior to the event unless the Executive Director approves.
8.	After the training, clients will be required to provide certificates or documentation of completion to their Case Manager. A hard copy will be placed in the file and a copy will be scanned into OneTribe under Applicant-Properties.
9.	When the documentation is received, Case Managers have three (3) business days to submit for any additional payments owed the client.
10.	Case Manager may take three (3) business days to submit. OMB may take 7-10 business days to process check requests when completed.
11.	Aanjibimaadizing will pay a maximum of $2,000 for training expenses during a business year of 10/1 to 9/30.
[bookmark: _Toc128689152][bookmark: _Toc117799673]Training Agreement Form*
	
Client Name:
	
	Date:
	

	
Aanjibimaadizing is enrolling you to attend or complete: (please attach agenda or Online Modules)

	

	

	
Goal or Objective:

	

	

	
Equipment/Training needs are:

	

	

	
Requirements or activities to be completed:

	

	

	Dates of Training:
	
	To
	

	
Times of Training
	
	To
	

	
After completion of all requirements and compliance with client’s responsibilities, you will receive
your incentive after documentation is submitted to case manager.

	

	



If you leave or are removed from training due to behavior or failure to follow client responsibilities, you will forfeit your incentives.
[bookmark: _Toc128689153]Guidelines for Attending Trainings*
1.	Be on time for the start of the training each day.
2.	Return from breaks on time, or ahead of time. Don’t be late returning.
3.	Show basic respect for the trainers and other participants by listening, keeping side conversations to a minimum.
4.	Actively participate in the training by answering questions, participating in the conversation as appropriate and showing respect for others.
5.	Remember you are representing the Aanjibimaadizing program.
6.	No drinking of alcoholic beverages.
7.	Cigarette smoking only in designated areas. Vaping only in designated areas.
8.	No illegal drug use.
9.	No foul language, be respectful.
10.	Treat staff with respect. Please and thank you go a long way. Use manners.
11.	Must complete the entire training in order to receive the training stipend. There is no pro ration.
12.	No damages to the hotel room will be tolerated. If you damage it, you will be responsible for paying for it.
13.	Must be on time and in the right location for transportation to and from the event site.
14.	Have fun.
15.	Complete training evaluation(s) and turn in to staff in order to receive the training stipend.
Failure to follow these basic rules may result in loss of training stipend (no money) and loss of future training session opportunities.
	
	
	

	Client Signature
	
	Date

	
	
	

	Case Manager
	
	Date


This form must be completed two (2) weeks prior to training.
[bookmark: _Toc128689154]Adult Basic Education (ABE)
ABE can be used to assist people in advancing their literacy and math skills as well as helping them with credit recovery or earning their GED or Adult Diploma. The steps to complete this are:
	
	Positive Outcome
amount
	Outcome Incentive for GED Activity - Enter only one activity  “GED” in TV - Staff TV entries

	
	
	Outcome Activity to documented as Complete in Tribe Vue Training Info.

	
	
	Look for completed activities in T-Info (Training Info button under activity) Partial sessions will be labeled attended or other

	first
	$30
	Complete Casas Testing (4 paper tests consisting of 2 Appraisal and 1 Reading and 1 Math test- scores are recorded in TribeVue -> Case-> Assessment.   Completed in classroom-approximate 4 hours

	
	
	T-Info = CASAS Testing         Assessment icon- - - Tabe Version: CASAS 907R - SS 254 (CASAS form #taken and the Scaled Score) Be sure to record form number of the test booklet. This needs to be known for posttest.

	Second
	$30
	Attend TWO (2) ABE ZOOM online Tuesday’s with Jess:  Discuss options that are available, sign releases, paperwork for ABE if that is the choice, may need to wait until transcripts are received.   Write Study Plan.
Options:      Credit Recovery -- High School Diploma W/Sauk Rapids Rice Schools or Original School District – Adult Diploma W/State ---- GED Academy W/Aanji (G1 - 5  below)  ---  Build Literacy Levels  -- Build Numeracy Levels   -   Education Options

	
	
	T-Info = Zoom ABE Meeting   ID: 878 7590 7341            Passcode: abe

	G-1
	$30
	Enroll in GED Academy and complete all six practice tests, one test for each subject.  Completed in classroom-approximate 4 hours.  Depending on Student’s abilities – may skip subjects in G-2 or advance to G-3. 

	
	
	T-Info = GED Academy Enrollment   Put client’s login email and password in the comments. 
T-Info = GED Academy Practice Test: List Subject and score in comments. Use complete once all subjects have recorded a test.

	[bookmark: _Hlk71647679]G-2
	$30
	Complete and turn in the Calculator Skills book to instructor. Can be completed at home.  # of hours vary

	
	
	T-Info = Calculator Workbook   Give and note calculator was given to client with this activity. Print workbook. 
T-Info = Completed WkBk When the workbook is turn in completed. After documented can return workbook to client. 

	G-2
	$30
	Complete all the math lessons in GED Academy – Pre-GED and GED Prep.  Can be completed at home.

	
	
	T-Info = Completed Math in GED Academy   Record score for the entire subject in comments.

	G-2
	$30
	Complete all the RLA Reading lessons in GED Academy – Pre-GED and GED Prep.  Can be completed at home.

	
	
	T-Info = Completed RLA Reading in GED Academy   Record score for the entire subject in comments.

	G-2
	$30
	Complete all the RLA Writing lessons in GED Academy – Pre-GED and GED Prep.  Can be completed at home.

	
	
	T-Info = Completed RLA Writing in GED Academy   Record score for the entire subject in comments.

	G-2
	$30
	Complete all the Science lessons in GED Academy – Pre-GED and GED Prep.  Can be completed at home.

	
	
	T-Info = Completed Science in GED Academy   Record score for the entire subject in comments.

	G-2
	$30
	Complete all the Social Studies lessons in GED Academy – Pre-GED and GED Prep.  Can be completed at home.

	
	
	T-Info = Completed Social Studies in GED Academy   Record score for the entire subject in comments.

	G-2
	$30
	Complete all the RLA Language lessons in GED Academy – Pre-GED and GED Prep.  Can be completed at home.

	
	
	T-Info = Completed RLA Language in GED Academy   Record score for the entire subject in comments.

	G-3
	$30
	Enroll in MyGED.com, the GED Test Portal and take 4 GED Ready Practice tests. Complete in Classroom -approximate 4 hours.

	
	
	T-Info = GED Portal    Record username and password-be sure to tell client how we use this site

	G-4
	$30
	Take and Pass the Social Studies GED Test.  Must be taken at test center or an approved online with proctored setting.  Approximate time 3 hours.    Did Not Pass (DNP), no outcome payment only for passing

	
	
	T-Info = GED Science-PASSED   or DNP Record score and test center in comments

	G-4
	$30
	Take and Pass the Science GED Test.  Must be taken at test center or an approved online with proctored setting. Approximate time 3 hours.    Did Not Pass (DNP), no outcome payment only for passing

	
	
	T-Info = GED Social Studies-PASSED   or DNP Record score and test center in comments

	G-4
	$30
	Take and Pass the RLA: Reasoning Through Language Arts GED Test.  Must be taken at test center or an approved online with proctored setting.  Approximate time 4 hours.

	
	
	T-Info = GED RLA-PASSED   or DNP Record score and test center in comments

	G-4
	$30
	Take and Pass the Mathematical Reasoning GED Test.  Must be taken at test center or an approved online with proctored setting. Approximate 3 hours

	
	
	T-Info = GED Math-PASSED   or DNP Record score and test center in comments

	G-5
	$500
	Bring in GED Certificate issued from MDE.   MDE mails out a week to 10 days after completing all GED tests.  
Also mention the MLB Scholarship AAA of $500 for those up to age 25.  

	
	
	T-Info = GED Obtained  
 Scan GED in Applicant File and record Note in Applicant File called Education Verification with GED date & Location


[bookmark: _Toc128689155]Da-nanda-anokiing (Job Readiness Program)
Da-nanda-anokiing is a 12-day “rolling” Job Readiness curriculum. When clients are referred to this activity, they must complete a 3 to 4-hour orientation session in the classroom before starting the class. Orientation consists of TABE (Tests of Adult Education-GED diagnostic testing) or CASAS, class agreements/rules and pre-tests. Once Orientation is complete, clients may enter on a scheduled Monday class and follow through to complete all 12 days. Within the 12 days, clients identify their skills, values and abilities, set job search goals and complete the BESI (Barriers to Employment Success Inventory)/JSAI (Job Search Attitude Inventory) inventories, put together resumes, cover letters and fill out applications. They learn job search and interviewing techniques as well as practice job interviews and discuss what is needed to succeed on the job.
Weekly Evaluations are submitted to the Case Manager. An incentive of $50 a day is offered for every day of training completed.
Once class is completed, the client must meet with the Case Manager, or an instructor to complete an exit interview. The Case Manager is recommended to update the EDP and identify another activity for the client. Upon completion of all 12 days of Da-nanda-anokiing, the client will receive an incentive of $240 ($20 a day for 12 class days). This class may be offered online.
[bookmark: _Toc117799658][bookmark: _Toc118731797][bookmark: _Toc128689156][bookmark: _Toc117799660][bookmark: _Toc118731799]Eligibility
To be eligible for Da-nanda-anokiing services, an applicant must meet at minimum these eligibility criteria:
•	A signed and dated application
•	Proof of residency in the service area
•	Tribal Membership in the MLBO, be a MLBO 1st generation descendant, or a member of a federally recognized Tribe
•	Selective Service Registration for males over the age of 18
•	Employability Development Plan (EDP) that is signed and dated
•	Income at or below 200% of poverty level
•	Have an identifiable barrier to employment
[bookmark: _Toc128689157]Da-nanda-anokiing Requirements
1.	Attend 128 hours to complete Da-nanda-anokiing.
2.	Complete a Resume.
3.	Complete a Cover Letter.
4.	Participate in class discussions.
5.	Job search when instructor is unavailable.
6.	Fill out paperwork (Ability Explore/IEP/CASAS).
7.	Set or reschedule appointments for after class.
8.	Complete the CASAS Test.
9.	Set up a 3-month plan.
10.	Attend class days for the full day. You cannot count the hours you are not in the class.
11.	Study to take the Driver’s License exam (if you need a DL).
12.	Identify Barriers to employment.
13.	Identify what your actual cost of living is in order to become self-sufficient.
14.	Show up to class well-rested, prepared to learn, and ready to work.
15.	Sign up for job service with computer access.
16.	Check Job Service often.
17.	Set cell phones to vibrate during class hours. Only answer calls regarding your children or potential jobs.
18.	After three (3) days of no-call, no-show, you will need to bring in a doctor’s note or begin class hours again.
19.	Practice Interview Skills (Mock Interview) with class.
Below are descriptions, objectives and overviews of the entire Da-nanda-anokiing Program.
Day 1 Find Your Budget and Identify Your Principles and Values (Inventories) 
Objective: Learn to budget your time and money
Objective: Identify principles and values
Overview: Mind map – Why is a job important? What are your Principles and Values? During this class, clients will identify their values and then use the results to identify their job cluster.
Day 2 Find Your Interests and Skills (Inventories Continued) 
Objective: Identify interests and skills
Overview: What are your Interests and Skills? During this class, clients will identify interests and skills. Students will use the results to identify their job match. When a person aligns their Principles, Interests and Skills with a job, they will enjoy their work and thus be more successful.
Day 3 Identify Barriers
Objective: Identify Barriers that are preventing a successful job placement
Overview: Clients evaluate their barriers to help them to reach their goals, and increase their chance for job retention.
Day 4 Fix Your Attitude
Objective: Identify your Job Search Attitude
Objective: Understand the effects of attitude in the workplace; analyze your own attitude; adjust your attitude
Overview: Nobody wants to work with someone who always has a bad attitude. It makes the workplace twice as difficult and eventually affects productivity. That’s why many employers say that attitude is more important to them than work skills. Clients learn skills to present a positive attitude.
Day 5 Set Your Goals
Objective: Set Realistic Goals; write short-term and long-term goals; overcome critics
Overview: Clients often do not have unlimited choices about jobs. They must set realistic goals for their job search. They must consider their barriers when they set their individual goals. This lesson is designed to help them set realistic goals. Clients may create a 3-year plan.
Day 6 Get Ready for the Job Hunt
1/2 day in classroom and 1/2 day using computers to write resume. Objective: Write a resume; write a cover letter
Objective: Students will create an email to be used for job search
Overview: A proper resume or cover letter cannot be written without understanding the function of each. In this step, clients will cover the basics of writing a resume and cover letter. By the end of this step, each will have a basic resume to use in the job search and a sample cover letter.
Day 7 Fill Out Applications
Objective: Understand applications; how to complete applications; identify references
Overview: Companies use applications to screen people out. If there is anything on the application that indicates a person should be eliminated, he or she will not get an interview. In this step, clients will complete a sample application and create a list of references. They will also learn about job papers and which forms of identification and information are acceptable and which are not.
Day 8 Find the Hidden Jobs	
1/2 day in classroom and 1/2 day using computers to job search
Objective: Locate the hidden job market; network with potential employers
Overview: A large percentage of jobs are never advertised. This is the ‘hidden’ job market. Clients will learn how to locate and tap into that hidden market by networking.
Day 9 Sell Yourself
Objective: Learn to get a job and sell yourself
Overview: Clients learn how to present themselves and identify their strengths to employers. This step will strengthen their ability to sell themselves through communication.
Day 10 Prepare for Interviews
Objective: Learn verbal and non-verbal interview skills; role play both an interviewer and the person getting interviewed; remember key interviewing points
Overview: People must learn to draw on every strength they have in looking for a job. The interview is where the hiring decision is made. In this step, clients will cover basic interviewing skills.
Day 11 Find your Fit on a Team
Objective: Identify teams in the workplace; see where you fit
Overview: Mastering the role of a team member contributes to success and happiness on the job. This session will help the clients be aware of the worksite structure. It will also help them begin to think about where and how they can fit in a job.
Day 12 Adjust to the Workplace
Objective: Learn why people get promoted or fired; learn how to succeed at work
Overview: Adjusting to the work environment and retaining a job go hand in hand. In this step, clients learn the behaviors and the small problems that can also cause a person to be fired. Learn the skills employers want from employees and discuss tips for job success.
[bookmark: _Toc128689158]Program Rules*
This program is designed to get you in the habit of a real-world work schedule. You will focus on personal and employment development. We will discuss how to manage those skills once you become employed. You will learn steps to overcome barriers and have the opportunity to identify new skills that you can use to grow both personally and professionally. In this program, you will be identifying goals, keeping track of your progress and working with your Case Manager to ensure all case plan expectations are met.
You are making a commitment to learn new skills, overcome barriers to lasting employment, identify interests and set/achieve goals!
	 You will be given a pre-test on day #1 and a post-test on day #12. Your post-test score needs to be 75% or higher to earn the certificate - plus the incentive.
	 Daily classes begin at 9:00am sharp (unless otherwise defined by the schedule). No late starts or long breaks without a legitimate reason by phone call to the Case Manager in advance.
	 If you arrive late to Da-nanda-anokiing, you will not be permitted entrance. NO EXCEPTIONS. You will be referred to your Case Manager.
	 The class consists of twelve (12) days and you must attend all twelve days to earn one (1) certificate to graduate the program.
	 We are a drug and alcohol-free workplace. If you come to class under the influence, you will be asked to leave and you will not receive credit for the day.
	 If you are not adhering to program expectations, you will be asked to leave and referred to your Case Manager.
	 The training assistance is $50 per day when all assignments and self-evaluation are completed. An additional training assistance of $20 per day will be awarded once all twelve
(12) days are completed (certificate earned) and you meet with the Case Manager for a program Exit Interview.
	 If you have a question on your training assistance, you will need to contact your Case Manager. They are your resource and will advocate for you to have any issues resolved.
	 All items must be completed on the Da-nanda-anokiing requirement list. All payments may take ten (10) business days to process.
I understand that the assistance for attending this program is not a guaranteed weekly paycheck. I also understand that I am expected to make progress and my weekly evaluation form must be scored satisfactory or above to receive incentive pay. I have read and agreed to program participation rules, guidelines and terms.
	
	
	

	Signature
	
	Date

	
	
	

	Print Name
	
	


[bookmark: _Toc128689159][bookmark: _Toc128689160]Driver’s License
	
	Positive Outcome
Amount
	Outcome Incentives for Driver License
Enter only one activity “Driver License” in Service Type, enter additional steps for this activity in comments. 

	
	
	

	GOAL
	$30
	To Obtain Outstanding Requirements/Reinstatement Requirements and Minnesota Driver License/Instruction Permit/State ID Number  

	

	Action Plan or
	If Client does not have a DL/IP/ID in possession and does not have any letters/documents with DL/IP/ID number, Client should apply for a State Identification card.  Then use this number to check Outstanding Requirements.  When at DVS applying for ID card, Client should also request Reinstatement Requirements Summary-this will be printed with a Letter ID. This letter ID can be used to make online payments that are listed on these requirements.

	
	Action Plan or
	If Client has never had DL/IP/ID then Client, should apply for a State Identification card.  Then use this number to check Outstanding Requirements.  When at DVS applying for ID card, Client should also request Reinstatement Requirements Summary-this will be printed with a Letter ID. This letter ID can be used to make online payments that are listed on these requirements.

	
	Action Plan
	If the client states that they have neither had a State ID nor applied for a Driver’s License and they do not have any driving violations, they can start by taking the Class D Knowledge test.  This requires 2 proofs of Indentation to be taken with to the Exam center.  (2 from this list:  Tribal ID, Certified Birth Certificate or Social Security Card)

	
	
	T-Info= Outstanding  or Reinstatement Requirements-which ever document that was received

	GOAL
	$30
	New Credential Application with valid status (Standard/Real ID/Enhanced)
First Satisfy all Outstanding/Reinstatement Requirements before applying for a new credential.  Application may include Class D knowledge test, or Class D Knowledge test and the Road (skills) test.    Schedule online

	
	
	T-Info= New Credential     DL or IP can be scanned in this record

	
	-0-
	Pay Reinstatement fees: Utilize Support Services-limited $ amount or incorporates into DDP Payment Plan

	[bookmark: _Hlk71629439]
	
	

	
	$30
	Self-pay Reinstatement Fees: Client pays 

	
	
	

	
	$30
	Satisfy/Pay Fines- Paying fines pleads guilty on pending cases most likely to incur a suspension period on driving privileges.  Fines still pending call, court to see how these cases can be satisfied.  Either pay fines or apply for the DDP Program and get accepted and work through all the DDP steps to get valid.

	
	
	

	
	$30
	Proof of Insurance:  must have client listed as a driver on insurance policy or apply for non-owners’ insurance if no vehicle is owned.  Start by getting 3 quotes from an insurance agent.  

	
	
	

	
	$30
	DVS Form # PS31091-01 Paper work portion of Rehabilitation Requirements listed as Alcohol /Drug Rehab: Discharge Summary, 3 months meeting Attendance, and 5 support letters. All documents compiled. 

	
	
	

	
	$30
	DVS Form # PS31091-02 Rehabilitation Requirements Interview portion either meet with the Evaluator at St. Paul Office as a walk-in or Locally with an appointment.

	
	
	

	
	$30
	Child Support Hold Cleared:  Contact court(s) Options: Transfer to Tribal Child Support, 
Make Payment Plan
If more than one county, $30 incentive outcome for each child support hold cleared.

	
	
	

	
	$30
	Ignition Interlock Application submitted and received letter to install.

	
	
	

	[bookmark: _Hlk77771056]
	$30
	Ignition Interlock Installed and Activated

	[bookmark: _Hlk71630084]
	
	

	
	$30
	Satisfy Judgment: Contact Court - make arrangements

	
	
	

	
	$30
	MADD Panel or Victim Impact Panel attended and documented -must be scheduled and payment made prior to meeting.  

	
	
	

	
	-0-
	Special Review Awareness-sign form 

	
	
	

	
	-0-
	Skills Test/Road Test – This has been incorporated in the New Credential Application requirement


SMALL BUSINESS DEVELOPMENT
A limited amount of funding will be available for small business development. The maximum amount to be awarded is $5,000. The amount awarded is dependent on the business plan created. 
All applicants must demonstrate the capital or funds they are investing in the small business as well. Applicants must have a 25% match for the funds that they apply for.
To be eligible for small business services, an applicant must meet at minimum these eligibility criteria:
· A signed and dated application
· Proof of residency in the service area
· Tribal Membership in the MLBO, be an MLBO 1st generation descendant, or a member of a federally recognized Tribe
· Selective Service Registration for males over the age of 18
· Employability Development Plan (EDP) that is signed and dated
· Income at or below 200% of poverty level
· Agree to complete a small business plan and participate in training or review session.
· The small business plan must be approved by the Training Manager and include details about business, business development and a budget for use of the grant funding. See the Small Business Development Checklist for additional details. 
· For a shared business, no more than two applicants can apply for support of the same small business.
Applicants for this program must complete a small business plan prior to receiving funds. Small business training will be available to qualifying clients. If a client has an existing small business, then they must have a business plan. 
Small business will be defined using the Small Business Association (SBA) definition. . The SBA (https://www.sba.gov/) also has many resources and can help predict the viability of an idea. 
The Plan should be reviewed by the client, Case Manager and Training Manager, and Aanjibimaadizing staff person. Money is awarded after completion of the business plan, review, and demonstration of 25% match. 

No later than September 15 at the fiscal year end, recipients must report how many people they employ, including themselves. 
Small Business support is available once every 10 years for applicants. A small business plan is required for each application.
[bookmark: _Toc128689161]Small Business Development Program Checklist *
[image: ]

[image: ]

[bookmark: _Toc128689162]SUPPORTIVE SERVICES
[bookmark: _Toc117799734]477 Clients can apply for Support Services for GED, Training, Education, New Employment (full or part-time), and Auto Assistance (insurance/repairs). This list is not all-inclusive. Any support service that assists a client in obtaining or retaining employment may be considered.
•	Gas card
•	Food card or allowance
•	Clothing
•	Auto repairs are allowed twice in a fiscal year (2 quotes required)
•	Auto maintenance is allowed to maximum dollar amount per fiscal year (2 quotes required from a certified auto shop)
•	Liability Insurance for up to six (6) months (2 quotes required)
•	Mileage- Mileage paid at 50% of the federal rate for the first ten (10) days of employment. Paid once per year. This is completed with a check request.
•	Auto Insurance (6 months Liability unless with a verified lien)- Must be employed, looking for employment, in training, or attending school full-time. Auto insurance is paid once every 2 years, unless the client is below 100% of the federal poverty guidelines, and then it may be paid every six (6) months.
•	GED coursework or testing
•	Adult Basic Education (ABE)
•	Trainings
•	Documents needed for employment such as a birth certificate or social security card 
[bookmark: _Toc118731803][bookmark: _Toc128689163]Eligibility
To be eligible for support services, an applicant must meet at minimum these eligibility criteria:
●	A signed and dated application
●	Proof of residency in the service area
●	Tribal Membership in the MLBO, be a MLBO 1st generation descendant, or a member of a federally recognized Tribe
●	Selective Service Registration for males over the age of 18
●	A signed and dated Employability Development Plan (EDP)
●	Income at or below 200% of poverty level, or be placed through WEX, or obtain new part- time or full-time employment
●	Have an identifiable and correctible barrier to employment
●	Income at or below 300% of the poverty level may be eligible with MLBO Tribal funding
The Tribe’s 477 plan will offer supportive services that include, but are not limited to: support for clients obtaining a new job, licenses, education, and support to assist clients in retaining a job.
Youth Support Services are available for youth ages 14 to 20 who live in households that are at or below 200% of the federal poverty guideline. The youth support service limit is $2,500 per fiscal year (10/1 to 9/30).
Adult Support Service limits are $3,000 per fiscal year (10/1 to 9/30). This amount does not include child care, but would be a cumulative total of all other support services.

[bookmark: _Toc118731804][bookmark: _Toc128689164]Adult Support Services
Support Service payments are single funding allocations made to participants to assist them in overcoming specific, immediate and essential family stabilizations or employment related barriers.
Support Services are:
•	Used to support gaining and retaining employment. They must relate to current employment of training.
Support Service payments are not:
•	Automatic
•	Crisis intervention funds
•	Utilized to cover on-going costs (lasting four months or longer or occurring in any regular periodic or cyclical manner)
The expenses must meet the following conditions:
•	Be specific
•	The participant must be the owner of the obligation
•	Be directly related to an education activity or employment
•	Verified as not otherwise provided free of charge or available from other resources
•	Be the only way available to meet the need
•	Be documented with evidence of the need verified
The participant’s personal assets must be considered prior to authorization of a service.
Each request must be examined to determine if the participant truly has a need for the service and that it will:
· Assist the participant in gaining or retaining employment and/or,
· Educational enrichment or advancement.
In order to receive any type of support service, a participant must have completed an approved application, current within the last 90 days, and have an approved EDP plan, and a training agreement and/or service agreement if needed may be required.
All support service payments must be approved by a Case Manager and Executive Director. It is the responsibility of the Case Manager to check the participant’s file to ensure that the participant has not reached the funding ceiling for the support service. Some participant support services are processed similarly by the Intake Specialist.
If a TANF client is in 100% sanction, they are not eligible for any services including support services in that month. They will be eligible for a one-time emergency food assistance of $100 in the month following the case closure.
Participants must provide receipt(s) verifying purchase of approved item(s) within thirty (30) business days of check receipt or they may be denied support services for six months. Any participants that fail to provide receipts a second time may be barred from all support services for twelve (12) months or 1 year.
The maximum amount of support service funding per 12-month period beginning October 1st of each year, per adult participant, is not to exceed $3,000.
The maximum amount of support service funding per 12-month period beginning October 1st each year, per youth participant, is not to exceed $2,500.
1.	Update EDP and TANF work participation form to include assisting children with school for family stability.
2.	Must have a current school verification form.
3.	Pay the person and a support service request.
4.	Submit the EDP/TANF form with goal, school verification form and the bill as back-up to be paid.
[bookmark: _Toc118731805][bookmark: _Toc128689165]Support Services Approval Procedure
1.	The Intake Specialist will complete the Intake with the Client.
2.	Intake and Client will sign and date the 477 Application.
3.	Intake and Client will complete and sign the top portion of the EDP. Intake will write goals and check steps towards self-sufficiency and have the client sign the bottom of the EDP.
4.	Intake will enter the information into OneTribe and complete the check request. The Case Manager will be listed as ‘Case Manager’ and the Intake Worker will be listed as the ‘Case Support Lead’ in OneTribe. All Support Services are entered as a ‘Check Request’.
5.	Intake will submit all documentation to a Case Manager. A face to face meeting with the Case Manager is not required, unless requested.
6.	The Case Manager will review with Support Service Policy and approve or deny. The Case Manager must case note the approval or denial in OneTribe. The Case Manager will give Intake the originals back. Intake will file in the hard file.
7.	The Case Manager will sign the EDP on the bottom and submit to the Program Manager to complete the check request or gift card review.
8.	The Program Manager will return the paperwork to Intake. Intake will verify information.
9.	Intake will make the final client contact and file the paperwork. Intake will confirm it was reviewed and submitted in OneTribe.
10.	Intake will distribute the check/gift card to the client. Intake is responsible for accepting receipts and closing out the case.
11.	The check request should include all documentation for processing, but does not need to include the Tribal ID copy.
Reasons for Denial of Support Services
Requests for support services will not be denied without good cause. The following are examples of how good cause may exist.
The benefits of a support service must:
•	Address a specific crisis situation or episode of need.
•	Not be intended to meet recurrent or on-going needs.
•	Not be intended to extend beyond six (6) months or more than six (6) months of service.
•	The participant is not meeting the requirements identified on their individual service agreement or the participant is non-compliant or in sanction status or the participant has not participated in the program as specified in their plan for 30 days or more without good cause.
•	The item is not verified as necessary or required in the supporting documentation in the participant’s file, is not required by the service agreement or is not authorized by the participant’s Case Manager or the Executive Director.
•	The provider or vendor fails to provide proof of an established business, including their federal identification number.
•	The participant has failed repeatedly to provide post-payment verification for requested assistance.
•	The participant has failed to provide sufficient verification of expenditure for reimbursable expenses.
•	The participant has returned items paid for with program funds to the vendor for a cash refund or other item(s) not related to an employment and training expense.
•	The participant failed to provide correct information or falsified information on their request for assistance or application for services.
•	Aanjibimaadizing has exhausted its funding for these services.
•	A one-parent family that has two (2) or more vehicles, or a two-parent family with three (3) or more vehicles.
[bookmark: _Toc128689166]Adult and Youth Clothing Support
Clothing items needed for employment may include, but are not limited to: special uniforms, special shoes, required seasonal clothing and gear for outdoor work, safety wear and other items as documented on an employment verification form. Interview clothing will be granted for those with defined need for a maximum payment of $150.00. An additional $250.00 may be granted for new hire clothing within 60 days of start date. These amounts are to be included in the total clothing allowance. Failure to return receipts will result in a minimum six (6) month suspension from support services. Failure to return receipts for a second time will result in a minimum of one (1) year suspension from support services.
[bookmark: _Toc118731808]Subsidized Work Experience Participant Clothing
Work experience participants may be granted $400.00 for placement worksite appropriate clothing after 40 hours of work. The supervisor will need to request specialized clothing. Work experience participants with at least 200 hours of work experience remaining may be granted an additional $400.00 for change of season clothing.
Clothing requests and authorization will be based on individual needs and will not exceed $1,000.00 per participant in a fiscal year (10/1 to 9/30). 
[bookmark: _Toc128689167]Educational Certificates, Licensures and Dues 
Expenses directly related to the completion of educational certificates, licenses and training are allowable. The participant must submit a copy of the certificate courses and/or licensure requirements and detail equipment/material required for the courses.
Eligible expenses in this category also include, but are not limited to: meals and lodging to/from testing sites, cost for certified birth certificates, haircuts, safety eyewear and other expenses directly related to obtaining or retaining employment.
Testing fees for Nursing Boards, Certification Fees, Licenses and other job specific or employment related training expenses will be approved on a case by case basis by the Executive Director.
Union dues will only be paid in the circumstances that there is availability of immediate full-time, permanent employment upon payment of the dues and verification the payment cannot be made through a payroll deduction and is mandatory for the participants to gain employment.
The Case Manager must attach verification of the cost of the dues and document how this payment will help the client to gain self-sufficiency. Union Dues are limited to once in every five (5) years.
[bookmark: _Toc128689168]Incidental Work or Education Expenses
The following is a list of miscellaneous covered expenses for employment, education or training:
•	Items necessary for employment These include fees associated with acquiring necessary documents and identifications, special tools, safety equipment, self-employment startup costs that are not covered in the Band’s small business development program, or other expenses as outlined in a self-employment business plan or as verified by an employer.
•	Tools that new employees are required to have for employment and are documented by the employer on the employment verification form can be reimbursed. Tool requests will be based on individual needs and will not exceed $1,000.00 per participant every 5 years.
This list is not exhaustive and may include other items not listed.
[bookmark: _Toc128689169]Transportation Barriers
Transportation expenses may be covered for items related to the participant’s service agreement, their ability to retain employment, to access education that will enhance their employment opportunities or to access ongoing physical or mental health treatment necessary to stabilize their life.
[bookmark: _Toc118731813]Transportation Policy
•	Participants may be provided transportation by Aanjibimaadizing staff if the staff can provide while maintaining other job duties.
•	Transportation should be provided in department vehicles. Staff who choose to transport clients in their personal vehicle assume all responsibility and liability.
Examples of transportation support services
Vehicle repairs necessary for safe and reliable vehicle operation. Cosmetic car repairs will not be covered. Car repairs will be reviewed only for those who do not have access to public transportation. Urban clients are eligible for vehicle repair. Factors that must be considered prior to authorization include:
•	Ongoing costs for insurance and car repair.
•	Previous services already paid under this category.
•	The overall condition and value of the vehicle per Kelly Blue Book Private Party Value or reputable online pricing estimate.
•	Vehicle ownership- applicant must own the vehicle and insure the vehicle. The participant must provide a copy of the title, insurance card, and a valid driver’s license.
•	Number of vehicles owned: only one vehicle per employed or work seeking household member will be considered. A second vehicle may be allowed in the household for families with two (2) or more minor children and no children of legal driving age and both household members are working.
•	Two (2) estimates must be provided and match the make and model of the vehicle on the title or insurance card and repairs must be done only on the designated vehicle by a professional and reputable public business (no personal friend or backyard mechanics).
Tires on a vehicle is necessary for safe travel to comply with a service agreement, unsubsidized work or employment related training.
Driver’s license testing and reinstatement fees
No Aanjibimaadizing funds may be used to pay for legal fees or fines, except as defined under WEX bonus. The following costs will be eligible once every two (2) years:
•	Reinstatement fees as stated on reinstatement requirements. Fines must be paid by the client prior to the reinstatement fee being paid.
•	(SR22) non-owner’s insurance to retain driving privileges for one (1) year.
•	Reinstatement fee as long as client has watched DWI video and completed “tracking” worksheet
•	Driver’s license application fees or renewal fees
•	Driver’s education costs
Parking fees and other similar travel expenses necessary for individuals to participate in employment, training, job interviews or other activities in an approved service agreement. These expenses are reimbursed at the actual rate based on original receipts submitted. 
Reinstatement fees may be paid to remove a barrier to working without the client being employed or in school.
Mileage Reimbursement/Gas Assistance/Mass Transit
Mileage reimbursement will be made to a participant for the following activities at 50% of the federal per diem rate per mile, not to exceed $200.00 per week when submitted on the appropriate mileage form. Optional gas voucher or mass transit tokens/passes may be utilized in place of mileage reimbursement. To receive mileage reimbursement/gas voucher, the individual must possess a valid driver’s license and provide documentation of current auto insurance coverage. Clients must submit receipts within thirty (30) business days. Reimbursement for mileage is not allowed, unless authorized by the Executive Director.
•	Mileage burdens for the first two weeks of participation/application are to be addressed for newly approved Cash Assistance recipients or Work Experience participants who must travel:
· In rural: If they travel more than two (2) miles round trip, they may receive a $30 gas voucher with case manager approval or on work day #1.
· In urban: If they travel more than twelve blocks round trip, they may receive mass transit tokens/passes or mileage if over 10 miles with case manager approval or on work day #1.
•	Mileage for job interviews: Participants claiming job interviews must show reliable evidence of action (rejection or interview letters or the like) to be eligible for transportation support. Must be documented on a mileage form when submitted. Participants may receive a $30.00 gas voucher.
•	Required Service Agreement Activities: Mileage may be paid for attendance at orientation/overview meetings, update meetings with Case Managers, training workshops and other mandatory plan-related activities.
•	Mileage for New Permanent Employment: When a participant starts new full time/part time permanent employment, the mileage will be reimbursed for actual miles driven round trip to work. The participant will be referred to the school district for transportation assistance for high school attendance.
•	Physical or mental health treatment: For the participant overcoming employment barriers related to their health, mass transit tokens/passes to attend treatment sessions will be made or provided with documentation of the treatment schedule and verified attendance.
•	Discounted mass transit passes: Reimbursement may be made to a student that has documentation of payment for mass transit passes. Documented mileage to and from a metro station, including distance to and from a childcare provider may be paid in addition to metro passes.
The maximum payments for transportation expenses per participant per fiscal year are not to exceed $3,000. A two-parent household owning two (2) vehicles in need of repair and which both are required for the household to maintain employment and/or educational advancement require review and approval of the Executive Director.
The program may consider alternative transportation, for example purchasing a bike and lock chain.
Clients with three (3) or more vehicles will be denied service. 
Vehicle insurance premiums
•	Full coverage (if a loan is in place) must be held by the client. The Program will only pay full coverage with proof of lien, or the liability portion of insurance portion for up to six (6) months’ coverage, depending upon coverage requirements.
•	Two (2) quotes must be provided. The lowest quote will be authorized.
•	Any penalties charged to the participant, creating an increase in premiums, on the insurance quote due to a history of driving infractions are not allowed and will not be paid by the program.
•	The quote must match the information on the ownership verification.
•	If there is not lien on the vehicle, the program will only pay liability insurance. 
•	Insurance support will only be processed once every 2 years unless the client is below 100% of poverty guideline.
Vehicle Savings Match
The program may match a minimum of $1,000 and a maximum up to $2,000 of client savings for a vehicle down payment or purchase. Clients must demonstrate proof of their funds with a current bank statement, cashier check, or receipt of their downpayment prior to Aanjibimaadizing matching the funds. Checks need to be made to the dealership. No reimbursement after the vehicle purchase will be done for this program. All requests for funds must be done prior to purchase. The Case Manager should review the Kelly Blue Book (KBB) value of the car prior to purchase. The proof of purchase would be required to be submitted by the client within thirty (30) business days. Clients may request vehicle match funds once every two (2) years.
Documents required for vehicle savings match
●	Support Service request completed
●	Check Request completed
●	EDP completed with transportation as a goal
●	Copy of the policy
●	Driver’s license
●	Driver’s license status-must be valid
●	Purchase agreement from the dealership
●	Proof of client funds by either a current bank statement, a cashier’s check, or receipt of their down payment.
●	Kelly Blue Book value of the car 
[bookmark: _Toc128689170]Shelter and Utilities
Aanjibimaadizing will pay the first months’ rent or security deposit for participants who are working or engaged in educational programs that will advance their employability or households with children at risk of homelessness or domestic violence. Aanjibimaadizing is the payor of last resort. This payment must be cost effective, meaning that the participant will have a sufficient level of income in the future months to maintain the payment. First month rent or security deposit is limited to once every two (2) years. Clients must provide proof of denial from a minimum of (2) other agencies. Denials must be documented from the county of residence, the client’s Tribe, and/or another social service agency. Rent support is available once every (2) years using 477 funding. If the program has housing funds from other grant sources, the guidelines for the funding source will be followed to assist people with housing.
In the event of a utility shut off or being out of heating fuel (fuel oil or propane), the participant, who must be working or engaged in educational programs that will advance their employability or be a household with children at risk of homelessness, must apply for all other available assistance programs and provide proof of denial, as well as a copy of the shut-off notice or proof from the fuel company that they will not deliver fuel without proper payment. The payment must be cost effective, meaning that the participant will have a sufficient level of income in the future months to maintain the payments. Utility payments are available once every two (2) years. The program will not pay for more than three (3) months of utilities.
Moving/relocation expenses, including the cost of establishing a new residence, may be covered if this is for verified full-time employment or will improve the self-sufficiency of the participant and the one-way distance from the initial residence to the new residence exceeds 60 miles or 60 minute commute. A flat fee of $500 for relocation can be paid. This amount is only paid with a new lease or mortgage that demonstrates a new address at least 60 miles away. The relocation must be cost effective and is available only after review by the Executive Director. Moving or relocation expenses are limited to once in five (5) years.
[bookmark: _Toc128689171]Food Vouchers/Cards
$30.00 food cards may be provided to new:
•	Work Experience Participants (WEX) on day #1 of their placement with a worksite agreement
•	TANF applicants to bridge the period between application approval and EBT card mail delivery.
Gift cards may be distributed to new Cash Assistance applicants only if they are without an EBT card. Lost EBT cards will not follow this procedure. All new applicants must be informed at the time of application approval and in orientation that:
•	Our program cannot replace lost EBT cards.
•	Our program cannot provide gift cards if EBT cards are lost.
If the new Participant requests gift cards, a check, or a pass, the distribution will be recorded as a Support Service and count against their total. The Participant may therefore decline all or some of the gift cards at their choosing. It is an option, not a requirement.
New Cash/TANF Assistance food cards will be allocated according to the following formula:
•	Parent #1 = $60.00 (two food cards)
•	Each additional family member = $30.00 (one food card)
Example #1: A mother and infant = 3 food cards or $90.00
Example #2: A mother, father, and 2 children = 5 food cards or $150.00
All food voucher/card distributions must be approved by a Director or Executive Director. The Program does not replace lost or stolen gift cards. Treat them as cash.
[bookmark: _Toc118731819]Support Service Gift Card Limits
•	Work clothing- $1,000 per year
•	Full-time receives $250 in clothing gift cards
•	Part-time-receives $150 in clothing gift cards
•	Specialized clothing- $400 in clothing gift cards
Mileage paid at 50% of the federal rate for the first ten (10) days of employment. Paid once per year. Mileage calculated at less than $10 is not paid. The program will use google maps to verify. A gas card may be given immediately and subtracted from the total mileage check amount.
Gas gift card- $30 for the first 10 days of employment
The number of times clients may receive gift cards per fiscal year is limited to the following amounts:
· Interview gift cards                          	2 times per fiscal year
· New employment gift cards         	2 times per fiscal year
· WEX                                                       	1 time per fiscal year
Food
•	$30 for every family member for emergency services one (1) time per year.
•	$30 gift card for full-time or part-time employment
Any exceptions to this list must be approved by the Executive Director.
[bookmark: _Toc128689172]SNAP Employment and Training (SNAP E&T)
This program is specific for participants who are receiving SNAP food benefits. SNAP requires participants to work or develop work skills to maintain food benefits. Enrolling participants in SNAP E&T can assist them in meeting the requirements to maintain their food assistance. To participate there are several steps the Case Manager and Instructional staff must follow. See below.
1.	Verify the participant is receiving SNAP or enroll them to receive SNAP food benefits.
2.	Complete Orientation with the client.
3.	Complete Employability Assessment. Aanjibimaadizing will be using the WEX Entry Plan minus the WEX orientation as meets all state criteria.
4.	Enroll the participant in WF1 and Case Note in One Tribe.
5.	Complete the Employment Plan- Must contain:
a.	Date the plan was created
b.	Proposed employment and training activities
c.	Assessed employment barriers
d.	Referrals if any were made
e.	Participant signature-wet signature required
f.	Hours required per activity
g.	Indicate if it is a paper plan
6.	Open Activities in WF1
a.	Orientation
b.	Employability Assessment
c.	Agency Specific Activity
7.	Case Notes-At minimum are required monthly
8.	Support Services-Document all support services disbursed in WF1 and One Tribe.
9.	Verify Eligibility on MAXIS monthly.
10.	Exit participant from SNAP E&T within 60 days of program completion or loss of contact.
All staff time spent working on SNAP eligibility must be tracked separately for reimbursement from the State of MN and tracked daily.
All staff time spent on SNAP E&T clients in any capacity must be tracked separately and documented daily. All support services must be tracked separately and paid with non-federal dollars to be eligible for re-imbursement. 
Clients who are living on reservation land are eligible to have expenses reimbursed at 75%. Clients who are living off reservation land are eligible to have expenses reimbursed at 50%. This map can be used to determine if the client resides on reservation land: https://gis.millelacsband.com/mlboportal/apps/webappviewer/index.html?id=75a2e584d01b459ca2bcc1ce63e60971
[bookmark: _Toc128689173]TANF (Temporary Assistance to Needy Families)
[bookmark: _Toc118731821][bookmark: _Toc128689174]Application for Services
Any person has the right to apply for Aanjibimaadizing Tribal TANF services. Applicants must sign and date an Aanjibimaadizing application to begin the eligibility process. 477 Applications received without eligible signatures are incomplete. TANF clients must also complete and sign a Combined Application Form (CAF). Applicants may also apply at ApplyMN. The department checks for applications on ApplyMN at minimum once per week.
Participants, whose conduct suggests, that are under the influence of drugs or alcohol are not competent to sign legally binding documents, including the Aanjibimaadizing application documents. These participants, in any Aanjibimaadizing office, are to be asked to leave and return when they are not under the influence of those substances.
[bookmark: _Toc117799775][bookmark: _Toc118731822][bookmark: _Toc128689175]Filling out and processing the application form:
•	Those that wish to apply for TANF must complete a Combined Application Form (CAF) for Cash grant assistance. This application tracks to a Case Manager.
 •	The applicant must complete all questions on the appropriate application.
•	All submitted applications must be date stamped when accepted into the office.
•	Case Managers will accept and date an identifiable application during the initial interview with the applicant. An identifiable application is one which contains all required eligibility information, a legible name, mailing address and signature.
•	If an application is not complete, the Case Manager must notify the applicant in writing of the need for additional information, and specify when that information must be received to prevent the application from being denied. An application may only be denied due to incomplete information (10) ten days after written notice has been sent to the applicant notifying them of the missing information.
•	For TANF- completing, signing and dating the CAF Page 1 marks the beginning date of the application and benefits process. Incomplete CAF applications are open for no longer than (30) thirty days.
•	An application is deemed to be a “failure to locate” when:
1)	Mail sent to the mailing address given on application is returned by the Post Office indicating no known forwarding address, and the applicant has not reported a new address. Homeless applicants may use the Aanjibimaadizing office for a mailing address, if needed.
2)	Reasonable attempts to locate the applicant by utilizing application information have failed.
•	In order to prevent duplication of services in Cash Grant Assistance or State SNAP cases, Case Managers must enter application data regarding the applicant and their household into the State MAXIS systems. MAXIS will cross-reference applications and indicate when the applicant is receiving assistance from a county or tribal cash assistance program within the state of Minnesota. If the system indicates that the applicant is currently receiving assistance from another source, the Case Manager will contact that county to notify them that a TANF application was received and any files be sent to the Aanjibimaadizing office. The client will have to contact the county to request the case be closed so a TANF case can be opened.
•	If the applicant indicates that they have moved from another county or state into the Tribal Service area, the Case Manager will contact the former county/state of residence to determine previous assistance and eligibility for assistance.
Initial Face-to-Face Interview Requirement: The application process must include at least one face- to-face interview between a Participant and a Case Manager.
When an application has been mailed, dropped off, or received from a walk-in applicant, an appointment will be scheduled for a face-to-face interview as soon as possible, but, in any case within (10) ten business days.
If necessary, the Case Manager may conduct an interview by telephone with the approval of the Director of Case Management. The reason for the over-ride and the authorization must be documented in the case file.
Once the application has been processed in a face-to-face interview, and it is determined to be complete, the Aanjibimaadizing Case Manager will enter information into the MAXIS and Aanjibimaadizing database systems.
For TANF clients, “adequate notice” will be mailed to the applicant through the MAXIS system no
later than (10) ten business days after the initials interview date. “Adequate notice” consists of the statement of whether the applicant has been found to be eligible or ineligible for TANF Cash Grant Assistance. If the family is found eligible, it states the amount of assistance for which the family is eligible and when it begins. If assistance is denied, it gives the specific reason(s) for the denial.
[bookmark: _Toc117799776]If an Applicant voluntarily withdraws his/her application:
•	The withdrawal must be in writing, signed and dated by the person who signed the application.
•	The Case Manager must send a written notification to the applicant confirming their intent to voluntarily withdraw their application.
•	The Case Manager must case note the when and who of the withdrawal request and also the date the Aanjibimaadizing notice to confirm the applicant’s intent to withdraw the application was sent to the applicant.
If an applicant dies or there is a loss of contact: The Case Manager must case note that the application has been disposed of because the applicant died or could not be located. Death must be verified.
[bookmark: _Toc117799777]When must a new application be completed?
•	An application will be considered current for 30 days from the application date. After 30 days, a new application must be completed.
•	When a client reapplies from a closed, denied, withdrawn or terminated status.
•	When there is a change in the head-of-household of a Case Grant Assistance unit.
[bookmark: _Toc117799778]Entering TANF Cases into OneTribe
1.	Close EET case and all activities
2.	Create the eligibility application
A)	Check the Case Manager assigned
B)	Status- pending
C)	Employment- yes or no
D)	Request Date- application date
E)	Cash Assistance- yes
F)	Applicant Service Request- Family Cash Assistance
G)	Then Insert
3.	Go to Application
a)	Open the TANF application
b)	Status- Intake Complete
c)	Open program application
d)	Open eligibility requirements
e)	Edit
f)	Monthly Income- reference MAXIS
g)	Assets- MAXIS
h)	Accounts- MAXIS
i)	Shelter- MAXIS
j)	Dates for the income, assets, accounts and shelter should be the application date.
4.	Characteristics
a)	Edit
b)	Veteran- yes or no
c)	Preference
d)	Public Assistance request- TANF
e)	SSI/SSDI- yes or no
f)	Check the barriers
g)	SAVE
5.	Status button 
TANF eligible
Put the application date in the notes area here
6.	Benefit tab on the left menu
a.	Insert
b.	Benefit month
c.	Income/work month
d.	Year
e.	TANF benefit month- Application date
f.	Budgeting type- typically is prospective and retrospective after the initial determination
g.	****Complete for all of the months determined. ****
h.	Expand the income and budget
i.	Edit
j.	Input the income information- the per cap will go under the unearned income-other
k.	Insert grant amounts in the cash portion amount, food portion amount, and the housing grant amounts. The total of all of those will be under the “amount authorized for payment”
l.	TANF exemption type- enter this
m.	In the comments type, “Grant for (month) verified by MAXIS.
n.	SAVE
-Go back into the TANF case-
o.	Find the suitcase icon- TANF work participation
p.	Insert
q.	Service description- type of activities
r.	Family Type
s.	Verified- yes or no
t.	Work Participation Status
u.	Work Exempt Status
v.	Begin date will initially be the application date and after initial month it will be the first of the month
w.	End date- last day of the month
x.	Other adult- work hours will be the total of participation hours for the month
y.	Other adult work participation status- put in status
z.	Employment status
aa.	Comments- verified by MAXIS
7.	Work Week Status- only enter once a month, not weekly
a.	Week ending should be the last day of the month
b.	Insert hours in the correct category for the entire month
8.	Enter Activities and complete the EDP
9.	Copy and Paste the case note from MAXIS into OneTribe. Follow up monthly with a case note.
[bookmark: _Toc118731823]Standards for Verifications of Eligibility
The following verifications of eligibility must be met and documented for Aanjibimaadizing service eligibility. This list is not exhaustive but provided as guidance:
•	Personal identification/citizenship: Birth certificates, driver’s license, government issued picture identification, passport
•	Tribal enrollment or affiliation: Tribal identification card or determination papers
•	Custody when not with biological parents: Court Order with Judge’s signature defining child’s physical custody arrangement or a Notarized DOPA
•	Social Security Number: Social Security card or an application receipt for a Social Security card
•	Pregnancy: When a mother with no other eligible children applies for pregnancy-based cash assistance benefits, we must have proof of pregnancy from a physician. The same is required for the Prenatal Supplement assistance.
•	Income: Last six (6) months’ pay stubs, tax returns, bank statements, self-employment records, anticipated earnings statement from employer, award letter for educational funding or a release of information to obtain this information.
•	When last worked: Verification of work statement from previous employment or documented call to employer
•	Other Income: Child Support Income, Tribal Bonus/Per Capita income records
•	Child Support cooperation: Participants must complete absent parent forms with child support or provide a written statement as to why they have good cause not to
•	Household: Notarized statement from landlord, notarized statement from someone who knows the client's living situation, lease agreement, a PO Box is acceptable when you have a physical address, Shelter form, mortgage papers, utility bill, tax statements, or the like
•	Vehicles: Title registration, sales contract with application for title
•	Land or Buildings: Deeds, tax statements, or purchase contracts
•	Disability: Written determination of an appropriate credentialed professional, Social Security or Veteran Administration documentation
•	Corrections Test: Signed acknowledgement of participants that they have no probation obligations or warrants. Copy of probation agreement. Department of Corrections documentation. Court records. A case note indicating that the participant has discussed their status with respect to these matters with Aanjibimaadizing Case Manager and is compliant with policy.
If needed, the following information may be obtained on a delayed basis if you are not questioning the reliability of the participant:
•	Assets: Statements from a person holding money for a client, insurance policies, stocks, bonds, notes, trusts, etc.
•	Proof of School Participation: Verification of school enrollment, enrollment records, report cards, transcripts, phone call to school, immunization records. All school age children must be in school. During school breaks, the intent must be the child will be returning to school.
The following information may be requested when the applicant seems doubtful:
•	Marriage/Divorce: Marriage license, divorce decree
•	Citizenship/Eligible Alien Status: Use I-9 federal Employment Eligibility Verification documents protocol
TANF Eligibility Tests
Eligibility for Aanjibimaadizing services is based on eight (8) tests:
#1 Residency/Service Area Test
Aanjibimaadizing serves those participants whose residence is located within:
•	Reservation Service Area: One of the Minnesota townships of Aitkin, Benton, Crow Wing, Mille Lacs, Morrison, Pine counties. This may be verified at: https://www.naco.org/Counties/Pages/CitySearch.aspx or
•	Urban Service Area: Within the area of the urban Minnesota counties of Hennepin, Anoka, and Ramsey. This may be verified using Google Maps.
To be eligible, the applicant must:
•	Be physically present within this service area; and
•	Be living in the Aanjibimaadizing Program service area voluntary (not here solely for vacation purposes); and
•	Have no intention of leaving the service area in the near future to take up residence elsewhere.
Children are considered residents of the service area if their legal physical custodial parent/caretaker relative is a resident.
The resident must be verified by providing proof of residency.
Applicants who have recently arrived in Aanjibimaadizing service area and who indicate they have received assistance from another TANF or employment program shall be eligible for the Aanjibimaadizing programs when they satisfy all of the application and eligibility requirements.
Verification may be a document phone call to other programs.
#2 Service Population Test
An eligible household must include (in order of service priority) at least one enrolled adult:
•	Member of the Mille Lacs Band of Ojibwe; or
•	A first generation descendent of the Mille Lacs Band of Ojibwe and residing within the Reservation Service Area defined above except for the Urban area (see below); or
•	Member of the Minnesota Chippewa Tribe and residing within the Urban Service Area; or
•	Services priorities are imposed in the order listed above when funding amounts or sources force limits on service delivery.
(This test applies only to Federal Funded jobs training, work experience and support services. It does not apply to TANF or Band funded services.)
#3 Selective Service Registration Test
Men, born after December 31, 1959, who aren’t registered with Selective Service, do not qualify for Federal training grant programs. Aanjibimaadizing staff must validate and document the selective service registration in the client’s case file. The information is available at: https://www.sss.gov/RegVer/wfVerification.aspx 
Men born from March 29, 1957 to December 31, 1959 were never required to register because the registration program was not in operation at the time they turned 18. The requirement to register was reinstated in 1980 and applies to all men born on or after January 1, 1960.
Any exceptions to this rule must be made in accordance with federal law and may be authorized only by the Executive Director.
#4 Family Household Configuration Test
For this test, a distinction must be made between an adult's parents of minor children (custodial or non-custodial) and applicants who are not parents.
1.	The Non-Custodial-Parent Household unit: Household units composed of adult single or married couples with non-custodial minor children are eligible for TANF funded support services, work experience programs and training/development programs only.
2.	The custodial Parent Household or Case Grant Assistance Unit: An eligible household (the TANF defined “assistance unit”) for TANF Cash Grant Assistance, and all other Aanjibimaadizing services, must include:
o	At least one adult with any number of minor children of whom the eligible member has legal physical custody; or
o	A minor (under age 18 years) head of household with a child; or
o	A woman with a verified pregnancy, a pregnant woman must be counted as a family of two. In order to ensure proper prenatal check-ups and monitor the on-going basis for additional benefits, the pregnancy must be verified in writing by a physician, each month.
o	A step-parent may be included as a second parent as long as they live in the home 100% of the time and have a child in common or are legally married.
Unless the following exceptions are met, the physical presence of the minor child is required in the home of a caretaker of the assistance unit.
•	Children of the eligible member that are full-time students, up through the age of 19, and who live in the home over 50% of the time.
•	Except for minor caregivers who are members of a separate assistance unit, if and when the following individuals live together, they must be included in the assistance unit;
•	Minor child
•	A minor child’s siblings, half-siblings and step-siblings, and
•	A minor child’s natural parent(s), adoptive parent(s) and step-parent.
A minor child’s TANF-eligible relative (For example: grandparent or other relative), who is the primary caregiver, may elect to be included in the assistance unit if:
•	The relative caregiver has court documents showing they have custody of the child/children, and
•	The relative caregiver’s spouse agrees to also be in the assistance unit.
•	If the minor child’s relative primary caregiver chooses not to be in the assistance unit thereby creating a child-only case, case is ineligible and must be referred to an appropriate agency for another caregiver placement.
The following adults must be excluded from a cash grant assistance unit:
•	Adults receiving SSI or Minnesota Supplemental Aid (MSA).
•	Adults living at home with an active warrant.
•	Adults disqualified from food stamps (SNAP) or TANF (MFIP) until the disqualification ends.
•	Children on whose behalf foster care payments under Title IV-E of the Social Security Act are made, with limited exceptions.
Temporary Absences: People may remain in an assistance unit while actually being physically absent only if all the following conditions are met:
•	They must live with the unit immediately before the absence; and
•	They must intend to return home, and the unit must maintain the home for them.
•	If the absent person is a child, the caregiver must be the person who will be responsible for the child’s support and care when the child returns to the home.
When an absence ends on or before the 10th day of a month, eligibility also exists in the following month. In addition, temporarily absent people must meet one of these conditions which may include but not limited to:
•	The absence of a participant child in non-IV-E foster care placement is not expected to last more than six (6) months past the month of departure.
•	The absence of a caregiver or minor child due to illness or hospitalization is expected to last no more than six (6) months past the month of departure.
If the absent person is an applicant rather than a participant, one of the following conditions must apply:
•	The minor child and caregiver lived together immediately before the absence, the caregiver is responsible for the care and support of the child and the assistance unit reports the absence at the time of application or at the time the separation occurs.
•	The newborn child and mother are hospitalized at the time of birth.
•	The absence of a runaway participant child is allowed for no more than two (2) months after the month of departure and only if no other person has made an application for the child.
•	The absence of an incarcerated participant child can be allowed for no more than two (2) months past the month of departure.
•	A participant caregiver is out of the home due to death or illness of a relative, incarceration, training, or employment search, expected to last no more than two (2) months past the month of departure, and suitable arrangements have been made for the care of a minor child.
•	A participant caregiver and the participant child are absent together from Minnesota due to illness or death of a relative, training, or job search. The absence is not expected to last more than one (1) month past the month of departure.
•	The absence of the applicant child or participant child who attends school away from home is due to educational needs that the local school district cannot meet. The local school district must approve the arrangement.
•	The absence of a participant child on vacation (not with the caregiver or the non-custodial parent) is expected to last no more than two (2) months past the month of departure.
•	A participant minor child is out of the home for a visit or vacation with the non-custodial parent, the minor child’s home with the caregiver, and absence is expected to last no more than two (2) months beyond the month of departure.
#5 Income/Financial Balance Test
An applicant whose income is below 200% of the current Federal Poverty Guidelines is eligible for Aanjibimaadizing services.
An applicant whose income is above 200% but below 300% of the current Federal Poverty Guidelines is eligible for only the following Aanjibimaadizing services:
•	Training and development programing
•	Referrals
All financial eligibility determinations, regardless of which Aanjibimaadizing services are sought, will be based on TANF income determination rules. In addition, net worth determination rules apply in Cash Grant Assistance and State SNAP.
#6 Corrections Probation/Supervised Release Test
Probationers and Supervised Release (Parolees) are eligible only if they are:
•	Compliant with all of their conditions of probation or release as determined by their corrections agent of record, or that agent’s supervisor. The case record should include a copy of the probation agreement and the Aanjibimaadizing case plan should support its intent.
•	No applicant is eligible for service if they:
o	Have an active warrant for their arrest; or
o	Are fleeing to avoid prosecution, custody, or confinement after conviction of a crime, or an attempt to commit a crime; or
o	Were convicted of a felony level drug offense for the possession, use or distribution of a controlled substance during the ten years prior to the application or recertification unless;
They have cooperated in completing a Minnesota Rule 25 assessment and are taking part in or have completed the chemical dependency treatment rehabilitation plan recommended by the assessor.
An applicant must comply with Aanjibimaadizing reasonable suspicion drug testing and they must test negative. Sanctions may be imposed for failing this drug test.
#7 Citizenship/Qualified Alien Test
To be eligible for Aanjibimaadizing services, each applicant and/or child(ren) for whom the application is submitted must be:
•	A citizen or national or the United States; or
•	A qualified alien; or
•	U.S. military veterans or active-duty military regardless of their date of entry into the U.S. In addition, an applicant must prove citizenship through required documents.
Any person who is required to prove citizenship but refuses to comply must be found ineligible to receive assistance, and that person must be removed from the assistance unit.
•	The assets and income of a parent who is not eligible to receive assistance will be treated as available to the assistance unit.
•	If a mandatory filing unit member refuses or fails to comply, but other members of the mandatory filing unit comply, assistance may be provided to the complying members, as long as there is an eligible member in the household.
Qualified Aliens: a qualified alien for Aanjibimaadizing purposes is a person who is:
•	An alien who is lawfully admitted for permanent residence; or
•	An alien who is granted asylum; or
•	A refugee; or
•	An alien granted parole for at least one (1) year by the Immigration and Naturalization Service (INS); or
•	An alien who has had deportation withheld under section 243(h) of the Immigration and Nationality Act (INA);
•	An alien granted conditional entry under immigration law in effect before April 1, 1980; or
•	A battered spouse or child of a U.S. citizen or permanent legal resident.
Qualified aliens who entered the U.S. before August 22, 1996: These persons may receive Aanjibimaadizing services right away if they are otherwise eligible.
Qualified aliens who entered the U.S. after August 22, 1996: Most qualified aliens who entered the
U.S. on or after August 22, 1996 are not eligible for Aanjibimaadizing services for five (5) years after their date of entry. Exceptions to this are listed below.
•	The five-year bar on qualified aliens does not apply to American Indians born in Canada. An American Indian born in Canada may freely enter and reside in the U.S. and is considered to be lawfully admitted for permanent residence if he or she is at least one-half American Indian blood. As such, he or she is a qualified alien. This provision does not include the spouse or child of such an American Indian, nor a non-citizen whose membership is an Indian Tribe or family is created by adoption, unless that person is also at least one-half American Indian Blood.
•	Refugees under Section 207 of the Immigration and Naturalization Act (INA), who have not been in the U.S. for more than five years; or
•	Asylees under Section 208 of the INA, who have not been in the U.S. for more than five (5) years; or
•	Aliens whose deportation has been withheld under section 243(h) of the INA for the first five (5) years from the grant of withholding of deportation; or
Ineligible Aliens: Any alien who is not a “qualified alien” is not eligible for Aanjibimaadizing services. Non-qualified aliens who are permanently residing in the U.S. under color of law, non- immigrants, and illegal aliens.
•	Permanently residing under color of law: Aliens in this category are legal permanent residents of the U.S. even though they did not go through the process of applying for and being admitted for permanent residence. This group includes non-qualified aliens residing in the U.S. with the knowledge and permission of the INS whose departure the INS does not contemplate enforcing.
•	Non-immigrants: Some aliens may be lawfully admitted but only for a temporary or specified time. (visitors, tourists, students, diplomats, crewmen on shore leave, temporary managers, members of a foreign press, etc.) These aliens are not eligible for Aanjibimaadizing services because of the temporary nature of their admission status.
•	Illegal alien: An illegal alien is any alien who either was never legally admitted to the U.S. or was admitted for a limited period of time and did not leave the U.S. when that time expired.
•	Proof of qualified alien status: To be eligible for Aanjibimaadizing services, an alien must provide proof of his or her qualified alien status.
#8 Labor Dispute Test
An applicant/participant who is on strike must have been a participant on the day before the strike or have been eligible for services on the day before the strike. The Aanjibimaadizing shall count the striker’s pre-strike earnings as current earnings.
When a member of a family unit, who is not in the bargaining unit that voided for the strike, does not cross the picket line for fear of personal injury or retaliation, the applicant/participant is not a striker but must meet the same eligibility terms as a striker.
No significant change in the applicant/participant’s eligibility can be invoked as a result of a labor dispute.
TANF Income Disregards and Exclusions
Initial Income Test
To determine eligibility for services, Aanjibimaadizing evaluates income:
•	Received by members of a household or cash assistance unit.
•	Received by other persons whose income is considered available to the household or cash assistance unit.
All payments, unless specifically excluded or disregarded, must be counted as income when determining eligibility.
The program determines initial eligibility by considering all earned and unearned income that is not excluded or disregarded. To be eligible, the household or cash assistance unit’s countable income minus the exclusions and disregards must be below the standards of income for support or service. For cash assistance eligibility, they must be below the transitional standard of assistance defined in the State of Minnesota MFIP.
For cash assistance, once the initial eligibility is established, the assistance unit’s benefit payment calculation is based on the monthly income test.
Ownership of Property
The program uses the equity value of legally available real and personal property to determine whether a participant is eligible for Cash Grant Assistance and State programs.
•	When real or personal property is jointly owned by two or more persons, the program shall assume that either person owns an equal share, except that either person owns the entire sum of joint personal checking or savings account.
•	If the participant documents reflect greater or lesser ownership, the program must use that greater or lesser share to determine the equity value held by the participant.
•	Other types of ownership must be evaluated according to applicable law.
•	Real or personal property owned by the participant must be presumed legally available to the participant. When real or personal property is not legally available, its equity value must not be applied against the program property limits.
•	Participants must disclose to the Intake Specialist or their Case Manager all transfers of property valued in excess of the program limits.
•	Participants must disclose whether or when they have transferred real or personal property valued in excess of the property limits and for which reasonable compensation was not received within one year prior to application.
•	When transfer of real or personal property without reasonable compensation has occurred:
1)	The person who transferred the property must provide the property’s description.
2)	information must be provided to determine the property using the property’s
description.
3)	information must be provided to determine the property’s equity value using the names of the persons who received the property and also the circumstances and reasons for the transfer.
•	When the transferred property can be reasonably reacquired, or when reasonable compensation can be secured, the property is presumed legally available to the participant.
•	A participant may build the equity of real and personal property to the program property limits.
Property Limitations
To be eligible for TANF/Cash Grant Assistance, the equity value of all non-excluded real and personal property of the assistance unit must not exceed:
Property Ownership Provision
The Aanjibimaadizing must apply paragraphs (A) to the real personal property. The program must use the equity value of legally available real and personal property except property excluded in the limitations listed below to determine whether a participant is eligible for assistance.
A.	When real or personal property is jointly owned by two or more persons, the program shall assume that either person owns an equal share, except that either person owns the entire sum of joint personal checking or savings account. When a participant documents greater or less ownership, Aanjibimaadizing must use that greater or lesser share to determine the value held by the participant. Other types of ownership must be evaluated according to applicable law.
B.	Real or personal property owned by the participant must be presumed legally available to the participant unless the participant documents that the property is not legally available to the participant. When real or personal property is not legally available, its equity value must not be applied against the limits listed below.
C.	A participant must disclose whether the participant has transferred real or personal property valued in excess of the property limits in Subsections 2 and 3 for which reasonable compensation was not received within one year prior to application. A participant must disclose all transfers of property valued in excess of these limits, according to the program's reporting requirements as outlined in the Aanjibimaadizing policies. When a transfer of real or personal property without reasonable compensation has occurred.
Real Property Limitations
Ownership of real property by a participant is subject to the limitations in the Band’s TANF policies
established for the purposes of this program and any subsequent amendments to these policies.
Other Property Limitations
To be eligible for TANF assistance, the equity value of all no excluded real and personal property of the assistance unit must not exceed $2,000 for applicants and $10,000 for on-going participants.
Property Limitations
To be eligible for TANF Cash Grant Assistance, the equity value of all non-excluded real or personal property of the assistance unit must not exceed:
•	$2,000 for applicants.
•	$10,000 for on-going participants.
The value of items 1 to 18 must be excluded when determining the equity value of real and personal property.
1.	First licensed vehicle is exempt and 2nd licensed vehicle up to a total loan value of less than or equal to $20,000;
 2.	Value of life insurance policies for members of an assistance unit,
3.	One burial plot per member of the assistance unit;
4.	The value of personal property needed to produce earned income;
5.	The value of personal property not otherwise specified which is commonly used by household members for day to day living;
6.	The value of real or personal property owned by a receipt of SSI or MSA;
7.	The value of corrective payments, but only for the month they are received and for the following month;
8.	A mobile home used as the usual residence by a participant;
9.	Funds held in a separate escrow account that are needed to pay real estate taxes or insurance;
10.	Funds held in an escrow account for taxes, insurance and/or rental property costs that are paid at least annually, but less often than monthly;
11.	Monthly assistance and emergency assistance payments for the current months’ need;
12.	School loans, grants and/or scholarships for the period they are intended to cover;
13.	Payments to repair personal or real property not to exceed a period of three (3) months;
14.	Income received in a budget month through the end of the budget month;
15.	Savings of a minor child or minor parent that are designated specifically for education or employment costs or per capita funds held in trust by the Band;
16.	Earned income tax credit or Minnesota working family credit;
17.	Payments excluded under federal law as long as those payments are held in a separate account from any non-excluded funds;
18.	Funds received by a recipient from AmeriCorps for a career program as a post-service benefit under the federal AmeriCorps Act including money received in the Band’s Habitat for Humanity project funded by AmeriCorps.
[bookmark: _Toc128689176]Services and Case Plans
Once a complete application has been received, appropriate staff will collect and validate the necessary information to determine the applicant’s eligibility for the program. Following the eligibility determination, Aanjibimaadizing will use a process of face-to-face interview and validated assessment instruments to determine the Participant’s barriers to employment and self-sufficiency. The goal at this point of the process is to understand the participant’s strengths, barriers and motivations.
Once assessed, the participant and a Case Manager jointly develop a Monthly Service Plan with long-term education and/or employment objectives. Long-term objectives may include, but are not limited to:
•	Education Goals
•	Participate in Youth Activity Program
•	Establish/maintain Sobriety
•	Establish Mental/Physical Health
•	Establish Family Stability
•	Locate Child Care
•	Locate Stable Housing
•	Achieve Functional Reading Level
•	Achieve Functional Math Level
•	Achieve Computer Literacy
•	Achieve Financial Literacy
•	Earn Driver’s License
•	Earn HS Diploma/GED
•	Earn Vocational/Technical Certification
•	Earn Associate's Degree
•	Earn Bachelor’s Degree
•	Earn Graduate Degree
•	Employment Goals
•	Identify Jobs Type Match
•	Create Individual Career Plan
•	Create Resume
•	Establish Reliable Transportation
•	Establish Reliable Communication/ Interview Training/Preparation
•	Job search Training/Implementation
•	Successful Work-Experience Placement
•	Obtain/Retain Unsubsidized Part-Time Work
•	Obtain/Retain Unsubsidized Full-Time Work
An EDP must also be completed. The Monthly Service Plan and EDP should mirror each other, with the Monthly Service Plan being much more detailed.
Once a long-term Service Plan is created, the Case Manager and the participant create written agreements, signed by both the participant and Case Manager, outlining shorter-term objectives with defined weekly and monthly work activities and timelines to work toward achieving the longer-term Service Plan objectives. The Plan may also include consequences, for example sanctions for failing to abide by the agreed short-term plan. For participants receiving TANF Cash Grant Assistance, these plans are linked to the assistance units work participation requirements and specific work activities. Work activities must be agreed upon by the client and Case Manager.
The work activities and how to report them should be documented in the service plan for the client. It is the client’s responsibility to report hours on, or before, the 8th day of the next month.
A participant is terminated from the program whenever they cease to access the program for four months or longer, resulting in:
•	A recorded positive outcome if they have achieved a long-term objective and judge themselves self-sufficient enough to no longer need the program.
•	A recorded negative outcome if they abandon the program without achieving any long-term objectives and have made no significant progress.
•	Transition Year Cash Assistance participants are not terminated until three (3) months after the end of the transition year.
The participant’s achievement or failure is recorded and reported in periodic Aanjibimaadizing Statistical reports reviewed by, at a minimum, the Executive Director, the Commissioner of Administration and annually in the Aanjibimaadizing Federal 477 Report.
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•	Cash Assistance/TANF: The Case Manager will issue cash grant assistance through the State of Minnesota EBT system. The level of cash assistance issued by the Aanjibimaadizing office will match the level of assistance calculated on the State MAXIS system.
•	SNAP Food Support Issuance: The Case Manager will issue SNAP payments through the State of Minnesota EBT system.
The level of SNAP issued by the Aanjibimaadizing office will match the level calculated on the State system.
•	Child Care Assistance: Case Managers may approve issuance of child care support to cash assistance participants who have children up to the age of twelve (12) through the Aanjibimaadizing Child Care assistance program. The Case Manager may refer participants to the county office to access the State of Minnesota child care assistance program if the participant prefers. Aanjibimaadizing rates and co- payments are based on the Aanjibimaadizing child care assistance policy.
•	Prenatal Supplemental Assistance: A pregnant mother who is a Cash Assistance recipient is eligible to receive an additional $100/month with confirmation by a physician and evidence of prenatal care.
•	Medical assistance: Aanjibimaadizing staff will make a referral to the appropriate office to get assistance from a MNSure Navigator.
•	Emergency assistance: Emergency assistance is a one-time per calendar year payment for participants receiving cash grant assistance and experiencing a financial hardship, typically an eviction or utility shutoff. 
The total payment may not exceed a three thousand ($3,000) dollar maximum. Aanjibimaadizing TANF Emergency Assistance is the payer of last resort. All other programs and funding sources must be exhausted first. A denial from two other funders must be submitted with the request for services. Any financial resources not needed for the participant’s basic needs budget will be considered available to meet the emergency. 
Cash grant benefits shall be vendor payments from the housing and utilities for the immediate six (6) months following an Emergency Assistance claim to avoid eviction, foreclosure or utility shutoff. Clients must submit a eviction, foreclosure, or shut-off notice. 
All emergency assistance recipients MUST attend financial literacy training within three (3) months of receiving this service. This will be made a part of their case plan and is sanctionable.
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Budgeting is the process of assigning a participant’s income to a specific month and determining eligibility and benefit level from that income. Determining the benefit level is a separate process from determining eligibility.
For Assistance Services Budgeting
•	Prospective budgeting is determining the participant’s income eligibility and benefit level using estimated income and deductions for the payment month. The Aanjibimaadizing program used prospective budgeting to determine the first two (2) months of assistance eligibility and benefit levels in most cases.
•	Retrospective budgeting uses reported income from the two (2) months before the payment month to determine a participant’s benefit for the payment month. The Aanjibimaadizing program uses prospective budgeting to determine assistance eligibility and benefit levels after the first two (2) months of assistance.
Proration of the benefits can begin from the date the application for assistance is documented as having been received by Aanjibimaadizing.
Prospective Budgeting
Prospective budgeting is estimating the amount of monthly income a participant will have in the payment month. In prospective budgeting, the budget month and the payment month are the same.
In the first month, for some units, budgeting income to determine the benefit amount is separate from budgeting income to determine eligibility. To be eligible, participants must pass the initial income eligibility test and be within net income limits. This is done when a case has been closed in excess of 30 days.
The Aanjibimaadizing program uses prospective budgeting to figure the benefit amount for the first two months of eligibility for each person who was not an eligible TANF assistance participant the month before the application month. This applies even when adding a person to a retrospectively budgeting TANF assistance unit. If a person was a TANF assistance participant the month before the application month, Aanjibimaadizing will continue the budget cycle the person was in.
Retrospective Budgeting
Retrospective budgeting is determining the benefit amount actual income received two (2) months before the payment month. For example, Aanjibimaadizing will base March benefit on income and expenses in January.
An assistance unit will transfer to retrospective budgeting after the first two (2) months of eligibility for benefits.
When an assistance unit applies for TANF assistance in the same month TANF assistance was terminated, and the month prior to application was retrospectively budget, Aanjibimaadizing will continue the retrospective budgeting cycle for the month of application and the following month.
For each person who was a TANF assistance participant the month before the application month, Aanjibimaadizing will continue the budgeting cycle the person was in.
Suspension of Benefits
When a case is retrospectively budgeted, a household can have excess income in a budget month without closing their file as long as it does not occur in two (2) consecutive months. This is called suspending benefits and can occur in a month of three (3) to five (5) paychecks or an unexpected and non-continuing increase in hours.
When a case has excess income for one (1) month, the household is suspended from the cash assistance portion of the grant but may be considered for other Aanjibimaadizing services, if eligible. If the ineligibility continues into a second month due to excess income, the case will be converted to a transition year case.
Significant Change Option
It may be possible to supplement a unit’s grant if the unit reports a significant change in income. A significant change is when the unit’s gross earned income and/or unearned income for the payment month declines be the States program defined percentage, currently forty-three percent (43%) or more from the gross earned and/or unearned income budgeted in the budget month.
Significant changes will be processed per Aanjibimaadizing policy and shall not exceed the State Program’s defined percentage.
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No adult may receive TANF funded assistance for more than sixty (60) months, whether consecutive or cumulative and regardless of how many programs they accessed from Aanjibimaadizing, in compliance with Title IV-A and tribal TANF regulations, will count all prior months of assistance received by the participant and funded by TANF funds received by any tribe or state, except for any month that was except or disregarded by statue, regulation, or under any experiment, pilot, or demonstration project approved under the Act.
•	A family new to the Mille Lacs Band/Urban TANF program will carry with them the prior countable months from any other program that is funded by the Temporary Assistance for Needy Families (TANF) block grant. Other TANF agency exceptions do not carry over to Aanjibimaadizing.
•	A month in which a family is issued an assistance payment of any amount is considered to be a month of countable assistance.
•	Each adult in the assistance unit is considered to have received cash assistance in the month that a family receives payment. Each adult’s months on cash assistance is tallied individually. Once an adult reaches sixty (60) months, the household will be ineligible for TANF Cash Assistance Grant, the case will be closed and a SNAP determination will be made and sent to the county the unit resides in.
•	Prorated months: A month, in which any cash amount is received, regardless of the number of days the payment covers, is a countable month.
•	Minor children: A month in which an individual receives cash assistance as a minor parent is not counted, unless the minor child is non-compliant with program guidelines.
•	Suspended TANF case: It does not count as a month of assistance during a month in which the case is suspended and no cash assistance is paid.
•	Ineligible overpaid case: A month does not count in which a family received a TANF assistance payment but the family was later determined to be ineligible and is under direction to repay to the entire benefit.
•	45CFR 286.115 also requires that any month in which an individual is residing on Reservation land and where at least 50% of adults on the Reservation are not employed shall not be counted. Exclusion of months for this cause requires a written direction of the Executive Director.
Time exemptions will be granted on a case-by-case basis after examining the family’s circumstances.
•	Families will not be guaranteed an exemption simply because they claim one of the exemption reasons listed below.
•	Exemption determinations will include a review of the programs capacity to exempt the family without exceeding the 20% of total cases limit.
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Work Participation Hours
Aanjibimaadizing participation hours are based on the ‘hard 8th’ rule. This mirrors workplace expectations where the total hours for the week are documented and reported on or before the 8th of every month.
Self-sufficiency and employment are the primary focuses of the Aanjibimaadizing programs. However, not all TANF Cash Grant Assistance participants are ready or able to engage in meeting the challenges of day-to-day work immediately. Some clients will need to participate in other personal development activities in order to empower themselves to achieve a self-sufficient lifestyle.
All Aanjibimaadizing Cash Assistance participants must meet participation expectations and requirements as outlined below:
•	Single parent families with or without childcare resources: Single parents must participate for a minimum of twenty (20) hours per week in approved participation activity as defined in that section of this manual.
•	Single parent families with a disabled child and with childcare resources: Single parents in this category must participate for a minimum of twenty (20) hours per week in approved participation activity as defined in that section of this manual. Participation includes documented care giving of the disabled child or children.
•	Single parent families with a disabled child and with no childcare resources: Single parents in this category are exempt from participation activities requirements. However, case plans for these individuals should still include documented care giving of the disabled child or children.
Two-parent family participation requirements allow those families to allocate their required hours between the parent couple as they see fit. Participation compliance is based on the combined total. Both parents succeed or fail based on the combined total hours for the couple meeting or failing to meet the weekly requirements
•	Two-parent families with one disabled parent and with or without childcare resources: Families in this category will be treated similar to a single parent and must participate for a minimum of twenty (20) hours per week in approved participation activity as defined in that section of this manual. At the family’s option, the hours spent in participation activities by both parents may be combined to total twenty (20) hours per week.
•	Two-parent families with a disabled parent and a disabled child and with childcare: Families in this category will be treated similar to a two parent household and would be required to work 40 hours per week.
Option to Average Weekly Household Participation over a Month
These are instances in which an individual may not be able to participate in approved activities for the required amount of time in a given week. For this purpose, the parents (single or two parent families) will be able to add their total hours during a calendar month to determine an average for hours per week of participation. Calculations will be made monthly of the average hours per weeks drawn from the data for those weeks with a Friday in the month, even if some days of that week fall in the previous month.
Work Participation Coding
Select appropriate status for the reporting month:
Disregarded, Single Parent=TANF Code 01= Disregard for Child Under 1 Year (Our plan allows for only one parent disregard for one or two parent households).
Disregarded Sanctioned=FTANF Code 02=Required to work, but not; AND sanctioned for reporting month; AND not sanctioned more than 3 months in the preceding 12 months. (Family cannot be disregarded for more than 3 months within the preceding 12 months).
Disregarding, research evaluation=FTANF Code 03= DO NOT USE.
Exempt, negotiated=FTANF Code 05= Exempt for reasons specified in negotiated Tribal TANF Plan. For Aanjibimaadizing this includes:
•	Caregiver is over age 55
•	Caregiver is experiencing a personal or family crisis that makes them incapable of participating in the program. Must be re-evaluated every 30 days.
Exempt single parent=FTANF Code 06= Single parent child under 6 and no childcare available.
Exempt disabled=FTANF Code 07= Caregiver is suffering from a professionally-certified permanent or temporary illness or disability which is expected to continue for more than 30 days.
Exempt disabled child=FTANF Code 08= caring for a severely disabled child.
Exempt violence waiver=FTANF Code 09= Used only in extreme cases of domestic violence where no Alternative Domestic Violence Plan can be implemented safely.
Exempt, other= FTANF Code 11= DO NOT USE without Executive Director’s approval.
Required, Sanction over 3 months=FTANF Code 12= Required to participate but isn’t; AND sanctioned for the reporting month; AND sanctioned for more than 3 months within the preceding 12 months.
Required, sanctioned under 3 months=FTANF Code 13= DO NOT USE THIS CODE; USE FTANF Code 2 above.
Required, not sanctioned=FTANF Code 14= Required to participate but isn’t; AND not sanctioned for reporting month (used to record no compliance in current month and when intent is to sanction in later month).
Deemed engaged, Satisfactory school=FTANF Code 15= Deemed engaged in work; AND single teen head of household or married teen; AND maintains satisfactory school attendance.
Deemed engaged, 20 hours a week or more working=FTANF Code 16= Deemed engaged in work; AND single teen head of household or married teen; AND participates in education directly related to employment for an average of at least 20 hours per week during the reporting month. 
Deemed engaged, child under 6=FTANF Code 17= Deemed engaged in work; AND parent who is the only parent in the family with a child under age 6; AND is engaged in work activities for at least 20 hours.
Required, not meeting minimum= FTANF code 18= Required to participate; AND participating but meeting minimum requirements (used to record partial compliance in current month and when intent is to sanction in later month).
Required, meeting minimum=FTANF Code 19= Required to participate; AND meeting minimum requirements.
Not applicable=FTANF Code 99= DO NOT USE.
Cash Assistance Work Participation Activities
Work Activity means any activity that is tied to the participant’s approved Service Plan. For the purposes of Aanjibimaadizing programs, this includes, but is not limited to:
•	Unsubsidized employment;
•	Subsidized private sector or public sector employment;
•	Work experience including community service work experience associated with serving the needs of Mille Lacs Band Elders, Mille Lacs Band government and Mille Lacs Band business entities if sufficient unsubsidized employment is not available;
•	On-the-job training;
•	Job search and job readiness either supervised or unsupervised; travel time, within the following limits (as defined at 45 CFR 286.105 (b) and (c)):
a.	Twelve (12) weeks if the unemployment rate in the service area is at least 50% greater than the United States total unemployment rate for that fiscal year.
b.	Otherwise, six (6) weeks per fiscal year.
•	Job retention services;
•	Job specific training or education;
•	Job skills training directly related to employment;
•	Pre-employment activities, based on availability and resources, such as volunteer work, literacy programs and related activities, citizenship and language classes, participation in a dislocated worker services, strength-based resilience training, parenting education or other programs designed to help families reach their employment goals and enhance their ability to care for their children;
•	Community service programs including participation in the AmeriCorps programs;
•	Vocational educational training or educational programs, including driver’s training, that can reasonably be expected to lead to employment;
•	Apprenticeships and internship;
•	Satisfactory attendance at a secondary school if the participant has not received a high school diploma;
•	Satisfactory attendance and participation in a general development diploma program (GED) or an adult diploma program;
•	Adult basic education classes (ABE) that address achieving functional reading, math and computer skills;
•	Bilingual employment and training services;
•	Providing unpaid or paid child care services to a current client who is participating in a work activity under the Mille Lacs Band’s Aanjibimaadizing program;
•	Activities included in a safety plan as developed under a Domestic Violence Time Exemption;
•	Providing assistance to elderly, disabled or assisted living individuals when referred and monitored by appropriate MLB or Public programs and agencies;
•	Activities related to a recipient’s/participant’s rights under treaties to “hunt, fish and gather” as defined by Mille Lacs Band Statutes and when by exercising those rights, the members of their assistance unit will benefit from the resources provided;
Participants may count up to 15 days (120 hours) per year in these activities as long as this activity is written into the case plan;
•	Participation in traditional ceremonies and/or cultural activities, up to fourteen (14) days (112 hours) per year;
•	Documented care giving of a family dependent (adult or child). Examples included but not limited to: assisting in school activities, providing medically required therapies, transportation to appointments related to the disability;
•	For the first twelve (12) months after birth, documentation of time spent in best practices infant care. Examples include but are not limited to: attending infant care or parenting classes, well-baby check-ups, enrollment time for WIC or other nutrition programs, immunization appointments;
•	Participation in behavioral health, chemical dependency, corrections cognitive-behavioral change programming or other similar programming that address individual or family emotional/behavioral barriers to employment;
•	Participation in medical prescribed physical therapies that improve or alleviate health barriers such as but not limited to: diabetes, obesity, mobility, blood circulation issues, or respiratory problems;
•	Activities related to accessing other assistance or support programs, such as Social Security or crisis intervention services.
Work Activities Data Reporting
Work activities listed in the approved Aanjibimaadizing Plan are linked below to the appropriate OneTribe and FTANF reporting categories.
Unsubsidized Employment
•	Regular unsubsidized part-time or full-time employment with any employer
Subsidized Private-Sector Employment
•	A Partial Wage Subsidy Work Experience contract is in place to subsidize, for a limited time, private-sector employer paid wages
Work Experience
•	Soft skills on-the-job employment and training programing
•	WEX for non-Band related employers
On-The-Job Training
•	Apprenticeships and internships
Job Search and Job Readiness Assistance
•	Job search and job readiness assistance either supervised or unsupervised; travel time, within the following limits (as defined at 45 CFR 286.105 [b] and [c]):
•	Twelve (12) weeks if the unemployment rate in the service area is at least 50% greater than the United States total unemployment rate for that fiscal year.
•	Otherwise six (6) weeks per fiscal year.
Community Service Programs
•	Work experience including community service work experience associated with serving the needs of Band Elders, Band government and Band business entities, Healthy Family, School/Community Parenting events, WEX, and Band related worksites
•	Community service programs including participation in AmeriCorps programs
Vocational Education Training
•	Vocational education training or educational programs, including driver’s training that can reasonably be expected to lead to employment
•	Adult basic education classes that address achieving functional reading, math and computer skills- if participant has a GED or high school diploma
•	Job retention training
Job Skills Training Directly Related to Employment
•	Job specific training or education
Education Directly Related to Employment for Individuals with no High School Diploma or Certificate of High School Equivalency
•	Adult basic education classes that address achieving functional reading, math and computer skills
Satisfactory School Attendance for Individuals with no High School Diploma or Certificate of High School Equivalency
•	Satisfactory attendance and participation in a general development diploma program or an adult diploma program (includes participants finishing a high school diploma)
Providing Child Care Services to an Individual who is participating in a Community Service Program
•	Providing unpaid or paid child care services to a client participating in a work activity under the Mille Lacs Band’s Aanjibimaadizing program
Other Work Activities *Tribes should report total average hours for activities not reported elsewhere
•	Providing assistance to elderly, disabled, or assisted living individuals when referred and monitored by appropriate Band or public programs and agencies;
•	Activities related to a recipient’s/participant’s rights under treaties to “hunt, fish and gather” as defined by Mille Lacs Band statutes and when by exercising those rights, the members of their assistance unit will benefit from the resources provided;
•	Participants may count up to 15 days (120 hours) per year in activities described in item #21 toward participation requirements as long as this activity is written into the Case Plan;
•	Participation in traditional ceremonies and/or cultural activities, up to twenty-one days (168 hours) per year;
•	Documented care giving of a family dependent (adult or child). Examples include but are not limited to: assisting in school activities, providing medically required therapies, transportation to appointments related to the disability;
•	For the first twelve (12) months after birth, documentation of time spent in best practices Infant care. Examples include but are limited too: attending infant care or parenting classes, well-baby check-ups, enrollment time for WIC, or other nutrition programs, immunization appointments;
•	Participation in behavioral health, chemical dependency, corrections, cognitive- behavioral change programming or other similar programming that address individual or family emotional/behavioral barriers to employment;
•	Participation in medically prescribed physical therapies that improve or alleviate health barriers such as, but not limited to: diabetes, obesity, mobility, blood circulation issues, or respiratory problems;
•	Activities related to accessing other assistance or support programs, such as Social Security or crisis intervention services;
•	Activities included in a safety plan as developed under the Alternative Services Plan section of this Manual;
•	Activities such as volunteer work, literacy programs and related activities, citizenship classes, participation in a dislocated worker services, strength-based resilience training, parenting education or other programs designed to help families reach employment goals and enhance their ability to care for their children.
[bookmark: _Toc117799805]Tracking hours
•	Client(s) must submit work participation hours by the 8th of each month. These hours may be tracked on the child care tracking calendar or on the WEX journal pages.
•	Hours should be scanned into OneTribe.
•	The hard copy should be placed under Household/Income/Assets --> Household Report Form
Standards for Counting Training Hours
High School: signed release to school giving the Case Manager permission to verify attendance on a monthly basis. Actual classroom hours will be counted.
GED: Hours count if recorded by online program or by staff if program is not online. If on Aanjibimaadizing site, then 2 hours travel and prep for each day client is present (required 2-hour minimum participation to receive the 2 hours T&P)
Training Programs (Cosmetology, Massage, Boiler’s training, etc): Timesheets used. Count actual hours, plus 2 hours travel for each day of class.
Post-Secondary Education: Full time or part time enrolled students (including vocational training): Timesheets used for monthly attendance. Count credit hours X3 for study/travel time to equal total countable activity hours for the week.
Online education/training: If the program uses credit hours, then activity hours will be counted as number of credits X2 hours for study time. If the program does not use credits, the client must be able to provide documentation for the instructor regarding monthly participation. If that is not an option, the client will arrange to work online at Aanjibimaadizing site so hours can be documented. Reasonable progress needs to be verified (Instructor feedback, grades, scores, completed assignments, etc.)
Tutoring: structured tutoring sessions at any educational level are counted as actual hours. Timesheets used.
Housing Search/Child Care Search/Referral to Other agency search: One (1) in-person visit= 4 countable hours. Verification form must be completed with specific contact and site information for verification of contact.
Job Search: One (1) submitted application= 4 countable hours. Copy of submitted application with resume must be provided.
Child Under One Activities: Doctor appointments, well-baby screenings, WIC appointments, one (1) hour for appointment plus two (2) hours travel and prep= 3 countable hours. Parenting classes/activates: actual hours and two (2) hours travel and prep. Proper verification required.
Application for SSI/RSDI: Participation will receive three (3) WP hours per week while in the application process. Verification of application along with ongoing correspondence must be provided.
Other: Activities and how to track hours must be documented by the Case Manager.
[bookmark: _Toc128689180]Cash Grant Assistance Participation Responsibilities and Requirements
Participant Orientation
Each new cash grant participant must complete a new cash grant assistance orientation before benefits will be approved. At the time of the application interview or recertification, the participant’s rights and responsibilities will be reviewed with them and they will initially demonstrate that they have read and understood the policies.
Participant Reporting Requirements
All participants must report changes, which affect their eligibility by the earliest of these dates:
1.	Immediately, for cash grant assistance applicants, while their application is pending;
2.	Within ten (10) days after the change occurs;
3.	At recertification;
4.	On the next 8th of the month (Hard 8 Rule);
The “HARD 8” Rule: On or before the 8th of every month (or the next business day if the 8th falls on a weekend or holiday), the participant must provide all the documentation to the Case Manager that is required to show compliance with their case plan. This includes:
•	A Household Report Form (HRF)- If participants have earned any income from any employer in the previous month, they must report it. This form will be sent to them and must be filled out and returned to their Case Manager.
•	Change Report Form (CRF)- Participants must inform their Case Manager of any significant changes in their household. These changes include when:
a)	There has been a change in address;
b)	A household member leaves or joins the household; or
c)	There is a change in employment or school attended.
•	Application/Recertification Form (ARF)- This form can be used to report current or future changes at the time of application or at the time of recertification of program eligibility.
•	Participation must also provide by the HARD 8 cut-off any other information that they agreed to provide to their Case Manager to document the hours they committed to achieve when they signed their case plan.
•	A participant has the option of reporting changes in any written format they choose as long as the information is reported timely.
When a Participant fails to provide documentation by the 8th: They will be sanctioned and possibly have their case closed.
•	A notice of sanction will be sent to the participant on the next business day after the HARD 8. To keep the case open, they must immediately respond to that notice.
•	The “Friday After the 18th” Rule
· If the participant does provide the required documentation after the 8th but before the Friday that falls after the 18th of the month, their case will be sanctioned only. Their benefit will therefore be reduced.
· If they do not provide the required documentation by the Friday that falls after the 18th of the month, their case will be closed before the last day of the month and the participant will need to comply without benefits for 30 consecutive days and then reapply.
· If they are sanctioned three times without three consecutive months of compliance, their case will be closed and they will need to comply without benefits for 30 days and then reapply.
Reporting Changes
Participants are required to report any changes that may affect their benefits within ten (10) days but no later than the next 8th of the month. A not all-inclusive list that shows examples of what changes need to be reported and how they can be reported includes, but not limited to:
1.	Initial employment;
2.	Initial receipt of unearned income (SSI, RSDI, Tribal Per Capita payments, etc);
3.	A recurring change in unearned income;
4.	A non-recurring change of more than $30 in unearned income;
5.	The receipt of a lump sum;
6.	An increase in assets which may cause the unit to exceed asset limits;
7.	A change in employment status;
8.	A change in household composition, including births, returns and departures from the home of unit members and financially responsible people, or a change in custody of a minor child;
9.	A change in health insurance coverage;
10.	A marriage or divorce of a unit member;
11.	Death of a unit member or other person whose income is counted;
12.	Change in address or living quarters of the unit;
13.	The sale, purchase or other transfer of property;
14.	A change in school attendance of a custodial parent or of an employed child;
15.	A change in the physical or mental status of a disabled member of a unit if the physical or mental status is the basis for exemption from employment services requirements;
16.	Filing a lawsuit, a Workman’s Compensation claim or monetary claim against a third party;
17.	Employment under a contract.
No-Sanction Circumstance for not reporting
The Aanjibimaadizing program will consider certain no-sanction explanations for not meeting monthly reporting requirements for a month. Case Managers may consider not imposing sanctions when any of the following factors cause a participant to fail to provide a completed Household
Report Form (HRF) before the “HARD 8” of the month in which the form is due:
1.	An employer delays completion of employment verification;
2.	The agency does not help the Participant complete the HRF, or assistance to document hours when asked;
3.	A participant does not receive an HRF due to a mistake on the part of Aanjibimaadizing or due to a timely reported change of address which does not allow enough time for the system to send documents to the correct address;
4.	A participant, with supporting professional documentation, is ill or physically or mentally disabled;
5.	Some other circumstance occurs that a participant could not avoid with reasonable care which prevents the participant from providing a completed HRF before the “HARD 8” of the month in which the form is due.
Sanctions
If a participant refuses to engage in work or participate in the activities as outlined in their case plan, they shall be subject to sanctions as defined below.
Sanctions Imposed for Non-Compliance
A Participant who fails to comply with their participation requirements shall be subject to sanction.
•	The sanction will become effective ten (10) days after the required notice is given to the Participant.
•	For the purposes of this section, each month a Participant fails to comply with a requirement shall be considered a separate occurrence of non-compliance.
•	While in sanction, the Participant may be ineligible for Emergency Assistance, Support Service and WEX.
•	The Participant must have their case closed in good standing to be eligible for other Aanjibimaadizing services. Cases closed out of compliance (even if voluntarily closed) are not eligible for other services until one (1) month after the month in which they received their last benefit.
•	A sanction impacts the continuation of time or work participation exemptions and disregards (see the Section of this manual addressing those exemptions).
•	A Participant who has had one or more sanctions imposed must remain in compliance for a period of three (3) months in order for a subsequent occurrence of non-compliance to be considered a first occurrence.
•	The Participant must demonstrate thirty (30) days of compliance with all work requirements that were the cause of the sanction and complete all necessary work requirements to put them current with their required hours of participation before the sanctions can be lifted.
•	A case closed in non-compliance, voluntary or not, in sanction or not, must show evidence of thirty (30) days of compliance before a new Cash Assistance case can be opened.
•	If the lack of an opportunity to perform an identified activity can explain the non- compliance, the Case Manager is to work with the Participant to provide the opportunity for the identified activity and the program must restore the Participant’s grant amount to the full amount for which the assistance unit is eligible. The grant must be restored retroactively to the first day of the month in which the Participant was found to lack pre- employment activities.
Sanctions imposed for non-compliance shall be imposed as follows
•	For the first occurrence of non-compliance, the Participants' grant shall be reduced by ten percent (10%) of the transitional standard for that household size. The reduction in the grant amount must remain in effect for a minimum of one month and shall be removed in the month following the month that the Participant returns to compliance.
•	For a second occurrence or subsequent occurrence of non-compliance, the Participant’s grant shall be reduced by thirty percent (30%) of the transitional standard for that household size and the Participant’s shelter and/or utilities cost payments shall be
vendor paid up to the amount of the reduced grant for which the Participant’s assistance unit is eligible. The vendor payments of shelter/utility cost will remain in effect for a minimum of six (6) months from the date the sanction is imposed under this clause. The residual amount of the grant after vendor payment, if any, must be paid to the Participant. The reduction in the grant amount must be in effect for a minimum of one month and shall be removed in the month following the month that the Participant returns to compliance. The vendor payment of shelter cost shall be removed six (6) months after the month is which Participant returns to compliance.
•	No later than during the second month that a sanction is imposed, the Participant’s case file will be reviewed to determine if:
· The continued non-compliance can be explained and mitigated by providing an alternative activity that addresses the same development need.
· The participant qualifies for a time and/or work participation exemption as defined in this manual.
•	After three (3) months of non-cooperation with Aanjibimaadizing or a Child Support Program, the Participant’s grant will be sanctioned at one hundred percent (100%) and their case will be closed for a minimum of 30 days.
Sanctions Imposed for Refusal to Cooperate with Child Support
The grant of a Participant who refuses to cooperate with the applicable child support enforcement agency shall be subject to sanction. The assistance unit’s grant will be:
•	Reduced by thirty percent (30%) of the transitional standard for that household. A sanction under this section becomes effective ten (10) days after the required notice is given.
•	The sanction must remain in effect for a minimum of one month and shall be removed only when the Participant cooperates with the support requirements.
Sanctions Imposed by other TANF programs
This section applies to sanctions imposed for MFIP or TANF programs from other states or tribes:
•	For the first occurrence of non-compliance with a provision of the TANF program, a Participant from another program who was under a sanction in the month immediately preceding the receipt of assistance under Aanjibimaadizing TANF program shall be subject to sanction. The reduction in grant amount must be in effect for a minimum of one (1) month.
•	For a second occurrence of non-compliance in another program, the sanction will be imposed as provided in this manual.
•	If the case was closed by another TANF Program due to extended non-compliance, the Case Manager will develop a 30-day compliance plan which the Participant must fulfill for the 30 consecutive day period to open an Aanjibimaadizing case.
Sanctions Imposed for Failure to Achieve a Negative Drug Test or Comply with Treatment:
A Participant who fails to achieve negative results for any drug/alcohol testing shall have their grant reduced by thirty percent (30%) of the transitional standard. These drug/alcohol tests can be administered by:
•	their employer, and resulting in probation, may be required to leave or face termination as a result of those tests; or
•	their treatment provider as part of a chemical dependency or mental health treatment program; or
•	their probation agent.
If the Participant is not complying with their chemical dependency or mental health treatment plan (including aftercare), their grant will be reduced by thirty percent (30%) until they are complying with their treatment plan. The Participant will sign a release of confidential information so the treatment provider can verify with Aanjibimaadizing TANF program and the Participant’s Case Manager that the Participant is following their treatment plan.
Sanctions Imposed for Failure to Keep Children in School
A participant who fails to keep their minor child(ren) in school is subject to sanction as follows:
•	If a minor child has five (5) unexcused absences in any quarter, the school district will notify the parent or guardian of the minor child. The parent or guardian must comply with the recommendations made by the school district and/or appropriate agency.
•	The Participant must notify their Case Manager of the situation immediately, so that they can assist them in developing a plan to keep the minor child in school, and/or refer them to appropriate counselors or social services that may benefit the parent or guardian and minor child. If the parent or guardian does not follow these steps, their grant will be reduced by ten percent (10%) until they comply.
•	If a minor child has nine (9) unexcused absences in any school year, the school district will notify the appropriate agencies and file a truancy report. If the Participant fails to resolve the truancy and/or fails to comply with the recommendations made by the appropriate agency, hearing review board or family counselors, a sanction(s) will be imposed. Sanctions will follow the procedures outlined in the sections above in this manual.
•	If the parent or guardian has been doing their part in following the plan created with their Case Manager and they are also following the recommendations made by the appropriate agency or hearing review board and/or counselor, and the minor child’s resistance or behavior is the issue, then there will be no sanction as long as the child is being treated by a counselor.
1.	If the minor child is between the ages of sixteen (16) and eighteen (18) and he/she refuses to attend school or comply with the recommendations made by the appropriate agency or hearing review board, he/she shall be removed from the Participant’s grant unless the following conditions are met:
a.	The minor child has been determined incorrigible by the appropriate court and the Participant can demonstrate that he/she is unable to exercise any control over the child; and
b.	The Participant is compliant with all other TANF requirements including participation in work activities.
2.	If the conditions in item (a) and (b) are not met and the child is the only minor child in the household, the grant will be closed and the Participant will no longer be eligible for TANF assistance until such time as the minor child is re-enrolled and attending a secondary education program for thirty (30) consecutive school days.
3.	If the minor child is removed from the TANF household and placed in a court-ordered facility or in out-of-home placement, the policies outlined in the section on “temporary absences” shall be applied.
Good Cause Exemptions from Sanctions for Parents Over the age of 20
Aanjibimaadizing shall not impose a sanction if it determines that the Participant has good cause for failing to comply with program requirements. Good cause exists when:
1.	Appropriate child care is not available;
2.	The job does not meet the definition of suitable employment as defined by the Aanjibimaadizing TANF policies;
3.	The Participant is ill or injured. After the second occurrence medical verification must accompany the request for the exception.);
4.	A family member is ill or needs full-time care by the Participant that prevents the Participant from complying with their plan (for a time period that will exceed three (3) consecutive days, medical verification must accompany the request for exception.);
5.	The parental caregiver is unable to secure necessary transportation and none has been offered by program through volunteer drivers, public transportation or other means;
6.	The parental caregiver is in an emergency situation that prevents compliance with their plan. Verification must accompany any emergency exemption request exceeding seven (7) consecutive days;
7.	The schedule of compliance with the case plan conflicts with judicial proceedings for which the Participant is court ordered to appear;
8.	The parental caregiver is already participating in an acceptable work activity and provides verification of participation in that activity on a weekly basis;
9.	The case plan requires an educational program for a caregiver under age twenty (20), but the educational program is not available (because the school/program is not in session);
10.	The parental caregiver documents other verifiable impediments to compliance with their case plan beyond the caregiver’s control.
Good Cause Exemption from Sanctions for Parents under the age of 20
Good cause reasons that custodial parents under the age of twenty (20) differ from those of an adult participant age twenty (20) and over. Custodial parents under the age of twenty (20) who do not have a high school diploma or its equivalent may claim the following good cause reasons for not attending school:
1.	Transportation services or appropriate child care services needed to enable the Participant to attend school are not available.
2.	The Participant is ill or disabled seriously enough to prevent attendance at school.
3.	The Participant is needed in the home because of the illness or disability of a member of the assistance unit, or a relative or foster child in the household. This includes a Participant with a child less than six (6) weeks of age.
4.	The Case Manager determines that no appropriate education option is available for the participant who is age eighteen (18) or nineteen (19). In this case, the Case Manager and Participant will need to develop a case plan.
5.	The Mille Lacs Band or county social service agency determines that school attendance is not appropriate for a Participant who is under age eighteen (18). In this case, social services should assist the minor Participant to develop an appropriate plan.
Notice of Adverse Action
If it has been determined that a Participant is non-compliant, they will receive a written notice of intent to take adverse action in the form of a Notice of Intent to Sanction. This notice will include the following information:
1.	Name and address of Participant;
2.	Name, address, phone number and assigned staff of Aanjibimaadizing TANF program;
3.	Clearly identify what the Participant failed to comply with;
4.	What the Participant must do to become compliant and by what date;
5.	What the Participant should do if they disagree with the determination and when;
6.	What will happen if they fail to comply, including sanction information;
7.	Definition of good cause;
8.	Grievance policy.
This notice will be mailed to the Participant on the next business day following their failure to comply. If the Participant shows good cause for not complying, they will be given a second opportunity to comply.
The Participant has been given time frames to comply. These are outlined in the Cash Assistance Responsibilities and Reporting Requirements section of this manual.
Overpayments, Claims, and Collections
Aanjibimaadizing will charge an overpayment if the Participant fails to report timely or a Case Manager fails to act on a change timely and this change created an overpayment of benefits to that household.
Types of overpayments: Overpayments of TANF benefits will be calculated using the State’s MAXIS system. The Case Manager will enter the correct information for the benefits the household was entitled to receive. If the household was overpaid, an overpayment will be established in the claims function of MAXIS to begin repayment. The following items need to be addressed when calculating an overpayment:
•	Participant Error- An overpayment is considered participant error if the Participant fails to report a change in a timely manner in order allowing a grant to be adjusted according to the change. A change is considered timely if reported within ten (10) days of the change or, if a household report form is due in the change month following the month the change occurred.
•	If the change is reported within 60 days beyond the reporting requirement, the overpayment amount is determined using all appropriate disregards available to the Participant.
•	If the change is reported over 60 days beyond the reporting requirement or the change was not reported by the Participant but instead was made known to the agency from another source, the overpayment amount is determined without any disregards used to reduce countable income.
•	Agency Error- An overpayment is considered agency error if the information is known to be the agency, was reported by the Participant in a timely manner and was not acted on in a timely manner by the Case Manager. All appropriate disregards available are used when determining the overpayment amount.
Collections of Overpayments: Establishment and collection of overpayments will be done through the utilization of the claims function of the State’s MAXIS system. Appropriate claim information will be entered as a claim in the MAXIS system and collection efforts will begin. The method of repayment is based on the household’s response to the notice of overpayment and repayment agreement and the method of repayment that they choose.
•	If an overpayment has been charged due to Participant error and the household chooses to repay the benefits by recoupment method from the household’s monthly grant, the recoupment will be repaid back at 35% of the transitional standards for that household size for regular overpayments.
•	For administrative disqualifications or fraud convictions, the recoupment will be at 10% of the transitional standard for that household size for each month’s recoupment. Monthly cash payments on overpayments will be accepted based on the repayment plan selected by the recipient/participant.
•	If an overpayment has been charged due to agency error, repayment of the overpayment is voluntary with the exception of when a household is receiving TANF assistance or food support. If a household is a recipient of those programs, a 3% recoupment will be taken from each monthly grant. Monthly case recoupment payments for a household that is not a recipient of TANF assistance will be voluntary.
•	If a household has multiple overpayments, they will be collected based on the following hierarchy:
o	The oldest to most recent fraud or administrative disqualification overpayment;
o	The oldest to most recent participant/household error overpayment; or
o	The oldest to most recent agency error overpayment as long as the household is a recipient of TANF.
Overpayments exempt from Recovery: There are two circumstances where an overpayment is exempt from recovery. They are as follows:
•	The court may order that all or part of an overpayment is exempt from recovery. The Aanjibimaadizing program must honor/follow the court order.
•	The Aanjibimaadizing program will not pursue recovery on non-fraud overpayment on a closed case, which totals less than $35. It will note the overpayment in the case record. If the Participant begins to receive assistance again, the overpayment can be recovered through recoupment.
Domestic Violence Alternative Service Plans
Victims of domestic violence are not generally exempt from work participation or time limits. Instead, these participants must develop an Alternative Service Plan (ASP) with the assistance and collaboration of a person trained in domestic violence and Aanjibimaadizing staff.
The primary goal of an ASP is to ensure the safety of the caregiver and the children. The plan shall include activities designed to lead to self-sufficiency and address the dynamics and consequences of domestic violence. The ASP should define activities that do not endanger the safety of the participant or the children. Child Care referrals are available for all activities included in an approved ASP.
The Director of Case Management, upon consultation with the Aanjibimaadizing staff and staff from other appropriate departments or agencies, has final approval of an ASP or any revisions to the plan.
If a family member has been battered or subjected to extreme cruelty and when there is an imminent risk of attack and the safety of any family member cannot be ensured, then both time and work participation exemption may be imposed with the approval of the Director of Case Management for a defined time period. In cases like these, the exemptions should be lifted as soon as an ASP can be implemented.
If the participant is able to safely comply with the activities in the plan, but fails to do so, the participant can be sanctioned and is no longer eligible for the ASP. The participant must then comply with regular work participation activities or the exemption will end.
The Case Manager must review the ASP after 30 days and then every 30 days after that. In some cases, the plan may be reviewed more often, depending upon what types of activities are included in the ASP. The Case Manager must notify the participant that the ASP is up for review. If the participant fails to respond to this notice or does not wish to comply with regular work participation activities and the 60-month time limit, the exemption ends.
Transition Year Benefits
Aanjibimaadizing Transition Year Services are listed below:
•	Job Retention Support Services: For up to one (1) year after the closure of a file for excess income from employment, an individual is eligible to receive support services that are necessary to retain employment or to climb the career ladder into an improved job opportunity. The Participant’s household income must be below 300% of the federal Poverty Guidelines and the support service must be related to retention of their employment.
•	The Case Manager will follow a schedule of follow-up contacts with these individuals to determine that appropriate job supports are in place to ensure success in the job placement. Follow-up contacts will be documented in case notes and findings documented in case notes for each contact. The client will receive an incentive for reporting monthly. If support services are determined to be necessary, documentation will also be made.
•	Child Care Assistance for one (1) year following a closure of TANF assistance case due to excess income, and when the Participant has received TANF assistance three (3) of the last six (6) months, the household is eligible for transition year child care assistance benefits. Child care benefits will be made available for all TANF assistance and transition year Participants who have children ages twelve (12) and under. In the urban area, a referral may be made to the county office for child care assistance if preferred by the Participant.
[bookmark: _Toc128689181]Coordination of Services Between Tribal and State Programs
[bookmark: _Toc117799794]Participant’s Right to dual eligibility of Tribal and State Programs
If an eligible tribal member informs Aanjibimaadizing staff that they choose to apply to the State for assistance, the Aanjibimaadizing Case Manager will notify the applicant of the determination regarding dual eligibility. If the applicant still chooses to apply to the State, any subsequent appeals from the application to the State would follow that State’s appeal process.
Eligible tribal members who are transferred from the State program to the Tribal program or vice- versa will be treated in the same manner as other participants of the program. Imposed penalties and sanctions will be mutually respected, if applicable, as will the length of time that benefits have been received. The participant will comply with the eligibility, income, participation and other requirements of the program that they receive assistance from.
[bookmark: _Toc117799795]Tribal/State Financial Responsibility Determination
The determination of financial responsibility is determined by the county and services area in which a minor child or pregnant woman lives on the date the application for TANF assistance is signed, unless the excluded time provision below applies. When more than one program is financially responsible for the members of an assistance unit, financial responsibility must be assigned to a single program beginning the first day of the calendar month after the assistance unit members are required to be in a single assistance unit, financial responsibility must be assigned to a single program beginning the first day of the calendar month after the assistance unit members are required to be in a single assistance unit. Financial responsibility must be assigned to the program that was initially responsible for the assistance unit member with the earliest date of application.
The program in whose service area the assistance unit is currently residing becomes the financially responsible program for the entire assistance unit beginning two full calendar months after the month in which financial responsibility was consolidated into one program.
[bookmark: _Toc117799796]Change in Residence while Receiving Cash Assistance
When an assistance unit moves from one program’s service area to another program’s service area and continues to receive assistance, the new service area of residence becomes the program of financial responsibility when that assistance unit has lived in that service area in a non-excluded status for two (2) full calendar months. “Non-excluded” status means the period of residence that is not considered excluded time under MN Statute 256G.02, Subsection 6, and in the Aanjibimaadizing policy.
When a minor child moves from one program service area to another to reside with a different caregiver, the caregiver in the former service area is eligible to receive assistance for that child only through the last day of the month of the move. The caregiver in the new service area becomes eligible to receive assistance for the minor child the first day of the month following the move or the date of application, whichever is later.
The 10-day notice of adverse action procedure is required to be followed for a household who reports the change in a timely manner. If the program is unable to remove the minor child from the grant due to a reduction of grant without timely notice, the child will be removed from the grant the first of the following month when a timely notice can be given. The Case Manager will be required to provide a notice to the household as to the amount of benefits the child is eligible for with a requirement that the household turns that amount of benefits over to the new caretaker of the child.
When a participant moves from one service area to another while the application is pending, the program where the application first occurred is the program of responsibility until the participant has lived in the new service area for two (2) full calendar months.
[bookmark: _Toc117799797]Excluded Time Facilities
When a participant resides in an excluded time facility as described in MN Statute 256G.02, the program that is financially responsible for the participant is the program in whose service area the participants last resided when outside such facility and immediately before entering the facility. If a participant has not resided in any program’s service area in the State for any time other than excluded time, the county that is financially responsible for the participant is the county in which the participant resides on the date the application is signed.
[bookmark: _Toc117799798]Prevention of Providing Duplication of Services
The Aanjibimaadizing staff will utilize the State’s electronic management Information system, MAXIS for case coordination, management of State programs and distribution of cash assistance benefits. These procedures are in place because it ensures that applicants will not be able to receive duplicate services from two different programs at the same time.
At the time of application, tribal and county Case Managers will enter application information data regarding the applicant and their household into the MAXIS system. This system is capable of cross- referencing applications and will indicate if the applicant is receiving assistance from a county or tribal cash assistance program within the state of Minnesota. If the system indicates that the applicant is currently receiving assistance from another county, the tribal program will contact that county and request the case be closed and the hard file be sent to Aanjibimaadizing office. If the applicant leaves the state’s service area and desires to be served by Aanjibimaadizing, the county will be requested to transfer the case to Aanjibimaadizing TANF program. Eligibility and assistance will continue without interruption because both programs are utilizing the MAXIS system to coordinate the cases and approved issuances.
If the applicant indicates that they have moved from another state into the Tribal service area, the Case Manager will contact the former county/State of residence to determine previous assistance and continued or new eligibility for assistance.
If an applicant moves from a state/county whose maximum time limit is less than the maximum 60- month time limit, the Band’s time limit will be applied as will the month of TANF assistance that have been previously received from the other state/county.
[bookmark: _Toc117799799]Concurrent Eligibility
Aanjibimaadizing shall not count a participant as a member of more than one assistance unit in a given payment month except as provided in clauses 1) and 2) as follows:
1)	A participant who is a member of an assistance unit in Aanjibimaadizing services area or the State is eligible to be included in a second assistance unit in the first full month that the participant leaves the first assistance unit and lives with the second assistance unit with the correct application of notice requirements.
2)	A participant whose needs are met through Foster care that is reimbursed under title IV-E of the Social Security Act for the first part of the application month is eligible to receive assistance for the remaining part of the month in which the applicant returns home. Title IV-E and adoption assistance payment must be considered prorated payments rather than a duplication of TANF need.
[bookmark: _Toc117799800]Cash Assistance/Food Support Issuance
The State of Minnesota’s MFIP currently combines their cash assistance grant with the food support grant and issues both benefits through an electronic benefit transfer system (EBT). Aanjibimaadizing will do the same and contracts with the State to provide a food support portion of the grant.
•	Cash assistance and food support will be issued through the EBT system. The State will submit a monthly billing for benefits paid to the eligible participants for cash assistance. The Band will pay the billing within the specified time via electronic transfer.
Child Care Assistance: Case Managers and assigned Aanjibimaadizing staff will determine child care assistance available to the participant and assist them with all applications and processes to acquire the childcare and assistance from both Aanjibimaadizing and the State programs.
Medical Assistance: Aanjibimaadizing will refer clients to Circle of Health or other appropriate agencies to apply for MNSure or other healthcare programs.
[bookmark: _Toc128689182]Housing Assistance Grant
Effective 7/1/2015, all Aanjibimaadizing Cash Assistance clients will receive an additional $110 housing grant as long as they have an open cash case with the department. The exceptions are:
•	The assistance unit is currently receiving public housing or assisted rental subsidies (Section 8 vouchers) funded through the Department of Housing and Urban Development (HUD).
•	The assistance unit has opted out of their cash portion.
•	The cash case is closed.
The cash assistance family does not need to document housing costs to be eligible for the housing assistance grant as long as a case meets all other Aanjibimaadizing cash assistance eligibility rules. Examples of families eligible under this part include:
•	Families who are homeless
•	Households living in shelters or facilities and in stat paid care
•	Renters & homeowners
•	Teen parents living at home
•	Families living rent-free with friends or family members
•	Those whose housing needs have been met for the month by other funding
Double Dipping Fraud Alert
There are circumstances where families may already have a State-funded Housing Grant when they apply for Aanjibimaadizing Cash Assistance. An example would be families who are receiving only a portion of State MFIP may already have received a Housing Grant for the application month.
Caution must be taken to ensure that the Housing Grant is not duplicated for that month when an Aanjibimaadizing applicant case is opened.
Proration
There is no prorating for Aanjibimaadizing Housing Assistance Grant. If a family is eligible one day in the month, they are eligible for the full Housing Grant. All Tribal TANF participants are eligible for the housing grant.
Case in Sanction
The Housing Grant is NOT subject to sanction. However, if a vendor is in place for a sanction, the
$110 is required to be vendor paid as part of the sanction. If a case closes for 100% sanction, the Housing Assistance Grant will also be closed as part of the cash assistance case closure.
•	There is no recoupment for the Housing Assistance Grant for cash, food or Housing Assistance claims.
•	Cases suspended, opt-out and counted months
•	The housing Assistance Grant is considered an assistance payment and each month counts.
•	Suspended cash assistance cases which are reduced to $0 issuance due to the household being over-income may continue to receive the full Aanjibimaadizing Housing Assistance Grant in the suspension month but the month will count toward the 60- month time limit.
•	Opting out of the cash portion requires opting out of the Housing Assistance Grant. The two services are tied together.
[bookmark: _Toc117799792]Child Support Enforcement
Caregivers with children who are receiving assistance MUST help pursue child and spousal support, medical support and child care support. Failure to help get these kinds of support results in a sanction or loss of benefits, unless the caregiver with children shows good cause for not cooperating.
Child Support Forms & Referral: At Application, the following forms are to be provided to caregivers or pregnant women:
•	Explanation of Child Support Services in Minnesota
•	Cooperate with Child Support Enforcement/Client Statement of Good Cause Form
•	Financial Affidavit required by Child Support Office
•	Referral to Support and Collections
These forms are also provided to households when they add a child, if they did not get the forms at the time of application.
For Mille Lacs Band Enrollees: Aanjibimaadizing coordinates its cases with the Mille Lacs Band of Ojibwe Child Support Enforcement Office. MLB Child Support is responsible for child support, child care support and medical support from non-custodial parents, or if the parent requests, referring the case to and/or coordination with other child support enforcement agencies.
For all other Aanjibimaadizing participants: The Aanjibimaadizing refers and coordinates its cases with the appropriate County Child Support Enforcement Office who is then responsible for getting child support, child care support and medical support from non-custodial parents.
Child Support Compliance: The Aanjibimaadizing program notifies caregivers with children that to cooperate, they must:
•	Provide information about non-custodial parents, including name, address, social security number, telephone number, place of employment or school, date and place of marriages and divorces, and the names and addresses of relatives.
•	Appear at interviews, hearings and legal proceedings.
•	Submit to genetic tests including genetic testing of the child, under judicial or administrative order.
Aanjibimaadizing makes child support referrals within two working days of the day the Program determines the child or pregnant woman is eligible, even if the caregiver or pregnant woman claims good cause.
Child Support Good Cause Exemptions: Caregivers must help pursue child and spousal support, medical support and child care support unless they have good cause for not doing so. If a participant claims good cause for not pursuing child support, the case manager should immediately inform the Director of Case Management/Executive Director.
•	The Director of Case Management/Executive Director will schedule a meeting of the Good Cause Committee to review the case.
•	The Director of Case Management/Executive Director will stop all activity to pursue support or establish paternity while a good cause claim is processed.
•	If a child support case is already open and active, Aanjibimaadizing will request that the IV-D agency stop all actions on the case, including income withholding.
•	Aanjibimaadizing and the appropriate Child Support Office will coordinate their cases based on the finding of the Child Support Good Cause Committee.
Child Support Payments Pass-Through: Participants in Aanjibimaadizing programs have their child support payments passed through to them the same as the state MFIP program participants. Child support payments are not assigned to the program at the time of application.
Exemptions from Time Limits
1.	Minor child parents time exemption- In determining the number of months for which an individual who is a parent or pregnant has received assistance under the TANF program, the Program shall disregard any month for which assistance was provided with respect to the individual and during which the individual was:
o	A minor child (under age 18); and
o	Not the head of household or married to the head of household.
A minor child that meets the definition of a ‘minor caregiver’ must comply with the requirements in their service plan. The months that the minor caregiver is in non-compliance and sanctioned are months that are countable toward the 60-month time limit.
2.	Health Hardship/Domestic Violence Time Exemption- A family may be time-exempt if the family includes an individual who has:
o	A debilitating physical or mental health condition or episode of need; or
o	Has been battered or subjected to extreme cruelty and when the safety of any family member cannot be ensured.
For the purposes of this clause, battered or subject to extreme cruelty is defined as an individual who has been subjected to:
•	Physical acts that resulted in or threatened to result in physical harm to the individual
•	Sexual abuse or sexual activity involving a dependent child
•	Being forced as a relative caretaker of a dependent child to engage in nonconsensual acts or activities
•	Threats of, or attempts at, physical or sexual abuse
•	Mental abuse
•	Neglect or deprivation of medical care.
Persons and/or families applying for a health hardship/domestic violence time exemption must:
•	Work with appropriate agencies or services to develop a safety, prevention, treatment or recovery plan
•	Seek and obtain an order for protection, if appropriate
•	Participate in appropriate counseling, prevention, parenting or other appropriate services or programs
•	Comply with the safety, prevention, treatment or recovery plan for the duration of the exemption.
The proposed Time Exemption will be approved once the Aanjibimaadizing Director of Case Management has consulted with the Executive Director, Case Manager, and other appropriate staff.
Work Participation Limits, Disregards, and Examptions
Limits on the amount of time spent in Job Search or Job readiness:
•	No job search activities will be recognized unless the Participant has a high school diploma or GED.
•	Job search and job readiness assistance may only count for 26 weeks in a fiscal year; and
•	If the employment rate in the Aanjibimaadizing service area is at least 50% greater than the United States’ total unemployment rate for that fiscal year, an individual’s participation in job search and job readiness assistance counts for up to 40 weeks in that fiscal year.
•	If job search or job readiness is an ancillary part of another activity, then there is no limitation on counting the time spent in job search/job readiness.
Head of Household Enrolled in an Educational Activity
For teen parents: Aanjibimaadizing will not limit the number of teen parents (under age 20) enrolled in a secondary education activity or include their number in any limited participation or exemption group. For the purpose of determining participation in work requirements for a teen (under age 20) head of household, the following will apply:
•	He/she must maintain satisfactory attendance at a secondary school or equivalent during the month.
•	If participating in a high school completion program, the teen must be in attendance a minimum of ten (10) hours per week and submit verification that completed home assignments are equivalent to a minimum of ten (10) hours per week of study. He/she must maintain satisfactory progress in this activity.
•	If attending a secondary education program, the school he/she is attending will determine satisfactory progress. They must be in attendance full-time or to the extent required by the school to graduate. Teen parents attending a secondary institution will not be required to participate when school is not in session
•	If participating in a GED program, the teen must be in attendance a minimum of 20 hours per week if available or in attendance the maximum of hours available in combination with attendance in other available programs such as access to independent computer generated GED coursework. He/she must maintain satisfactory progress in this activity.
For persons attending a post-secondary education program: If it is determined that an individual is unable to obtain suitable employment or employment that will provide an income equal to their family’s standard of need and is it is determined appropriate, he/she will be allowed to include their participation in a post-secondary education program for up to eight (8) semesters or 132 credit hours toward their work requirements.
For a program participant to be approved for attendance in a post-secondary program, the individual must:
•	Participate in and complete assessments that provides an evaluation of interests, aptitudes, abilities and their likelihood of program completion.
•	Create and have approved by the Aanjibimaadizing Lead Instructor a written education and career plan that is viable and would lead to employment in an occupation where their wages would exceed the amount of their family’s standard of need.
•	After the first semester, participants who fail to maintain a 2.0 GPA will be required to develop an alternative plan that does not include education as the only required work activity or includes plans to obtain and maintain a 2.0 GPA by the end of the following semester.
•	Participate in and complete 6 to 24 weeks of job search, if not a full-time student.
Exemptions for Adults from Work Participation Hours Standards
Exemptions for adults from the required number of hours or work participation may not be granted by Aanjibimaadizing if they belong to any group listed below. No exemption is an entitlement. The Aanjibimaadizing staff must verify these exemptions when claimed by the caregiver. These exemptions shall be denied when the assistance unit is not in compliance with their service plan. When an exemption is denied, Aanjibimaadizing must send written notice of denial to the caregiver.
1.	A caregiver is age 55 or older.
2.	A caregiver is suffering from a professionally-certified permanent or temporary illness, injury or disability which is expected to continue for more than 30 days and which prevents them from obtaining or retaining employment.
a.	Aanjibimaadizing will re-evaluate the exemption at least quarterly for people with a temporary illness, injury or disability.
b.	A caregiver who is certified with a permanent illness, injury or disability will be referred to apply for federal disability benefits such as Social Security Disability and/or Supplemental Security Income.
3.	A woman who is pregnant, if the pregnancy has resulted in professionally-certified determination of high risk or disability that prevents the woman from obtaining or retaining employment.
4.	A caregiver whose presence in the home is required because of the professionally certified determination of high risk or disability of another member of the household.
5.	Caregivers of a child under the age of one (1) year who personally provide full-time care for that child must remain in compliance with their service plan.
a.	Parents using the child under one (1) work participation disregard are only exempt from the total hours required. They must still have a case plan with activity requirements with which they must comply. Activity hour requirements should gradually increase over the twelve months.
b.	Refer caregivers using this disregard to early childhood family education classes, parenting classes or similar activities, if available.
c.	A custodial parent under the age of twenty (20) without a high school diploma or equivalent may not use the child under one (1) disregard to avoid attending school to complete their secondary education.
d.	An alternative school program may be utilized to minimize the length of time the custodial parent is away from their infant. A custodial parent under the age of twenty (20) with a high school diploma or equivalent may use the child under one (1) disregard.
e.	This disregard may be used by either parent, but not by both, in any month.
f.	The parents may switch the disregarded parent from month to month, but the total months for the unit will not exceed 12 months in the child’s lifetime.
g.	The parent(s) may spread the disregard over several children, but the total for all children may not exceed 12 months. If a parent forms a new unit, count the months he or she has previously used toward the 12 months’ limit in the new unit.
6.	A caregiver experiencing a personal or family crisis that makes them incapable of participating in the program, as determined by Aanjibimaadizing. If Aanjibimaadizing denies a participant an exemption under this condition and the participant does not agree with the determination, the participant may seek professional certification that he/she is incapable of participation in TANF employment services. This work participation exemption must be re-evaluated every 30 days.
7.	Caregivers with a child or adult in the unit who meets one (1) of the special medical criteria below may be exempted from the work participation hours’ standards.
a.	Child or adult in the household who meets the disability or medical criteria for home care services.
b.	Child or adult who meets the disability or medical criteria for a home and community based waiver services program.
c.	Child who meets the definition of ‘severe emotional distress’ as determined by a qualified professional.
d.	Adult who meets the definition of ‘serious and persistent mental illness’ as determined by a qualified professional.
[bookmark: _Toc128689183]Child Support Collections
It is the responsibility of the MLB CSEP to monitor child support collections for any referred TANF Program case. Any child support collection that is to be disbursed to the TANF Program, based on the MLB CSEP distribution hierarchy, will be authorized to be sent to the TANF Program Director once a month at the end of the month.
The MLB CSEP Financial Specialist will provide information to the TANF Program of all of the TANF Program cases and the amount of child support distributed to each case. This will be included with the TANF Program funds.
Child support collections will be forwarded to the TANF Program ONLY if there is an ASSIGNMENT OF CHILD SUPPORT form on file with the MLB CSEP.
[bookmark: _Toc118731827]
Case Cooperation Notice* 
Tribal TANF and Child Support
Mille Lacs Band of Ojibwe 
Tribal Child Support Program 
Phone: 320 532-7755
Fax: 320 532-7476
Date:
TANF Case Worker:
Tribal Child Support Enforcement Case Manager:
Case ID:
CP SSN:
Program type:
Child(rens) Name(s):							DOB:
As of 				 (date) the above-named client (see status below)
 X in appropriate box
	
	Fully cooperated with IV-D action

	
	Did not cooperate with IV-D action

	
	 -Did not keep appointment

	
	 -Refused to cooperate with paternity establishment

	
	 -Refused to cooperate with support order establishment

	
	 -Other:



	Case Progress
	Date
	Amt.
	Add. Info

	Paternity was established on
	
	
	

	Dependent coverage started on
	
	
	

	Basic Support order effective
	
	
	

	Medical support order effective
	
	
	

	Child Care order effective
	
	
	


Notice of Termination of Assignment*
Notice is hereby given on 			, 20			
Caretaker/custodial parent’s Mille Lacs Band Tribal TANF grant terminated. The last grant payment was paid on 				, 20		 and the total amount of TANF grant to date is $			.
TANF grant name 												
Children included in TANF Grant 										 
The reason for termination: 											
	
	
	

	Mille Lacs Band Tribal TANF Case Manager

	
	Date




[bookmark: _Toc118731829]Referral to Support and Collections
Use the Child Support Referral Form from the Mille Lacs Band Tribal Child Support Enforcement Office to help collect support. Clients will need to read the packet “Understanding Child Support: Information for Parents,” before signing.
[bookmark: _Toc118731830]Tribal TANF and Mille Lacs Band Child Support Enforcement (MLB CSEP)
[bookmark: _Toc118731831]Policies and Procedures
The goal of the Mille Lacs Band of Ojibwe Tribal Child Support program is to assist families within the jurisdictional areas to provide well-rounded services to promote healthy family relationships and financially protected children.
[bookmark: _Toc117799787]Services Provided by the MLB CSEP
The MLB CSEP provides a variety of services to its customers. Among those services are:
•	Location of the Non-Custodial Parent as well as assets
•	Establishment of paternity for child support purposes
•	Establishment of a child support obligation, including medical support
•	Enforcement of an existing child support order
•	Monitoring of child support payments
•	Review and modification of existing child support order obligations
•	Assistance in the processing and handling of intergovernmental cases (with other State or Tribal child support programs)
[bookmark: _Toc117799788]Which TANF Program (Tribal TANF) Cases should be referred to the MLB CSEP?
•	Any new TANF Program case approved for a cash grant where both parents are not in the home due to absence of one or both of the parents. (single-parent families)
•	Any prior TANF Program case reapproved for a cash grant due to absence of one or both of the parents. (single-parent families)
[bookmark: _Toc117799789]How Tribal TANF Cases should be referred to the MLB CSEP
The following procedures should be followed when referring a TANF Program (Tribal TANF) case to the MLB CSEP.
1)	Assignment of child support to the Tribal TANF Program is automatic by operation of law, at the time the TANF Program grant is approved.
2)	The Tribal TANF Caseworker should prepare a MLB CSEP Referral Packet which includes the following documentation:
a.	A REFERRAL/UPDATE TO CHILD SUPPORT Form
b.	A copy of a signed release from Tribal TANF to MLB CSEP
c.	Copies of the following documentation, if available. These documents should only be sent with a signed release:
•	Child(ren)’s Birth Certificate(s)
•	Verification of school enrollment, if appropriate
•	Child(ren)’s Social Security Card or other verification of the SSN
•	Divorce Decree or court order containing child support provision
3)	Provide the Referral Packet to the MLB CSEP the same day or no later than the next business day
[bookmark: _Toc117799790]Providing Change in Status Updates to the MLB CSEP
Any time there is a change in the TANF Program Case Status or change in circumstances for one of the participants in the TANF Case, the Tribal TANF Caseworker should provide an update to the MLB CSEP.
Changes in Status include but are not limited to:
•	Removal of the child or one of the children from the case
•	Addition of a new child to the case
•	Return of the Non-Custodial Parent to the home
•	Change in address of the TANF participant
•	Change in the TANF grant amount
•	Closure of the TANF case
When a change in circumstances occurs, provide the MLB CSEP with a REFERRAL/UPDATE TO CHILD SUPPORT Form within five (5) business days from the date of the change.
[bookmark: _Toc117799791]Failure to Cooperate with the MLB CSEP
Whenever a referred TANF participant fails to cooperate with MLB CSEP, the MLB CSEP Case Manager will provide a REFERRAL TO MILLE LACS BAND TRIBAL TANF PROGRAM FOR FAILURE TO
COOPERATE to the Case Manager for appropriate follow-up action.
[bookmark: _Toc128689184][bookmark: _Toc117799664]Intentional Program Violations and Fraud
The Aanjibimaadizing staff must monitor and address fraud flags to ensure compliance with all federal and program guidelines. Our processes are structured to create the highest level of enforcement without undue expense or judicial defeat. We do not assume wrongdoing and we offer the opportunity for our participants to address poor decisions and continue in the program.
Administrative Disqualification: If the household is determined by an Aanjibimaadizing Case Manager to have committed an intentional violation or fraud, the Executive Director will request the household to meet with him/her and permanent Aanjibimaadizing staff where the evidence will be presented and the household given an option to enter into an Administrative Disqualification Agreement. In that Agreement the participant may:
•	Admit to the program violation and agree to consequences that may include:
o	Measures that recoup the fraudulent gain from current benefits or provide outright repayment; and/or
o	Sanction; and/or
o	Bar the participant from certain or all future program benefits for a defined period for a minimum of 12 months not to exceed 18 months.
•	Provide valid proof of innocence.
•	Any potential fraud documentation or files will be referred to the Mille Lacs Band of Ojibwe Tribal Police and Solicitor General’s Office for consideration of criminally charging the participant for the violation.
If the household chooses to accept the Administrative Disqualification agreement, the process will then be put into place. If the household does not agree with the determination, the household will be given 10 days to provide documentation and /or evidence to substantiate their claim. If the client or household does not provide documentation or grieve the administrative disqualification within the 10 days, the administrative disqualification will be effective for the time period stated. If the evidence submitted by the client or household does not provide evidence of innocence, then the determination and administrative disqualification will be effective for the time period stated.
All documentation and/or evidence provided by the household will be reviewed by the Aanjibimaadizing staff and possibly by an investigating office of Tribal Police and/or the Solicitor General’s Office and a new determination will be made. If the participant is cleared of any violation, the documentation will be placed in the file and benefits will be issued or continued. Upon the expiration of the 10 days, failure to provide such documentation will result in an Administrative Disqualification being imposed on the participant or household.
[bookmark: _Toc117799802]If a household commits fraud a second time at any point, then they will be banned from all program services indefinitely. 
[bookmark: _Toc128689185]WELFARE ASSISTANCE*
Applicants may apply for welfare assistance if they meet 477 and General Assistance eligibility requirements. Welfare Assistance benefits are for single individuals or individuals who have exceeded their lifetime TANF limit. Welfare Assistance is meant to benefit people who have no income, therefore per capita payments and other typically excluded income are counted as income when determining eligibility. Clients may not receive Welfare Assistance and TANF at the same time. Welfare Assistance funds must be used for essential needs of food, clothing, shelter, and utilities for clients who are deemed eligible. Welfare Assistance is consistent with the Tribe’s 477 goal to increase self-sufficiency and provide a home situation that is conducive to education, job training, skill development, and related activities for the whole household.
At this time Aanjibimaadizing does not serve child only cases for welfare assistance.
1.	Must be American Indian or Alaska Native tribally enrolled in a federally recognized tribe or a Mille Lacs Band first descendent and reside in the service area.
2.	Applicants cannot have any other source of income from the Tribe, county public assistance, or any other source to receive Welfare Assistance (WA). Any income received must be reported to their Case Manager within 3 business days. If the client receives any comparable public assistance, or income while receiving WA Assistance this will be considered fraud and the client be excluded from Aanjibimaadizing Program for 12 months’ time.
3.	Annual income must not exceed 100 % of the poverty guidelines for purposes of qualifying for Welfare Assistance. Per Capita payments and other typically excluded income would be included income for the purpose of Welfare Assistance. The only exclusions for income would be Federal, State, or Tribal stimulus payments.
4.	Eligibility will be reviewed every 3 months for individuals not exempt from seeking employment in accordance with 25 CFR Part 20.315 and every 6 months for all recipients, or whenever a change in status that can affect eligibility occurs (25 CFR Part §20.304. Redetermination of benefits will include a home or in person visit, estimate of income, living circumstances and household composition, completing an interview and require a revision of the client case plan. Interviews may be conducted by telephone or other electronic means if necessary.
5.	Develop and sign and Employment Development Plan (EDP).
An applicant must:
1.	Actively seek employment while receiving WA benefits, including the use of available state, tribal, county, local or Bureau funded employment services, if unsubsidized work is not available the client must perform 20 hours of community work per week
2.	Make satisfactory progress towards their EDP goals
3.	Accept local and seasonal employment when it is available
A head of household who does not comply with this section will not be eligible for Welfare Assistance or other Aanjibimaadizing services for a period of at least 60 days but not more than 365 days. Case documentation must occur.
I have read, understand and agree to the provisions herein.
	
	
	

	Participant’s Signature
	
	Date

	
	
	

	Case Manager’s Signature
	
	Date


[bookmark: _Toc117799748][bookmark: _Toc118731845]Per 25 CFR § 20.314
The policy in this section does not apply to any persons meeting the criteria in § 20.315
A person may apply on behalf of another person by completing an application such as relatives, interested individuals, social service agencies, law enforcement agencies, or other persons or agencies who believe the applicant may qualify for assistance.
Per 25CFR §20.315 the employment policy does not apply to persons shown in the following table.
	The employment policy in
20.314 does not apply to
	if…..
	and……

	(a) Anyone younger than 16
	
	

	(b) A full-time student under the age of 19
	He/She is attending an elementary or secondary school or a vocational technical school equivalent to a secondary school
	He/she is making satisfactory progress

	
	It is documented in the case plan that the illness or injury is serious enough to temporarily prevent employment
	He/She must be referred to SSI if the disability status exceeds 3 months

	(e) An incapacitated person who has not yet received
	A physician, psychologist or credentialed licensed social service worker certifies that a physical or mental impairment (either by itself, or in conjunction with age) prevents the individual from being employed.
	The assessment is documented in the case plan

	
	A physical or certified psychologist verifies the condition
	The case plan documents that the condition require the caretaker to be home on a virtually continuous basis; and there is no other appropriate household member available to provide this care

	(g) A parent or other individual who does not have access to child care
	He/she personally provides full-time care to a child under the age of 6.
	

	(h) A person for whom employment is not accessible.
	There is a minimum commuting time of one hour each way.
	


[bookmark: _Toc128689186]NON-RECURRING SHORT-TERM BENEFITS
Non-recurring short-term benefits are available in a fiscal year for participants experiencing an extreme financial hardship, typically an eviction or utility shutoff.
•	Non-recurring short-term benefits to avoid eviction or utility shutoff can only be authorized if the participant provides a credible plan for avoiding a repeat crisis in the future.
•	The total payment may not exceed the three thousand ($3,000) dollar maximum.
•	There is a maximum of four (4) separate non-recurring short-term benefits per fiscal year.
•	Aanjibimaadizing non-recurring short-term benefits need to be the payer of last resort.
•	Any financial resources not needed for the participant’s basic needs budget will be considered available to meet the emergency. Non-recurring short-term benefits may be denied if there is a cycle of the same or similar crises each year.
•	Cash grant benefits shall be vendor payments for housing and utilities for the immediate six (6) months following a non-recurring short-term benefit and may be paid to any client to prevent them from receiving cash assistance.
•	All non-recurring short-term benefit recipients must attend financial literacy training within three (3) months of receiving this service. This will be made a part of their case plan.
[bookmark: _Toc128689187]EMERGENCY ASSISTANCE
Emergency Assistance may be given if an applicant experiences a situation beyond their control and that is no fault of their own. Examples include, but are not limited to: death, fire, flood, tornado, pandemic, or disaster declared by the Federal, State, or Tribal Government. Emergencies will be defined and determined by the Federal, State, or Tribal Government. Emergency payments must be approved by the Executive Director or another departmental Director.
Up to four (4) months of non-recurring emergency assistance in the amount of $500 per month may be awarded. Up to four (4) months of internet reimbursement in the amount of $100 per month may be awarded. Up to four (4) months of food assistance in the amount of $30 per family member may be awarded. Families who apply for Emergency Assistance must have income at or below 200% of the Federal Poverty Guidelines. Per Capita payments count as income for Emergency Assistance. Emergency Assistance may only be awarded one (1) time in the fiscal year. TANF clients are automatically eligible for this benefit.
[bookmark: _Toc128689188]FACILITATED SERVICES
Clients may have social barriers to obtaining employment including, but not limited to: being homeless, alcohol or chemical dependency, and/or health concerns. It is Aanjibimaadizing’s goal to support client needs in a holistic manner. Support services can include support from a program Facilitator. The Facilitator will help address social barriers to employment and may assist with finding housing, transportation, and other services that target clients identified as needs to become self-sufficient.
All clients that require Facilitated Services (formerly Wraparound) will be required to complete the following steps:
1.	Apply to become an Aanjibimaadizing client.
2.	Meet with a Case Manager or Youth Mentor.
3.	Complete the EDP with the Case Manager or Youth Mentor.
4.	If clients need additional support or assistance, they will be internally connected to a Facilitator. Common reasons for a referral include:
a.	Re-entry from jail, prison or treatment
b.	Alcohol or Chemical Dependency
c.	Homelessness or Housing
d.	Health or Mental Health
e.	Need for additional support or resources identified by the Case Manager
5.	The Facilitator Coordinator will assign a specific Facilitator to work with a client based on identified needs. The Case Manager will be notified of the chosen Facilitator.
6.	All contacts, referrals, meetings and communication internally or with the client MUST be case noted within 48 hours.
7.	Facilitators should establish regular (typically weekly) contact with the client.
8.	Case Management meetings will be held with Case Managers, Facilitators and Instructors every other week to discuss client progress and needs.
9.	Support Service requests should be sent to the Case Manager to process. Support services include car repair, tires, liability car insurance, driver license re-instatement, employment support for clothes, mileage and food. This should be paid with PL 102-477 dollars.
10.	Case note on the Case itself in OneTribe.
[bookmark: _Toc128689189]Strengths, Needs and Culture Discovery (SNCD) *
	Client Name & Family:
	
	Date
	

	Family Vision:

	


	Family and Residential:

	


	Family and Natural Supports:

	Family Member
	Strength
	Support

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Custodial agencies involved with the family? ☐ Yes	☐ No	☐ Not Applicable
If yes, list contact information on the last page. Engage agencies in the SNCD process and include requirements of legal (custodial plans).
Domains
	Safety:
	

	Strengths:
	

	Needs:
	



	Legal:
	

	Strengths:
	

	Needs:
	



	Family Culture/Identity:
	

	Strengths:
	

	Needs:
	



	Health and Development:

	Strengths:
	

	Needs:
	



	Behavioral and Emotional:

	Strengths:
	

	Needs:
	



	Independence/Self Care:

	Strengths:
	

	Needs:
	



	Social:

	Strengths:
	

	Needs:
	



	Financial:

	Strengths:
	

	Needs:
	



	Spiritual/Cultural:

	Strengths:
	

	Needs:
	



	Family Long Range Vision: (What your life would be like if needs were met)

	


Two or Three Priority Needs:
	Priority Need
	Individual Strength
	Family Strength
	Culture

	
	
	
	

	
	
	
	

	
	
	
	


Potential Team Members/Support to Family to Address Prioritized Needs:
	Family Member
	Strength
	Support

	
	
	

	
	
	

	
	
	


Information Gathered By:
	
	
	

	Facilitator Signature
	
	Date

	I,                                       , acknowledge this as my Case Plan for the “Zakab Housing Program” and agree to work on these things with the assistance of Aanjibimaadizing while in the program. I understand the Case Plan will be modified as other information is gathered and needs arise.

	
	
	

	Client/Tenant
	
	Date



Contact Information – Family
	Name
	Relationship
	Phone

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Natural Support
	Name
	Relationship
	Phone

	
	
	

	
	
	

	
	
	

	
	
	


Professional Support
	Name
	Agency
	Phone

	
	
	

	
	
	

	
	
	

	
	
	





[bookmark: _Toc128689190]SPECIALIZED INTENSIVE SERVICES
[bookmark: _Toc117799663][bookmark: _Toc118731835][bookmark: _Toc128689191]Eligibility
To be eligible for employment services, an applicant must meet at minimum all of these eligibility criteria:
●	A signed and dated application
●	Proof of residency in the service area
●	Tribal Membership in the MLBO, be a MLBO 1st generation descendant, or a member of a federally recognized Tribe
●	Selective Service Registration for males over the age of 18
●	Employability Development Plan (EDP) that is signed and dated
●	Income at or below 200% of poverty level
●	Have an identifiable barrier to employment
In the EDP process, participants who possess multiple barriers, are participating or are eligible to participate in the TANF program, exhibit substance abuse tendencies, have mental health issues, or who have exhibited a long-term dependency on public assistance may be determined to be in need of specialized intensive services. These individuals may include custodial and non-custodial parents receiving TANF assistance for 30 months or more, or who have significant barriers to employment. Those barriers to employment may include, but are not limited to: a lack of a high-school diploma or GED, lower reading or math skills, a need for substance abuse treatment, mental health issues, felonies, and/or a lack of significant work history.
Participants identified as needing specialized intensive services due to the nature of their barriers tend to require assistance for a longer period of time. Professional counseling and/or assessments may be a prerequisite, or a concurrent requirement with employment and educational services.
[bookmark: _Toc128689192][bookmark: _Toc117799665]HOUSING
[bookmark: _Toc128689193]Homeless Prevention
[bookmark: _Toc118731838][bookmark: _Toc128689194]Long Term Homeless Supportive Services Funds (LTHSSF)- DHS
Eligibility
Persons including individuals, unaccompanied youth, or families with children who lack a permanent place to live continuously for a year or more or at least four times in the past three years. Time spent in an institutional care or correctional facility shall be excluded when determining the length of time a household has been homeless except in the case where an individual was in a facility for fewer than 90 days and was homeless at entry to the facility. This grant is for people with chronic homelessness.
☒ Minnesota Resident
☐	At or below the 200% federal poverty guideline
☐	Must have Aanji application, but not required to have met 477 eligibility
☐	Doubled Up/Couch Hopping: Doubled up or couch hopping is considered an episode of homelessness if a household is doubled up with another household (and duration is less than one year) and couch hops as a temporary way to avoid living on the streets or in an emergency shelter.
☐	Transitional Housing (TH): Time spent in transitional housing is a neutral event. It is not considered time housed or time homeless when determining LTH eligibility.
☐	Institutions: Time spent in an institutional care (treatment, hospital, foster care, etc.) or correctional facility (jail or prison) is a neutral event. It is not considered time housed or time homeless except in the case where an individual was in a facility for fewer than 90 days and was homeless at entry to the facility. That time can be considered time homeless.
Evaluate the housing history prior to and after TH or an institutional stay to determine if it meets the State’s LTH definition.
Client Files
Required Information for Files: Please check box(s) and initial to make sure we have all information in files.
☐	Aanjibimaadizing Application/Intake Form
☐	Release of Information (ROI) Documents
☐	Agency ROI
☐	Tennessen Warning
☐	HMIS Data Privacy Notice/Release of Information
☐	LTH Verification Form
☐	LTHSSF HMIS Forms
☐	LTHSSF Entry Form for HMIS (Single or Family)
☐	LTHSSF Interim Form for HMIS (Single or Family)
☐	LTHSSF Exit Form for HMIS (Single or Family)
☐	Copy of housing plan/case plan
☐	Case notes
☐	Updated at least monthly
☐	Includes documentation of client progress while in program (i.e., Where was client before entering LTHSSF program? What services have been provided? What goals is client working on with Case Manager?)
Optional Forms as Relevant to Client
☐	Income Verification
☐	Copy of Lease
☐	Landlord Information Forms
☐	Rent Calculation Form
☐	Direct Assistance Financial Forms (e.g., Copy of purchase orders/Check Distribution)
☐	Other documentation (i.e., drug and alcohol test results, court stuff, etc., everything pertaining to client)
*HMIS has information on how to submit data on their website.
No payments may be entered until all of the items in the client file are complete, documents uploaded into OneTribe and case notes entered for evidence of need.
[bookmark: _Toc117799666][bookmark: _Toc118731839][bookmark: _Toc128689195]Long Term Homeless Opioid Response – DHS
Eligibility
Persons including individuals, unaccompanied youth, or families with children who lack a permanent place to live continuously for a year or more, or at least four times in the past three years. Time spent in an institutional care of correctional facility shall be excluded when determining the length of time a household has been homeless except in the case where an individual was in a facility for fewer than 90 days and was homeless at entry to the facility.
☐	Minnesota Resident
☐	SUD Disorder
☐	At or below the 200% federal poverty guideline
☐	Must have Aanji application, but did not meet 477 eligibility.
☐	Doubled Up/Couch Hopping: Doubled up or couch hopping is considered an episode of homelessness if a household is doubled up with another household (and duration is less than one year) and couch hops as a temporary way to avoid living on the streets or in an emergency shelter.
☐	Transitional Housing (TH): Time spent in transitional housing is a neutral event. It is not considered time housed or time homeless when determining LTH eligibility.
☐	Institutions: Time spent in an institutional care (treatment, hospital, foster care, etc.) or correctional facility (jail or prison) is a neutral event. It is not considered time housed or time homeless except in the case where an individual was in a facility for fewer than 90 days and was homeless at entry to the facility. That time can be considered time homeless.
Evaluate the housing history prior to and after TH or an institutional stay to determine if it meets the State’s LTH definition.
This grant is targeted to people with current or past addiction issues.
Client Files
Required Information for Files: Please check box(es) and initial to make sure all information is in files.
☐	Aanjibimaadizing Application/Intake Form
☐	Government Performance and Results Act (GPRA) Forms
☐	GPRA Tracking Form
☐	SOR Program Locator Form
☐	SOR GPRA Project Release Form
☐	Release of Information (ROI) Documents
☐	Agency ROI
☐	Tennessen Warning
☐	HMIS Data Privacy Notice/Release of Information
☐	LTH Verification Form
☐	LTHSSF HMIS Forms
☐	LTHSSF Entry Form for HMIS (Single or Family)
☐	LTHSSF Interim Form for HMIS (Single or Family)
☐	LTHSSF Exit Form for HMIS (Single or Family)
☐	Copy of housing plan/case plan
☐	Case Notes
☐	Updated at least monthly
☐	Includes documentation of client progress while in program (i.e., Where was client before entering LTHSSF program? What services have been provided? What goals is client working on with Case Manager?)
Optional Forms as Relevant to Client:
☐	Income Verification
☐	Copy of Lease
☐	Landlord information forms
☐	Rent calculation form
☐	Direct Assistance financial forms (e.g., copy of purchase orders/check distribution)
☐	Other documentation (i.e., drug and alcohol test results, court documents, etc., everything pertaining to client)
Minnesota Tribal Collaborative created policies and procedures for administering LTH and FHPAP.
[bookmark: _Toc117799667][bookmark: _Toc118731840][bookmark: _Toc128689196]Family Homeless Prevention and Assistance Program (FHPAP)- MN Housing
Criteria for FHPAP includes that participants must meet the State of Minnesota definition of long-term homelessness. Long-term homelessness is defined as “lacking a permanent place to live continuously for one year or more, or at least four times in the past three years.” This grant is a one-time funding to prevent long-term homelessness.
Eligibility
☐	Household income must be at or below 200% of Federal Poverty Guidelines (per capita payments ARE counted)
☐	Minnesota resident or a household otherwise approved by Minnesota Housing
☐	Be homeless or at imminent risk of homelessness and in need of services and/or financial assistance due to a housing crisis
☐	Grantee-defined service area (Collaborative indicates any Band member in the state)
☐	Based off needs-assessment, can prioritize who is greatest need in area
Documents needed
Minnesota Prevention Assistance Tool (MPAT)
☐	Verification of Income (one of 3 methods) for past 8 weeks
1.	Self-declaration
2.	Pay stubs
3.	3rd party
☐	Income and expense chart Refer to Section 7.03, Household Income
☐	FHPAP MN Housing Release of Information (ROI) for agency
☐	Tennessen warning
☐	Homeless Management Information System (HMIS) data privacy notice and release of info
☐	Aanjibimaadizing Application form and EDP
☐	HMIS FHPAP Entry paper work (can be taken verbally and entered)
Client Files
At a minimum, client files should contain the following:
☐	An application/intake date for the household seeking assistance
☐	Consent and release forms including:
 ☐	A signed HMIS ROI for all household members over age 18
☐	A signed Tennessen warning that lists Minnesota Housing
☐	A separate Release of Information (ROI) for each individual or entity (for example, do not include a utility company and a landlord on the same ROI)
☐	A separate Release of Information for each adult in the household should be obtained
☐	Case notes that are objective, chronological, accurate, concise, timely, and demonstrate action steps and outcomes
Documentation of eligibility criteria including:
· The household is at or below 200% of federal poverty guidelines. In addition to providing documentation of income, a demonstration of how annual income was calculated.
· The household is experiencing a housing crisis
· Documentation provided can include an eviction notice, utility shut-off notice, notice to vacate due to past due rent, etc.
☐	Why the household does not have funds to pay for the crisis
· This can be documented on an intake form, case note, etc.
☐	Type and amount of FHPAP assistance provided
· Evidence can include a purchase order, check copy, etc.
☐	Documentation of crisis resolution
· This can be included in closing paperwork, a case note, etc.
· HMIS has information on how to submit data on their website.
· You will find information on HMIS document submission in section 7.06 of the FHPAP Program guide attached.
No payments may be entered until all of the items in the client file are complete, documents uploaded into OneTribe and case notes entered for evidence of need.
[bookmark: _Toc128689197]Zakab Biinjina
[bookmark: _Hlk128687075]See Zakab policies for details related to Aanjibimaadizing supportive housing.
[bookmark: _Toc128689198]Emergency Assistance
Emergency assistance is a one-time per calendar year payment for participants experiencing a financial hardship, typically an eviction or utility shutoff.
•	The total payment may not exceed a three thousand ($3,000) dollar maximum. Aanjibimaadizing TANF Emergency Assistance is the payer of last resort. All other programs and funding sources must be exhausted first. A denial from two other funders must be submitted with the request for services. Any financial resources not needed for the participant’s basic needs budget will be considered available to meet the emergency.
•	Cash grant benefits shall be vendor payments from the housing and utilities for the immediate six (6) months following an Emergency Assistance claim to avoid eviction, foreclosure or utility shutoff. Clients must submit a eviction, foreclosure, or shut-off notice.
•	All emergency assistance recipients MUST attend financial literacy training within three (3) months of receiving this service. This will be made a part of their case plan and is sanctionable.
[bookmark: _Toc128689199]GE-NIIGAANIZIJIG (YOUTH SERVICES)
[bookmark: _Toc117799676][bookmark: _Toc118731873][bookmark: _Toc128689200]Eligibility
The program is targeted to youth ages kindergarten to age 24. To be eligible for Youth services, an applicant must meet at minimum these eligibility criteria:
●	A signed and dated application
●	Proof of residency in the service area (for youth this is typically done with a Tribal ID)
●	Tribal Membership in the MLBO, be an MLBO 1st generation descendant, or a member of a federally recognized Tribe. For youth programming only - clients may be eligible if they are able to prove they are descendant of an MLBO grandparent.
●	Selective Service Registration for males over the age of 18. The program will assist participants to register, if needed.
●	Employability Development Plan (EDP) that is signed and dated
●	Family income will be collected. However, all youth regardless of income may participate.●	All Youth will be eligible in the service areas to support healthy lifestyles and the purposes of TANF
●	Have a goal or outcome related to graduation or employment
●	Social Security card for Career Explorations
●	School Verification form
●	Any pregnant teen can be enrolled as a teen. All pregnant teens should have a Case manager and a Youth Facilitator if requested.
Elementary Youth Mentors will support youth grades Kindergarten to Grade 6. Children must have started kindergarten to attend programming. Youth Mentors will focus on fostering healthy relationships, supporting the student academically, community projects, and Anishinaabe culture. There is no incentive pay for this age of programming.
[bookmark: _Toc117799716][bookmark: _Toc117799677]Teen youth will be supported by two (2) separate programs: ‘Healthy Circles’ and ‘Career Exploration’. Youth will participate in ‘Healthy Circles’ to learn about financial literacy, healthy life choices, support education and high school graduation, and build self-sufficiency. Teen Youth Incentives are available for participation.
[bookmark: _Toc128689201]Youth Enrollment Procedure
Step One: Parents/Guardians complete the Youth Application and the 477 Application.
· If the youth are not living with their parents, guardianship papers are needed.
· Turn in Tribal Identification, school verification, proof of residency, proof of date of birth (DOB)
· Male clients who are 18+ need proof of Selective Service registration
· Application must be signed and dated
Step Two: Go through the paperwork to make sure everything is complete and correctly filled out. 
Step Three: Enter everything into OneTribe.
Step Four: Contact parent/guardian and set up a meeting with the parent/guardian and client. If a family drops off an application, they must also meet with the Youth Mentor to review and sign paperwork.
●	Complete EDP (must be signed and dated)
●	Identify goals on the EDP
●	Review the program description and all of the rules
●	Answer any questions
●	Go over check release form (Parent & Youth must sign)
●	Emergency care and procedures
●	Behavior guidelines
●	Academic achievements
●	Incentive pay guidelines
●	Ask if they have their social security card and driver’s license. If they do not, then obtaining these items can be added as goals.
Step Five: Send the Program Manager, Ge-Niigaanizijig Director & Executive Director the clients name, address, and birthday.
Step Six: The client is active and ready to start the program.
[bookmark: _Toc118731875][bookmark: _Toc128689202]New Client Process
•	Collect application
•	Update online application
•	Go through the checklist
•	Application
•	EDP
•	School Verification
•	Income Verifications
•	ROI for school and other agencies, as needed
•	Entrance Interview
•	‘Career Exploration’ Forms if applicable
o	Entrance interview
•	Zoom meeting is possible
•	Face to Face
•	Teen interview forms
•	Youth interview forms, if needed
•	EDP

1.	After the documentation is collected and the Entrance Interview is complete, enter data into OneTribe.
2.	Upload the application.
3.	Add youth contact information to the master list.
4.	Assign group number.
5.	Assign mentor and/or coordinator.
6.	Update EDP every 3 months.
Teens may receive a paid incentive for attending and participating in youth lessons and making progress towards goals.
Lessons will be based on four (4) core components of Culture, Community, Career and Education.
Incentive payment is not guaranteed. Teen Youth may earn up to $25 per meeting during the school year. Ojibwe Language and Ojibwe Cultural activities are paid at the rate of $50 per meeting. Youth may be paid for all meetings or activities attended.
Incentive pay is based on five (5) components that will be rated by the youth mentors on a weekly basis. These components are:
●	Attendance - $5/$10
●	Participation - $5/$10
●	Respect to other Youth - $5/$10
●	Respect to the Youth Mentors - $5/$10
●	Goals and Direction - $5/$10
Each component would be rated as a pass/fail. Failing to meet a component means that incentive payments will be reduced. Ge-niigaanizijig has high expectations for youth to help them be successful in the future and achieve self-sufficiency.
The MLBO may fund incentive pay for teen youth who are over income. 
Youth meetings may be held in person, by phone, or by Zoom.
[bookmark: _Toc117799717][bookmark: _Toc128689203][bookmark: _Toc117799680]For ‘Career Exploration’ Youth (16-24)
Step One: Have parents/guardians complete the Ge-niigaanizijig Application and the 477 Application.
· If the youth is not living with their parents, guardianship papers are needed.
· Turn in Tribal Identification, school verification, a social security number, proof of date of birth, family income
· If the client is a male who is 18+, he will need proof of selective service registration.
· Application must be signed and dated
Step Two: Go through the paperwork to make sure everything is complete and correctly filled out. 
Step Three: Enter everything into OneTribe.
Step Four: Contact parents/guardians and set up a meeting with the parents/guardian and youth.
●	Complete EDP (must be signed and dated)
●	Review the program description and all of the rules
●	Answer any questions
●	Go over check release form (parent/guardian & Youth sign)
●	Emergency care and procedures
●	Behavior guidelines
●	Academic achievements
●	Incentive pay guidelines
●	Ask if they have their social security card and driver’s license. If they do not, obtaining these items can be added as goals.
●	They must obtain their social security and provide to the program to participate in this program.
Step Five: Send supervisor and youth mentor the client's name, address, and birthday. They will be active in the youth program until placed
Step Six: Find the youth a placement.
Step Seven: Have the youth take a drug and alcohol test. Youth under the age of 18 must have parent consent. If the placement is safety sensitive, they need to complete a background check or internship document. However, background studies cannot be completed on anyone under the age of 18.
Step Eight: Have the youth and placement supervisor complete the needed ‘Career Exploration’ documents. (Internship agreement, worksite agreement, child support disclosure, participant agreement form, confidentiality form)
Step nine: The client is ready to start the program.
[bookmark: _Toc128689204]Summer Updates
Before Summer-Healthy Circles begins, Ge-niigaanizijig staff and youth need to:
· Complete new EDP
· Financial Literacy Development
· Summer school agreement form (if attending) 
[bookmark: _Toc117799730][bookmark: _Toc128689205]Youth Participant File Checklist
Section One
☐	Proof of tribal membership	
☐	Family Income (Career Exploration & Support Services)
☐	Proof of date of birth*		
☐	Proof of residency
☐	Copy of Social Security Card (Career Exploration only)	
☐	School verification
*Date of Birth may be proven by school records, immunization records, birth certificate, or other official documentation
Section Two
	Completed Application (signed and dated)
	EDP (signed and dated)
Section Three
	Support services forms
	Copy of check request
	Receipts and signed checks that were received
Section Four
	Work site agreement/Job placements
	Face to face assessments
	Resume
Section Five
	Progress and/or case notes
	Case plan
	Evaluations (or in separate file per child)
Section Six
	Miscellaneous
[bookmark: _Toc128689206]Emergency Care and Procedures*
In the event of an emergency, our procedure will be:
1.	Begin first aid and call 911 when necessary.
2.	Contact a parent/ guardian.
3.	Contact the first available emergency or medical professional and/or take the youth to a hospital emergency service if no other arrangements have been made.
4.	The staff member will act on written permission included in the enrollment forms for such emergency care. The parent/guardian will be notified as soon as possible.
5.	If a youth becomes ill or injured while at Ge-Niigaanizijig, the following procedure is used:
a.	The staff will care for the needs of the youth.
b.	The parents/guardians and/or emergency contacts will be notified and expected to pick the youth up.
c.	The youth will remain with staff, depending on the situation, until the parents/ guardians or emergency contact arrive to pick up the youth.
6.	If the parent/guardian cannot be reached and the youth’s injury or illness is so severe that he/she needs immediate attention, the youth will be transported to the nearest physician or medical facility.
7.	Parents/Guardians will be notified of infections or communicable diseases of a serious nature that directly affects their children (i.e. measles, chicken pox, foot & mouth, etc.) once we have confirmation from a doctor.
8.	If a youth has a medical plan, that plan will be followed to the best of the staff’s ability. 9-1- 1 may be called. Youth who have medical plans must have all current medication and doctor authorization to attend Ge-Niigaanizijig.
	
	
	

	Parent/Guardian or Participant over (18) Print Name and Signature
	
	Date

	
	
	

	Youth Mentor Print Name and Signature
	
	Date



[bookmark: _Toc128689207]Release and Waiver of Liability*
Parents must sign the following:
I 					 parent/guardian of 							
Hereby agree not to hold the Mille Lacs Band and/or Aanjibimaadizing program and/or each of its workers responsible for any harm, injury, loss, liability, damage, or cost that may incur while my above-mentioned child/children or I participate in the Ge-Niigaanizijig program;
**I have read this release and waiver of Liability, fully understand its terms, and have signed it freely and voluntarily without any inducement, assurance or guarantee being made to me and intend my signature to be a complete and unconditional release of all liability to the greatest extent allowed by law.**


[bookmark: _Toc128689208]Social Media Waiver*
I 					 parent/guardian of 						
Hereby consent to the participation in interviews, to the use of quotes, and the taking of photographs, movies or video tapes of the participant named above by the Ge-niigaanizijig program and/or each of its workers.
I also grant the right to edit, use, and reuse said products for non-profit purposes including use in print, on the internet, and all other forms of media. I also hereby release the Mille Lacs Band of Ojibwe, Aanjibimaadizing program, and Ge-niigaanizijig program and employees from all claims, demands, and liabilities whatsoever in connection with the above. We may use pictures and share information in the local papers, MLBO Facebook, Aanji/Ge-Niigaanizijig Facebook or Innajimowin.
	
	
	

	Parent/Guardian or Participant over (18) Print Name and Signature
	
	Date

	
	
	

	Youth Mentor Print Name and Signature
	
	Date


[bookmark: _Toc118731879][bookmark: _Toc128689209]Youth Goals
Youth may set goals for themselves and receive a quarterly incentive if they achieve the goal. Students receiving tutoring or facilitated services, may receive incentives based on their developed approved case plan.
Potential Youth Goals Include
•	Obtaining a driver's license
•	Increasing GPA or grades
•	Job readiness
•	School attendance
•	High School graduation
•	Learning Ojibwe language
•	Participating in Ojibwe cultural activities
•	Remaining tobacco free
•	Remaining drug and alcohol free
•	Exercise or physical health
•	Financial literacy
•	Participating in after school activities
•	Honor roll 
[bookmark: _Toc118731880][bookmark: _Toc128689210]Conferences
Youth staff will designate conference weeks quarterly on the annual planner to meet with parents and families of youth.
[bookmark: _Toc117799683][bookmark: _Toc118731881][bookmark: _Toc128689211]Staff Requirements
Staff are required to have the following trainings:
•	ServSafe (safe food handlers)
•	First Aid and CPR
Staff are required to make a connection with all children in the program at minimum once per week. Staff are required to make a connection with schools and families at least once per quarter. The contacts must be documented and case noted.
Youth must request to take pictures and videos of other youth and staff. Youth have the right to say ‘no’ to pictures and videos.
[bookmark: _Toc117799681][bookmark: _Toc117799684]Staff may not deny the rights of the parent or guardian to pick up a youth at any time. 
Ratio
The ratio of youth-to-adults for youth grades K-6th will be one (1) adult for every 12 youth participants.
The ratio of youth-to-adults for teens will be one (1) adult to every 14 youth participants.
The ratio of youth-to-adults may be decreased due to health and safety concerns. Youth will be divided into age groups whenever possible.
[bookmark: _Toc117799694][bookmark: _Toc128689212]Youth Programs
Aanjibimaadizing youth programming targets TANF purposes #3 and #4 to promote job preparation, work, two-parent functional families and prevention and reduction of out-of-wedlock pregnancies. All of the Aanjibimaadizing youth programming is centered on promoting traditional teachings to guide our youth to be morally, socially and financially responsible to meet these purposes.
[bookmark: _Toc117799695][bookmark: _Toc128689213]‘Healthy Circles’ for Teens
Trainings, activities and events using a traditional circles process will be offered through the Aanjibimaadizing youth program. Youth participants, ages twelve (12) through twenty (20), must be an enrolled Mille Lacs Band member, or first-generation decedents of an enrolled Mille Lacs Band member, and must reside in the eligible reservation service areas. Family income eligibility is required for this component of our youth program. Youth who are over income may be funded by the net revenue funds, if they are available.
‘Healthy Circles’ will be regularly scheduled meetings and activities designed to inspire and motivate our youth to embrace a tradition-based pro-social lifestyle free of chemicals, anti-social or risky behavior, promiscuity and dependency. This year-round program will utilize curriculum elements from a number of sources along with structured journaling. Activities and events will be developed throughout the year by the Aanjibimaadizing Youth Program Mentors to serve these purposes.
Through weekly structured journaling, discussions and/or curriculum, Youth Mentors seek to link the youth participation in Band programs, organized field trips and outings, camping or canoe trips, cultural activities, community service and community building projects to healthy, mutually supportive lifestyles.
[bookmark: _Toc117799696][bookmark: _Toc128689214]Youth Financial Literacy Development
As part of the Aanjibimaadizing youth program, all Ge-niigaanizijig program participants receive cash incentives contingent on their level of participation in ‘Healthy Circles’ activities. This will reinforce a pattern of using free time in a healthy and socially constructive way. ‘Career Exploration’ is excluded from this to avoid “double-dipping”.
This component will seek to motivate youth to participate in our and other Band programs or activities. Participation in community building projects and weekly structured journaling may also be used. The program goal is to structure the incentives to reinforce savings and responsible
spending. This may be accomplished through the use of a two-tier incentive system. Tier one will be the weekly incentive payment itself; Tier two will be a periodic savings rate match, usually offered in the summer.
.
[bookmark: _Toc117799679]
[bookmark: _Toc128689215]Youth Sports
The Ge-Niigaanizijig Youth Mentors will complete lesson plans for summer sports youth using the Expanding the Circle curriculum, or another topic for the week. The lesson plans must include one of the Four Pillars – 1. Anishinaabe cultural or language, 2. Community, 3. Education, 4. Career, for developing youth to be self-sufficient and having a sense of community.  The youth will have up to 1-week to complete. The lesson plans will be submitted through email or in-person, to the Ge-Niigaanizijig Youth Mentors.
Ge-Niigaanizijig Youth Mentors will contact students every week—in person, over the phone, by Zoom or any other method to check-in. Youth Mentors will log all attempts at communication, any communication, and assignments completed in One Tribe, under “Notes.”
Ge-Niigaanizijig youth, who participate in sports must be confirmed by their school’s Athletic Director or Sport Coach. Youth, whom meet these requirements are paid up to $50.00 per week for the check-in and the completed assignment. The check-in and the completed assignment are each worth $25. Ge-Niigaanizijig parents/caregiver’s must be notified of the policy regarding sport participation and sign the school sports form agreeing to these terms.
The incentive for Ge-Niigaanizijig youth goes as follows:
	Name of Activity
	Incentive Amount in Dollars

	Check-In
	$25.00

	Completed Assignment/Project
	$25.00

	Sports Participation Payments (per week)
	Up to $50.00


[bookmark: _Toc117799678][bookmark: _Toc117799700][bookmark: _Toc117799697]School Sports Activity Policy and Agreement
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[bookmark: _Toc128689216]Career Exploration
‘Career Exploration’ will be available to youth ages 16-24 exploring employment. The Youth in ‘Career Exploration’ will use the WEX Placement paperwork, and are eligible for the 720-hour bonus if the hours are completed within one (1) calendar year. These services will include youth who are entering, transitioning, or looking to obtain employment. The Tribe’s 477 employment services will include, but will not be limited to: career counseling, job readiness training, Ojibwe language, cultural activities, resume building, job referral, supported and subsidized work placements, internships, and job retention services. Employment assistance will be made available to all participants that require the service as long as funding is available. Parent permission is required for any youth to complete a drug and alcohol test required for placement. Background checks cannot be done on youth under the age of 18, so if a background is required for placement, the youth would need to work with direct and constant supervision at the site.
In order to maximize services to youth, Aanjibimaadizing will partner with the MLBO Education departments to combine services, transportation, and support youth programming across the Reservation Districts. Youth programming will promote healthy behavior and life choices which line up with the purposes of TANF: prevent and reduce the incidence of out-of-wedlock pregnancies and encourage the formation and maintenance of two-parent families.
Ge-niigaanizijig will partner with summer food programs to provide nutritious food to youth after school and in the summer.
Youth Career and Employment Exploration Opportunities
Youth must have a 2.0 GPA or positive progress at an ALC School to be placed in ‘Career Exploration’. The youth career exploration placements opportunity is targeted to youth between the ages sixteen (16) through twenty-four (24) who are enrolled Mille Lacs Band members, or first- generation descendants of an enrolled Mille Lacs Band member, who reside in the eligible reservation service areas, and whose family income is below 300% of the current Federal Poverty Guideline.
Youth Career Exploration placements are guided by the same policies and standards set for adult WEX workers, except that the primary contact is not the Case Manager but the Youth Mentor for their district.
[bookmark: _Toc117799701]‘Career Exploration’ Rate of Pay
Youth are given incentive pay based on an hourly wage of $11.00 for actual hours worked. Work experience placements will be based on worksite needs in terms of the nature of the work and number of hours worked per week. Allowable worksites and scheduled hours must conform to state and federal work rules and law.
Youth who work 720 hours in a calendar year will be eligible for the 720-hour bonus. Youth will complete the WEX paperwork to participate in ‘Career Explorations’. The ‘Career Explorations’ placement will be valid from the date of placement.
‘Career Exploration’ is NOT counted as Unemployment hours. Due to the fact that the youth are participating in a work training program, and wages are paid through a federal grant, the youth will
not be eligible for any overtime hours or be able to file for unemployment compensation once their employment ends per Minnesota Statute 268.035, Subd. 20 (10). The State of Minnesota’s statutory definition of non-covered employment for unemployment compensation benefits, reads as follows:
Minnesota Statute 268.035, Subd. 20, (10) employment of an individual receiving work relief or work training as part of an unemployment work relief or work training program assisted or financed in whole or in part by any federal agency or an agency of a state or political subdivision thereof.
[bookmark: _Toc128689217][bookmark: _Toc117799718][bookmark: _Toc117799688]Summer Internships
Internships are designed to help students prepare for future careers, while building a sound work ethic, professional relationship with leadership in supervisory roles, creating a career and academic portfolio, and an opportunity to get paid. Some interns may earn high school or college credit. The incentive is paid only for time that is worked in the job placement.
This is an opportunity to start building healthy work habits, work experiences, career/academic portfolio, as well as form professional relationships through leadership, while preparing young adults for life after high school or college.
[bookmark: _Toc117799719]Expected Student Learning Outcomes
Upon completing the Internship students should be able to:
•	Gain Real-life career experiences 
•	Create a Resume
•	Practice the Interview Process
•	Request job applications 
•	Complete job applications 
•	Develop ethical work habits
•	Begin creating professional relationships
•	Be willing to learn, grow from mistakes, and face workplace conflicts and differing points of view
•	Demonstrate understanding of personal and professional growth opportunities
•	Complete weekly Portfolio Assignments if required
•	Produce high quality work 
•	Learn to be open to constructive feedback and be willing to make mistakes and learn from them by facing differing points of view
•	Continue to learn and grow through accountability and career mentor support
[bookmark: _Toc117799720]Career Mentor 
Interns will be placed with a career mentor. Interns will meet with the career mentor a minimum of two times per week, or daily through their job tasks. The role of the career mentor is to provide daily tasks, job shadowing, complete a review of the student’s work performance, and complete a letter of recommendation for their Mentee. The mentor agrees to support the mentee through their entire internship experience. The mentor will challenge their mentee and help them build awareness, solid work ethic, and offer open and honest feedback. The mentor agrees to complete weekly evaluations, letters of recommendation, and end of internship assessment of the mentee and their work.

[bookmark: _Toc117799721]Internships Requirements
· Internships are intended for high school and college students, ages 15 or older, currently enrolled in school.
· Interns must have a GPA of 2.0 or above. Those in an alternative learning program must show significant progress towards attaining their yearly credits. 
· Interns will be required to submit a Ge-Niigaanizijig application along with an essay describing why they are seeking a summer internship.
· Internships should be no longer than two months in length.
· Interns are not employees and will sign the WEX agreement and confidentiality policy to participate.
· Interns will receive job training one day per week.
· Interns will work with their assigned mentor two days per week.
· Interns will meet with tribal leaders, attend Band Assembly, or attend community meetings one day per week. On this day they will also work on their community service project.
· Interns will be required to keep a daily journal 1-2 paragraphs about the tasks they did and how they enjoyed them and any possible concerns they came across.
· Interns will be responsible for the creation and completion of a community service project.
· Interns will have the opportunity to earn incentive pay of $15.00 per hour when they are doing the Internship.
At the successful completion of the internship interns may earn an incentive of $1000 for satisfactory or above performance.
[bookmark: _Toc117799722]
Attendance Policy 
Attendance is expected to be 85% of scheduled work time or above to qualify for incentive. If you are not here, you will NOT be successful.
[bookmark: _Toc117799723]Summer Internships 
This year the Summer Internship will be an eight-week program. It will run Monday through Thursday from 9:00 am to 3:00 pm. All internships would be with higher level Mille Lacs Band employees who are currently supervisors. There will be an application process along with a short answer essay.
Youth interns would receive job training one day per week to build soft skills, complete job interest surveys, and possibly take financial skills classes. Two days a week they would work with their assigned mentor to job shadow or work on assigned projects. One day a week they would meet with Tribal leaders, attend Band Assembly, or community meetings. On this day they would also work on their community service project.
[bookmark: _Toc117799724]Community Service Project
All Summer Internship youth would need to create and lead a community service project.
Sample Projects:
1.	Create a slideshow /video describing the department and the work they do.
2.	Create YouTube or Tik Tok content about their project or mentor to be posted with Youth Mentor approval.
3.	Create and lead a community service project.
a.	Build dog houses
b.	Write articles
c.	Clean up days
d.	Community harvest day
e.	Community garden
f.	Plan a community meal
g.	Review all Interview Questions
The sky is the limit on projects. They would work with Knute and their MLB Mentor to develop their project.
[bookmark: _Toc117799725]Training Incentive
[bookmark: _Toc128689218]$15.00 per hour training incentive will be paid to youth. There will be a $1000.00 incentive for completing the Summer Internship program with 85% attendance. Aanjibimaadizing would provide transportation if needed.Non-Program Events
The program may choose to support youth attendance at other events, such as camp. The Program will not provide incentive pay for any activity that is not sponsored or attended by a Youth Mentor.
[bookmark: _Toc117799690][bookmark: _Toc128689219][bookmark: _Toc117799712][bookmark: _Toc117799702]Program Closures
At times, the program may need to adjust or not hold scheduled programming.
●	Youth programming will be closed when any of the local school districts in their area are closed for weather or emergency situations.●	The Ge-niigaanizijig Director may decide to cancel programming based on other health or safety factors.
●	Fridays may be used as a make-up day with Director approval.
●	Staff training that is scheduled on a quarterly basis.
●	All staff meetings with required attendance.
[bookmark: _Toc128689220]Youth Support Services
Eligible youth ages six (6) through twenty-four (24) who are enrolled in school and making satisfactory progress in attendance and grades will be eligible to receive supportive services. Youth must have a current approved Youth Program application and file including a current EDP.
Financial eligibility is based on the parental household unit income. Following the 477 income guidelines, youth families must be below 200% of federal poverty guidelines. Mille Lacs Band youth families over the 200% can be approved with MLB tribal funding. Eligible youth must live in the service area 50% of the year, except for college students. A college student’s address will be counted as their home address provided to the college. Youth support services do not impact parent support limits.
As a standard, the program funds activities that the Local Indian Education Parent Advisory Committee (LESPAC) would fund. Activities not supported by LESPAC may be denied. Weapons or guns are not allowable.
All Youth Support Services must be related to education or employment. Youth must provide proof of attendance and receipts to validate the use of funds. Youth who fail to provide proof will be barred from future support services for six (6) months.
Examples of eligible expenses include, but not limited to:
●	New employment clothing and supplies
●	Driver’s Education costs
●	Athletic or academic program fees and supplies
●	Special tutor costs (such as individual music lessons)
●	Leadership, education (school sponsored) or cultural camp costs, including tuition, travel and supplies. These events must be school sponsored.
●	Boarding school costs including tuition, travel and supplies (based on program recommendations/required list)
●	Birth Certificate or school required documents
[bookmark: _Toc128689221]Eligibility
To be eligible for support services, an applicant must meet at minimum these eligibility criteria:
· A signed and dated application
· Proof of residency in the service area
· Tribal Membership in the MLBO, be a MLBO 1st generation descendant, or a member of a 
· federally recognized Tribe
· Selective Service Registration for males over the age of 18
· A signed and dated Employability Development Plan (EDP)
· Income at or below 200% of poverty level, or be placed through WEX, or obtain new parttime or full-time employment
· Have an identifiable and correctible barrier to employment
· Income at or below 300% of the poverty level may be eligible with MLBO Tribal funding
The Tribe’s 477 plan will offer supportive services that include, but are not limited to: support for clients obtaining a new job, licenses, education, and support to assist clients in retaining a job.
Youth Support Services are available for youth ages 14 to 20 who live in households that are at or below 200% of the federal poverty guideline. The youth support service limit is $2,500 per fiscal year (10/1 to 9/30).
Adult Support Service limits are $3,000 per fiscal year (10/1 to 9/30). This amount does not include child care, but would be a cumulative total of all other support services.
[bookmark: _Toc128689222]Support Services Approval Procedure
1. The Intake Specialist will complete the Intake with the Client.
2. Intake and Client will sign and date the 477 Application.
3. Intake and Client will complete and sign the top portion of the EDP. Intake will write goals and check steps towards self-sufficiency and have the client sign the bottom of the EDP.
4. Intake will enter the information into OneTribe and complete the check request. The Case Manager will be listed as ‘Case Manager’ and the Intake Worker will be listed as the ‘Case Support Lead’ in OneTribe. All Support Services are entered as a ‘Check Request’.
5. Intake will submit all documentation to a Case Manager. A face to face meeting with the Case Manager is not required, unless requested.
6. The Case Manager will review with Support Service Policy and approve or deny. The Case Manager must case note the approval or denial in OneTribe. The Case Manager will give Intake the originals back. Intake will file in the hard file.
7. The Case Manager will sign the EDP on the bottom and submit to the Program Manager to complete the check request or gift card review.
8. The Program Manager will return the paperwork to Intake. Intake will verify information.
9. Intake will make the final client contact and file the paperwork. Intake will confirm it was reviewed and submitted in OneTribe.
10. Intake will distribute the check/gift card to the client. Intake is responsible for accepting receipts and closing out the case.
11. The check request should include all documentation for processing, but does not need to include the Tribal ID copy.
[bookmark: _Toc117799703][bookmark: _Toc118731897][bookmark: _Toc128689223]Youth Worker Clothing Allowance
Any Youth Career Exploration program hour-for-hour participant ages sixteen (16) through twenty- four (24) who is a member of a household that meets all the eligibility tests at the 300% of the poverty income level may be granted one hundred fifty dollars ($150) in clothing gift cards when starting a new placement or job. Receipts must be turned in documenting appropriate purchases. Failure to provide receipts prohibits the Youth Participant from both student and worker support services for six (6) months.
[bookmark: _Toc117799704][bookmark: _Toc118731898][bookmark: _Toc128689224]Youth Support Services Limit
The maximum amount of Youth Support Service funding per 12-month period beginning October 1st of each year, per Youth Participant, is not to exceed $2,000. This does not include academic achievement awards.
[bookmark: _Toc128689225][bookmark: _Toc117799705]Receipts
Youth are required to turn in receipts within 30 days for support services received. 
[bookmark: _Toc128689226]Expedited Services
To be eligible for expedited Services, an applicant must meet at minimum these eligibility criteria:
· A signed and dated application
Expedited Services include access to the classroom, client resume, and job application assistance.
[bookmark: _Toc117799682][bookmark: _Toc128689227]Youth Facilitated Services:
When a Youth Mentor or Coordinator determines a youth would benefit from Facilitated Services they will have a discussion with the youth and parent to discuss the service.
· If the youth and parent agree on the service, a Youth Facilitator service referral form will be completed.
· An Updated EDP will be completed that specifies the facilitator referral and what goals will be worked on.
· An updated ROI will be completed that will include the youth Facilitator. The facilitator may be part of this process when determining the type of information needed to meet the determined goals.
· When youth facilitator receives the referral form, and all other associated documentation, they will contact the youth and set up a meeting. 
· Goals will be transferred to a Monthly youth service agreement. The agreement will state long term objectives and short-term weekly steps that will be taken to meet those long-term objectives (goals).
· Each of the Short-term (weekly) steps on the agreement will have a $30.00 incentive when attained. Goals may be set weekly, monthly, or quarterly.
· The facilitator will make all effort to meet with the youth weekly to check in and track progress on the goals.
· The facilitator will seek assistance from all service providers in order to effectively assist the youth meet their long-term objectives.
· The youth will be paid monthly for the short-term goals they meet on their monthly youth service agreement.
· The youth facilitator will enter all case notes related to the youth in one tribe data entry system.
· If a referral comes in from outside our program the case will be brought forward to the director and district coordinator to determine eligibility for services.
[bookmark: _Toc117799691][bookmark: _Toc128689228]Youth Educational Expectations
Youth who attend Ge-niigaanizijig programming must also be attending school or classes. This would include alternative learning centers, GED, or local schools; unless they have graduated. Youth cannot come to the group if they did not attend school that day, unless they have a doctor’s note. Youth are expected to be passing classes and have a minimum of a 2.0 GPA or a positive progress at an ALC School. Youth who do not have a minimum of a 2.0 GPA, or who are failing any of their classes will meet with their youth mentor to set goals to help them pass classes. Credit recovery and passing grades will be required components of their EDP.
[bookmark: _Toc117799707][bookmark: _Toc118731883][bookmark: _Toc128689229][bookmark: _Toc117799692]School Attendance
Students must attend school for a full day, or the scheduled class time on the same day they attend Ge-niigaanizijig or Career Exploration to receive payment for that day, unless they have a doctor’s note. If youth are paid and they are found later to not have attended school, the next pay incentive will be withheld.
[bookmark: _Toc118731884][bookmark: _Toc128689230][bookmark: _Toc117799693][bookmark: _Toc118731885]Credit Recovery
The Alternative Learning Centers track credits differently from one another. Due to this some youth may be able to receive incentives weekly (paid monthly) for credit recovery goals that are met. Others will receive incentives for credit recovery goals met either quarterly or when credit attainment data is made available. 
The goals will be determined in such a way, if at all possible, that they will put the youth on track to graduate on time with their peers. There may be exceptions made for those with too many credits before them to do so. 
If credit recovery goals are able to be tracked weekly a 30.00 incentive will be paid when achieving that goal. If credit recovery goals are looked at quarterly or over longer periods of time an incentive of $50.00 per ½ credit or $100.00 per 1 credit may be given.
[bookmark: _Toc128689231]College Expenses
Aanjibimaadizing may assist with college expenses. Any support for college would be applied to their support service limit for the year. The program will be the payor of last resort. Applicants should have applied with Tribal Scholarship programs and FAFSA for loans. Applicants who receive support for college expenses must apply for two (2) scholarships prior to receiving the support. See Training policies.
[bookmark: _Toc117799698][bookmark: _Toc118731886][bookmark: _Toc128689232]Academic Achievement Incentives
The Mille Lacs Band- Ge-niigaanizijig program rewards active participants for academic success and achievement during the school year for mainstream students. This incentive program recognizes participants for earning honor roll status, perfect attendance, and grade improvement of grades on a quarterly basis. All students in Kindergarten through 4-year College graduation may earn these incentives.
●	A-Honor Roll is defined as a GPA of 3.667 or above= $250 Cash Incentive
●	B-Honor Roll is defined as a GPA of 3.00-3.666= $100 Cash Incentive
●	Improvement of Grades= $25 per letter grade improved per report card
●	Youth enrolled in alternative learning center= $100 Cash Incentive per credit earned or $50 per ½ credit earned
●	Perfect Attendance= $100 Cash Incentive per quarter
●	High school graduation or GED completion = $500 Cash Incentive
To obtain full amounts as listed above, participants can have no unexcused absences during the quarter in which they qualified for an academic achievement incentive. Participants tardy more than seven (7) times during the quarter will be given half the amount as listed above.
Participants who improve any letter grades from quarter to quarter will be eligible to receive an improvement of grades incentive. All grade improvements must be a full letter grade (ex: C- to B-).
To receive an attendance incentive, participants who have zero (0) unexcused absences during a quarter will be eligible to receive the perfect attendance incentive. To obtain the full amount, participants cannot be tardy more than seven (7) times during the quarter. Participants who are tardy more than seven (7) times will be subject to half the amount listed above.
Teen students who are working to improve grades may set outcomes with their mentor and receive a $30 incentive when they achieve an outcome. Teens who fail to make progress towards outcomes after six (6) weeks may have their incentive pay cut reduced.
Teens who graduate high school, college, or a technical school may receive a $500 incentive with the diploma being presented as proof.
[bookmark: _Toc128689233]Youth Behavior Guidelines
Aanjibimaadizing Youth Mentors will use positive behavior supports to work with children who may present challenging behaviors. Ge-Niigaanizijig is different in that it is a voluntary program. If challenging behaviors present themselves during programming, staff will work with families and youth to problem solve and minimize severe and/or aggressive and disrespectful behaviors. Since the youth program is optional, if severe/aggressive and/or disrespectful behaviors continue, the youth may be suspended from Ge-Niigaanizijig, or lose incentive pay. The Ge-Niigaanizijig program has zero tolerance for bullying. All behavior incidents will be documented in OneTribe.
The ‘Career Exploration’ youth are subject to all departmental policies. 
[bookmark: _Toc117799713][bookmark: _Toc118731901][bookmark: _Toc128689234]Youth Support Intervention
If a youth is exhibiting physical, unsafe or disrespectful behavior during program hours, the following procedures will be followed. If a youth has physical, unsafe, threatening, or disrespectful behavior, it will be noted on the weekly evaluation and the youth will be asked to correct the behavior. Parents will be notified. For physical violence, a phone call will be made to parents or guardians.
When a youth has a 2nd or 3rd incident, incentive pay will be reduced by 50%. This will be documented in OneTribe and parents will be contacted.
If the youth has a 4th incident, an incident that causes injury, or based on Youth Mentor’s and Director’s determination of a serious incident, the youth will be suspended for two weeks.
There is zero tolerance for gang activity, gang colors, gang signs, gang recruitment, or representation of the gang is not allowed at any type of activity or programming. This will result in an immediate 2 to 4-week suspension. Return to programming will require a meeting and signing a behavior plan. Any violence that is gang related will result in an immediate dismissal from programming for up to 1 program year.
In the case of police intervention, the youth will be suspended until the following year.
Youth are required to follow the building policies of the building in which the activities are held. Failure to do so may result in loss of pay or suspension.
If the participant or parent/guardian disagree with the disciplinary action given to the youth, they are welcome to follow the grievance policy in the Aanjibimaadizing policy and procedure manual.
[bookmark: _Toc117799708][bookmark: _Toc118731903][bookmark: _Toc128689235]Drug and Alcohol Policy
The Mille Lacs Band of Ojibwe has adopted the drug free work-place law which allows us to provide a safe, efficient and productive work environment for our employees. To help ensure a safe and healthy work environment, employees will be asked to provide a drug and alcohol sample to determine illicit or illegal use of drugs and alcohol. This would apply to the Aanjibimaadizing program participants. (see also Zero Tolerance) In order for a child to participate in the Aanjibimaadizing Youth program, the Program requires that a consent form be signed by the Parent/Guardian that give the Mille Lacs Band of Ojibwe permission to do an alcohol or drug test within these areas:
[bookmark: _Toc117799709]For ‘Career Exploration’ Admission
Based on screening outcome, youth participants will be placed in appropriate training programs. 
Post-Accident
A ‘Career Exploration’ student in a work-related injury or accident that requires medical treatment or causes property damage or loss.
[bookmark: _Toc117799710]Reasonable Suspicion
A youth who exhibits behavior which creates a reasonable suspicion of being under the influence of alcohol or other drugs at work.
[bookmark: _Toc117799711]Reasonable Suspicion for Possession
The Mille Lacs Band of Ojibwe reserves the right to utilize the assistance of law enforcement personnel in cases of possession or use of illegal substances on band property.
Parents/guardians will be contacted if a youth worker is required to do an alcohol and drug screen. If a youth tests positive, they will be suspended from the program for 30 days and must retest with a negative result to re-enter. A second positive drug or alcohol test will result in a 90-day suspension and must retest with a negative result to re-enter. A third positive test will result in a one-year suspension.


Parents must sign the following:
[bookmark: _Toc128689236][bookmark: _Toc117799687][bookmark: _Toc128689237]LGBTQ ALLY
No tolerance for bullying LGBTQ students from other students, teachers, and school staff on the basis of their sexual orientation and/or gender identity.
Transportation
Transportation by the youth programs is a privilege and not a right. Youth programs will establish regular routes that are never longer than 60 minutes. Providing transportation is dependent on staffing levels. Parents should be prepared to drop-off or pick up children.
[bookmark: _Toc118731905][bookmark: _Toc128689238][bookmark: _Toc117799689][bookmark: _Toc117799699]Youth Drop off and Release
Ge-Niigaanizijig staff will wait for incoming after-school buses by the front door of their program sites and greet youth members as they arrive. Staff will wait until ALL buses that arrive on a typical day have dropped off their regular group members. If a bus has not arrived at the usual drop off time, staff will wait at least 20 minutes or until verbal/email confirmation from the school/bus driver that the bus will be late or will not be arriving.
1.	All youth who are transported by must be dropped off with their parent/guardian or authorized adult as listed on the authorized drop off and pick up form.
2.	When staff drop off children, they must watch to see the child enter the house, or see the child with the parent/guardian.
3.	If a parent or guardian picks up the child(ren) from an event, they must sign the child out.
4.	Children may leave an event only if the Youth Mentor has received written parent permission, verbal parent permission, or a written text from the parent.
5.	Transportation to and from programming is not guaranteed and will be provided when staffing and time allows.
6.	Transportation must follow all safety guidelines. Transportation will not be provided if safety cannot be ensured.
7.     If a youth is caught vaping, drinking alcohol, or doing drugs in a program vehicle they will be able to utilize program transportation for a period of 3 months for the 1st offense, 6 months for the 2nd offense and 1 year for a 3rd offense. If there is a 4th offense they will be banned from transportation provided by the program.

[bookmark: _Toc117799685][bookmark: _Toc118731906][bookmark: _Toc128689239]Field Trips
If children will be traveling off the reservation, or the designated service site(s), staff will obtain written permission from parents.
[bookmark: _Toc117799714][bookmark: _Toc128689240]Check Release
Both Parent/Guardian and Youth must authorize the list of people allowed to pick-up their weekly teen incentive check. Only people who are authorized to sign for the check are allowed to pick up the check. The Parent/Guardian and youth must re-sign this document to add or delete someone from this list.
[bookmark: _Toc117799715]Parents/Guardians and Youth must sign the check release agreement form at enrollment. Checks will only be released to individuals listed on the agreement. Parents who do not have custody of their child(ren) may not pick up the child’s checks.
[bookmark: _Toc118731908][bookmark: _Toc128689241]Direct Deposit
A financial incentive will be provided when Ge-niigaanizijig youth open a savings or checking account and establish a direct deposit for their incentive pay. When signing up for direct deposit, the youth will receive a $100 incentive and their parents will receive a $50 incentive. Staff will assist with opening a bank account, reloadable debit card or an appropriate financial online account. Effective October 1, 2021 - Direct Deposit will be required.
[bookmark: _Toc117799706][bookmark: _Toc128689242]File Review
[bookmark: _Toc128689243]Parents/guardians of youth, or participants have the right to review their file and obtain copies of documents with a signed release. Documents may be released with a signed and dated Release of Information (ROI). OJIBWE LANGUAGE AND CULTURE
To be eligible for language and culture services, an applicant must meet at minimum these eligibility criteria:
 •	A signed and dated application
•	Proof of residency in the service area
•	Tribal Membership in the MLBO, be an MLBO 1st generation descendant, or a member of a federally recognized tribe
•	Selective Service Registration for males over the age of 18
•	Employability Development Plan (EDP) that is signed and dated
It is the purpose of Aanjibimaadizing to prepare the members of the MLBO community to contribute to the Mille Lacs Band. While a primary part of this contribution is in the form of employment that helps enrolled members thrive financially, it is of equal importance that MLBO membership reflects the unique history and culture of its people. As such, the Program also recognizes the vital role of education in traditional cultural and linguistic practices which allows those who receive services to contribute across the whole spectrum of membership in the Mille Lacs Band community. In pursuit of this balance, the Program will provide Ojibwe culture and language training which encourages fluency in the Ojibwe language, at the heart of which lie the values and lived experiences of the MLBO culture as a whole.
A language and culture focus serve as the nucleus of greater cohesion within family units, as both financial stability and a sense of cultural belonging are essential to the ongoing stability and health of MLBO families. A sense of respect for family is deeply embedded within the Mille Lacs Band tradition and culture. One form this respect takes is a belief that children inherit what their parents create. Because of this, they are deserving of the greatest respect and support in their movement toward adulthood. It is the position of the MLBO that education and training specifically oriented toward the preservation and dissemination of MLBO culture, particularly as it is encoded in the Ojibwe language, are of vital importance in furthering the aims of the MLBO in creating families that are financially, spiritually, emotionally and socially stable. These forms of stability are mutually supportive. This stability will support the four purposes of TANF.
Aanjibimaadizing will use funding to support the advancement and retention of Ojibwe language and culture. As components of this goal, these services will include, but are not limited to: the creation of Ojibwe language resources and activities, internships with elders or other Ojibwe experts, cultural camps, sugar bush, wild ricing, and resources and activities that promote Ojibwe language and culture.
[bookmark: _Toc118731911][bookmark: _Toc128689244][bookmark: _Toc117799751]Healthy Families Initiative
The Program also recognizes the vital role of having healthy participants. Aanjibimaadizing defines health as mental, physical, spiritual, and social-emotional. Financial well-being and self- sufficiency is critical to healthy families. Aanjibimaadizing will provide family centered educational opportunities. A health focus serves as the nucleus of greater cohesion within family units, as both financial stability and a sense of cultural belonging that are essential to the ongoing stability and health of MLBO families. A sense of respect for family is deeply embedded within the Mille Lacs Band tradition and culture. One form this respect takes is a belief that children inherit what their parents create. Because of this, they are deserving of the greatest respect and support in their movement toward adulthood. Healthy families will support the four (4) purposes of TANF.
The majority of participants served will be low income as defined by the Program. Opportunities for families may include, but are not limited to:
●	Cultural events
●	Parenting classes
●	Family events with an educational component
●	Workshops
●	Training
To be eligible for language and culture services, an applicant must meet at minimum these eligibility criteria:
•	A signed and dated application
•	Proof of residency in the service area
•	Tribal Membership in the MLBO, be an MLBO 1st generation descendant, or a member of the Minnesota Chippewa Tribe
•	Selective Service Registration for males over the age of 18
•	Employability Development Plan (EDP) that is signed and dated
[bookmark: _Toc118731912][bookmark: _Toc128689245]Rosetta Stone
Clients may add learning Ojibwe to their training plan using the Rosetta Stone. The completion incentive for each unit is $75.
[bookmark: _Toc128689246]HEALTH and SAFETY
Any staff or client with a temperature of 100 degrees or higher will be excluded from program offices until they are fever free for 24 hours. Staff may use sick or annual time if they are sick.
Staff or clients with a cough or cold symptoms may be asked to wear a mask, or go home. Failure to wear a mask will result in them being excluded from the program until they are healthy or comply.
Staff and clients should respect and use a social distance of six (6) feet between all persons when advised.
Staff must disinfect all common areas daily and work spaces daily.
Staff and clients who are agitated, disruptive, or abusive will be asked to leave the premises. Police will be called if necessary.
Health and Safety policies may change at any time with approval and notice from the Executive Director.
[bookmark: _Toc128689247]EMERGENCY POLICIES and PROCEDURES
In the event of an emergency, Aanjibimaadizing may be forced to limit services or close offices. The program will do its best to provide services for all clients during an emergency. The length of time for check processing may be longer for all services. The program recognizes that the financial support provided to clients is critical to their well-being and self-sufficiency requiring the operation of program services. Therefore, the program will make every effort possible to ensure client applications are processed and payments made during a time of emergency.
[bookmark: _Toc117799807][bookmark: _Toc118731915][bookmark: _Toc128689248]Staffing
Not all staff may be required to work full-time during an emergency situation. The following staff will be identified as critical and may work full-time during an emergency.
●	Executive Director
●	Director of Case Management
●	Director of Ge-Niigaanizijig
●	Director of Community Services
●	Training Manager
●	Program Manager
●	Urban Site Manager
●	Case Managers
Other staff will work limited, part-time, or full-time hours based on the emergency situation and the discretion of the Executive Director, and/or the Tribal Emergency Response Committee (TERC).
In the case of an extended emergency, situation staff may be furloughed, or have their work hours decreased.
[bookmark: _Toc118731916][bookmark: _Toc128689249]Client Communication
During emergency situations, Case Managers will become the one and only point of contact for adult clients. Youth mentors may be asked to maintain regular contact with youth clients by phone, email, or other electronic means.
During a time of emergency, Case Managers may accept documentation by email, phone, or FAX if an in-person meeting is not available. The following items must be documented when information is not taken in person by the Case Manager.
1.	Name of Client:
2.	Date and Time of Contact:
3.	Type of Contact:
4.	Phone number or Email used for contact:
5.	Case Note of the contact: 
[bookmark: _Toc117799808][bookmark: _Toc118731917][bookmark: _Toc128689250]Applications
Applications for services are available online at the Mille Lacs Band website on the Aanjibimaadizing page or Ge-niigaanizijig. Applications may also be requested from a Case Manager or Youth Mentor.
[bookmark: _Toc118731918][bookmark: _Toc128689251][bookmark: _Toc117799809]Programs
[bookmark: _Toc118731919][bookmark: _Toc128689252]TANF
TANF services will be available to clients at all times, even during an emergency. Applicants may access the application on the Mille Lacs Band website, Aanjibimaadizing page, apply by phone, or use ApplyMN online through the MN DHS site.
During an emergency a good cause exemption may be granted by the program for, but are not limited to the following:
●	Sanction time limit
●	Reporting timelines
●	Work participation rates
●	The program will follow MN DHS and federal government guidance issued during emergency situations.
During a time of emergency Case Managers may accept documentation and signatures by email, phone, or FAX if an in-person meeting is not available. The following items must be documented when information is not taken in person by the Case Manager.
1.	Name of Client:
2.	Date and Time of Contact:
3.	Type of Contact:
4.	Phone number or Email used for contact:
5.	Case Note of the contact:
[bookmark: _Toc117799810][bookmark: _Toc118731920][bookmark: _Toc128689253]Work Experience (WEX)
WEX placements may continue if placements are open during a time of emergency. In case of office closures or placement closures, the program may opt to pay a stipend of $300 per week for activities that clients complete leading to family stability and self-sufficiency. Clients are asked to complete 30 hours of activities and document these activities. The client must maintain contact with their Case Manager and communicate what activities they have worked on. These items include, but are not limited to:
	Career
	expanding your skills with online training, practicing for your GED, studying for your driver’s exam

	Education
	expanding what you know, learning new things and hobbies, reading books or magazines to improve your reading skills

	Culture
	learning new skills and working on crafts, participating in seasonal activities and cultural practices, language learning

	Family
	helping your children with their schoolwork, helping with household projects, reading stories to nieces and nephews

	Health
	exercising, meditation, taking walks, working on recovery

	Community
	helping elders, picking up roadside garbage, delivering food


WEX placements for clients may be limited, or not available, until the emergency is over and normal business operations resume.
[bookmark: _Toc117799811]Payments
During times of emergency, WEX payments will be processed every two weeks. All WEX payments will be mailed to participants in a time of emergency.
Youth payments will be processed once a month. All Youth payments will be mailed to participants in a time of emergency.
TANF payments will be paid through EBT cards on the same timelines as usual. Support Services
The program will accept and process support service requests that have all required documentation during a time of emergency. Please note that processing timelines may be significantly slowed. All support service checks will be mailed directly to the vendor unless otherwise requested and case noted.
[bookmark: _Toc117799812][bookmark: _Toc118731921][bookmark: _Toc128689254]Youth Services
Youth group activities for children in grades Kindergarten through 6th grade will be suspended during a time of emergency.
Teen group activities will meet virtually, by phone, or by email submission of journal entries during a time of emergency. Documentation of activities must be submitted for youth activity payment. Teens may also complete activities that lead to family stability and self-sufficiency that include, but are not limited to the following:
	Career
	expanding your skills with online training, studying for your driver’s exam, increasing what you know

	Education
	working on school work, working on hobbies, reading books or magazines to improve your reading skills, watching educational videos

	Culture
	learning new skills and working on crafts, participating in seasonal activities and cultural practices, language learning

	Family
	helping with household projects, reading stories to nieces and nephews, cooking meals

	Health
	exercising, meditation, taking walks, playing with pets

	Community
	helping elders, picking up roadside garbage, delivering food


Career Exploration Youth will follow the WEX emergency policy and procedure.
[bookmark: _Toc117799813][bookmark: _Toc118731922][bookmark: _Toc128689255]Classroom Services
Classroom services may be suspended during an emergency. The program is working to develop online training resources. Other online resources may be used by clients during this time.
[bookmark: _Toc117799814][bookmark: _Toc118731923][bookmark: _Toc128689256]Community Services
Community support for elders may continue on a limited basis and will focus on elders who are disabled and most in need of services.
[bookmark: _Toc117799815][bookmark: _Toc118731924][bookmark: _Toc128689257]Child Care
During a time of an emergency, the program may continue to pay child care providers their average child care assistance payment, whether or not children are in care. This payment is considered quality funding to ensure that the provider will be able to resume operations when the emergency is over. The program may also opt to waive co-payments.
The program may also pay additional funds as a quality measure. An example would be a stipend to cover increased cleaning costs or online training dollars for staff professional development.
[bookmark: _Toc128689258]DATA POLICY
[bookmark: _Toc117799817][bookmark: _Toc118731926][bookmark: _Toc128689259]Program Requirement
The management of program data to effectively support the availability, usability, integrity and security of data. A program must establish procedures on data management and have them approved by the Administrative Policy Board (APB), in areas such as quality of data and effective use and sharing of data, while protecting the privacy of client records in accordance with applicable federal, state, local and tribal laws.
[bookmark: _Toc117799818][bookmark: _Toc118731927][bookmark: _Toc128689260]Dissemination of Sharing of Data
Aanjibimaadizing will manage data as detailed in the following table. Data may be made available to the APB through monthly reports, the annual Public Law 102-477 (477) Statistical report and Narrative report, the annual State of the Band report, and the 477 Federal plan. Data policies, practices and procedures will be shared with staff members through program practices training, as well as, MAXIS and OneTribe training throughout the year.
[bookmark: _Toc117799819][bookmark: _Toc118731928][bookmark: _Toc128689261]Confidentiality of Data
Identifying data specific to a client such as a client name, name of a family member, address, social security number or other information that can be linked to a client, is not shared publicly, or with other agencies without the voluntary, signed and dated written consent of the client. This also includes client records that are directly related to the client, maintained by the program or by a party acting for the program and include information recorded in any way. The client may revoke consent at any time with a signed and dated request.
[bookmark: _Toc117799820][bookmark: _Toc118731929][bookmark: _Toc128689262]Disclosure without Client Consent
The Program may be required to disclose identifying information from client records without consent to:
(1)	Officials within the program or acting for the program, such as contractors and sub- recipients, if the official provides services for which the program would otherwise use
employees, the program determines it is necessary for 477 or Tribal TANF services, and the program maintains oversight with respect to the use, further disclosure, and maintenance of child records, such as through a written agreement (examples: auditors);
(2)	Officials within the program, acting for the program, or from a federal or state entity, in connection with an audit or evaluation of the program, or for enforcement of or compliance with federal legal requirements of the program; provided the program maintains oversight with respect to the use, further disclosure, and maintenance of client records, such as through a written agreement, including the destruction of the identifying information when no longer needed for the purpose of the disclosure, except when the disclosure is specifically authorized by federal law or by the responsible official (examples: Federal or State reviews);
(3)	Appropriate parties in order to address a disaster, health or safety emergency during the period of the emergency, or a serious health and safety risk such as a serious food allergy, if the program determines that disclosing the identifying information from client records is necessary to protect the health or safety of a client or other persons (example: calling 911 for a fire or a mandated report);
(4)	Comply with a judicial order or lawfully issued subpoena, provided the program makes a reasonable effort to notify the parent about all such subpoenas and court orders in advance of the compliance therewith, unless:
i.	A court has ordered that neither the subpoena, its contents, not the information provided in response be disclosed;
ii.	The disclosure is in compliance with an ex parte court order obtained by the United States Attorney General (or designee not lower than an Assistant Attorney General) concerning investigations or prosecutions of an offense listed in 18 U.S.C.2332b(g)(5)(B) or an act of domestic or international terrorism as defined in 18 U.S.C.2331
iii.	A parent is a party to a court proceeding directly involving child abuse and neglect (as defined in section 3 of the Child Abuse Prevention and Treatment Act (42 U.S.C.5101)) or dependency matters, and the order is issued in the context of that proceeding, additional notice to the parent by the program is not required; or,
iv.	A program initiates legal actions against a client or a client initiates legal action against a program, then a program may disclose to the court, also without a court order or subpoena, the child records relevant for the program to act as plaintiff or defendant (example: Family Services Court Order).
[bookmark: _Toc117799821][bookmark: _Toc118731930][bookmark: _Toc128689263]Storage of Data and Maintenance of Software and Web Applications
Storage methods of identifying data and client files are detailed in the table below. Security methods for software and web applications utilized for the storing of electronic data and the maintenance of the software and web applications is a function of Mille Lacs Band of Ojibwe IT Department (see Network Data Flow Diagram).
Tribal TANF data is entered and stored in the State of Minnesota MAXIS system.
OneTribe will supply the program with a copy of an annual security assessment of their data system.
[bookmark: _Toc117799822][bookmark: _Toc118731931][bookmark: _Toc128689264]Usability and Integrity of Data
Aanjibimaadizing designates the Director of Case Management as the Security Officer when working with the State of Minnesota and OneTribe. In this role, the Director of Case Management will be responsible for the following duties:
•	Assigning staff access control to relevant information in OneTribe based on job duties and responsibilities. Only Case Managers will have access to Tribal TANF data in OneTribe and MAXIS.
•	Coordinating access to MAXIS with the State of Minnesota.
•	Setting up and monitoring MAXIS trainings through SIR.
•	Removing or restricting staff access to OneTribe or MAXIS in case of extended staff leave or separation of employment.
•	Reviewing potential data breaches.
•	Monitoring for potentially fraudulent practices.
To ensure the accuracy and usability of data, the Executive Director and Director of Case Management work closely with program staff to monitor and assess data regularly. Accurate data enables the program to make informed decisions regarding program planning and design, and provide high quality services to our community.
The Director of Case Management will review and audit the following documents as least quarterly:
•	User Audit Log
•	Client sign-in sheets
•	MAXIS client case notes
•	OneTribe client case notes
•	SIR training logs
The tables below illustrate how the data is secured, how the data is collected and analyzed, who is responsible for tracking and collecting data and when the program manages and evaluates the data.
[bookmark: _Toc117799823]Data Access
The Director of Case Management in the capacity as the Security Officer will grant staff access to all data systems in use including, but not limited to: OneTribe, MAXIS, and SIR. Case Managers may not use MAXIS until all training required by the State of Minnesota is completed in TrainLink. All staff using MAXIS must complete the required State of Minnesota data security training.
All staff are required to sign a staff confidentiality policy.
Only Case Managers will have access to TANF case information in OneTribe and MAXIS. All other staff will be granted access to information based on their job responsibilities in OneTribe.
In case of a security breach, a staff person must report the breach to their immediate supervisor immediately. The supervisor will work with the Executive Director to contact the Minnesota Tribal Liaison and report the incident at the State level, if needed. Other breaches will be reported to the Mille Lacs Band of Ojibwe Information Technology (IT) Department.
In case of staff leave of absence or staff separation, the Director of Case Management will change their password that business day, or eliminate their access to all systems.
Staff who knowingly commit a data breach or fraud will be subject to the Mille Lacs Band of Ojibwe progressive discipline policies, up to and including termination.
[bookmark: _Toc117799824]Data Audits
The Director of Case Management must conduct a random data audit in MAXIS and OneTribe at a minimum of each month to review data entry and data access for a minimum of two (2) clients per each Case Manager. Audits of system access will be completed quarterly.
Data logs of system access will be created and kept for three (3) years by the Director of Case Management.
Staff who knowingly commit a data breach or fraud will be subject to the Mille Lacs Band of Ojibwe progressive discipline policies, up to and including termination.
[bookmark: _Toc117799826][bookmark: _Toc117799825]Record Retention
All client files will be kept for three (3) years after the date of case closure and the complete spend down of that year’s 477 grant funds are spent. TANF client files are to be kept for seven (7) years after the case closure and a complete spend down of that fiscal year’s 477 grant funds are spent. All of these conditions must be met per PL 102-477 regulations.
[bookmark: _Toc118731932][bookmark: _Toc128689265]Contingency Plan
All Case Managers, the Director of Case Management, and the Executive Director have laptops. All data systems may be accessed online with the use of a password. Staff are able to work from home on any given day or time. In case of emergency or power outage, staff will be able to provide client service at home, or in the District 1 office (which has an office generator).
The Director of Case Management provides back-up for all Case Managers who are unable to work. The most senior Case Manager will be appointed as Security Officer and back-up if the Director of Case Management is unable to work.
The Commissioner of Administration will provide back-up for the Executive Director if they are unable to work.
All work can be accessed electronically. All records are kept electronically and in a TANF hard file. Either the electronic record or the hard file should always be available.
[bookmark: _Toc118731933][bookmark: _Toc128689266]Management of Program Data
	MANAGEMENT OF PROGRAM DATA
Supporting the availability, usability, integrity and security of data

	Form
	Responsible
	Management of Data

	#1 Electronic record
i.e. client enrollment files, 
attendance, activities, 
transportation information, sign 
in sheets, special services, 
contacts, and other 
documentation specific to 477 or 
Tribal TANF data.
	Case Managers
Director of Case Management 
Facilitators
Director of Community Services 
Ge-Niigaanizijig Youth Mentors 
Ge-Niigaanizijig Director
	Line staff are responsible for 
ensuring data is correct, updated 
and meets program 
requirements.
Directors are responsible for 
monitoring data for accuracy, 
usability, and integrity.
All 477 client data is entered into 
OneTribe. All Tribal TANF 
participant data is entered into
MAXIS and OneTribe.

	#2 Hard Copy files
Eligibility files, enrollment files, 
client assessments, activities, 
progress notes, client contacts 
and other documentation specific 
to program management.
	Case Managers
Director of Case Management 
Facilitators
Director of Community Services 
Ge-Niigaanizijig Youth Mentors 
Ge-Niigaanizijig Director
	Line staff are responsible for 
ensuring data is correct, updated 
and meets program 
requirements.
Directors are responsible for 
monitoring data for accuracy, 
usability, and integrity.
All hard copy files are kept in a 
locked storage room in locked 
file cabinets.

	#3 Hard copy files
Staff background checks, staff 
training and development, staff 
certification and other 
documents related to human
resources management.
	Mille Lacs Band of Ojibwe (MLBO) 
Human Resources with support 
from Aanjibimaadizing Directors
	Staff files are kept locked in 
MLBO Human Resources.


[bookmark: _Toc128689267]Record Retention
All client files will be kept for three (3) years after the date of case closure and the complete spend down of that year’s 477 grant funds are spent. TANF client files are to be kept for seven (7) years after the case closure and a complete spend down of that fiscal year’s 477 grant funds are spent. 
All of these conditions must be met per PL 102-477 regulations.
[bookmark: _Toc128689268]

PARTICIPANT GRIEVANCE PROCESS
An opportunity for a fair hearing is available to any program applicant or client who believes they received non-standardized service, or are dissatisfied with actions or decisions taken by program staff. The following outlines the grievance process, as included in the 477 plan, dated 10/1/2019- 9/30/2022, as approved by the Federal Granting Agency. It is the responsibility of the program applicant or client to ensure all steps in the grievance process are followed:
•	A signed and dated release of information form must be on file with the Aanjibimaadizing Program, in order for the staff to share and/or discuss your case outside of the Aanjibimaadizing Program.
•	The applicant or client will be informed of their right to a review of the actions or decisions of the Program staff at the time of application. The request for a review must be in writing, detailing the reason the action is being challenged and submitted to the Executive Director of Aanjibimaadizing programs within ten (10) days of the adverse action. The Executive Director of the Aanjibimaadizing programs shall investigate the complaint and attempt to resolve disputes or issues informally whenever possible.
•	If such informal resolution is not practical or possible, the Program Administrator shall issue a decision on the matter within five (5) business days of its presentation to him/her, in writing, and supply a copy of the same to the applicant or participant and affected Program Staff.
•	Within ten (10) days after the issuance of the Executive Director’s or Aanjibimaadizing program’s decisions, any affected person may file a written appeal to the program grievance committee, which shall review and hear the matter within 30 days.
•	The Program Grievance Committee membership shall be established as needed by the Mille Lacs Band of Ojibwe Assistant Commissioner of Administration and made up of no less than three (3) Commissioners or Directors of Tribal Programs (or their designees) and shall not include the Executive Director of the Aanjibimaadizing programs.
•	The Program Grievance Committee shall issue its decision within 30 days of the conclusion of a hearing.
•	If no appeal to the Program Grievance Committee is made within the time allowed, the decision of the Aanjibimaadizing Executive Director shall be final and shall not be subject to appeal.
•	If, after exhaustion this procedure, the participant or client is not satisfied, they have the right to file a fully documented grievance to:
Attention: Division Chief 
Division of Workforce Development 
MLB MS 4513, 1849 C St. NW Avenue
Washington DC 20240
Questions or complaints alleging a violation of nondiscrimination provisions of WIA Section 188, may be directed or mailed directly to the Director, Civil Rights Center, US Department of Labor, Room N-4123, 200 Constitution Avenue N.W., Washington, DC 20210, for processing.

March 3, 2023 Amendments to Aanjibimaadizing Program Policies and Procedures 
	PAGE
	SECTION CHANGED
	BRIEF DESCRIPTION OF CHANGES MADE

	17, 34
	WEX Stipend Rates
	Corrected WEX stipend rates to $9.75 and $11.00. kmp 4/10/23

	27
	Participant Probationary and 720-hour Agreement
	Repeated words, corrected last line on page to “Permanent placement/720-hour period” kmp 4/19/23

	4
	Non-Discrimination Statement
	[bookmark: _GoBack]We add this as it is required for some grant applications, including CACFP. There have also been some instances involving LGBTQ+ clients and discrimination with using the correct name.

	8
	Client Code of Conduct
	Added that police would be contacted for serious behavior incidents, as we have had at least 2 serious incidents. It would also allow the program to ban them from services indefinitely with more than 1 serious offense.

	8-9
	Zero Tolerance
	Added in zero tolerance for smoking, vaping, drugs, physical violence, threatening behavior, and possession of any type of weapon. It also describes what will happen in these situations. Changed because we have these things happen in the last year. We also added zero tolerance for gang activity of any type since it is on the rise. Transportation is not guaranteed and must be done following safety guidelines.

	9
	Release of Information
	Updated to the new Release

	11
	Intake Process Documents
	Deleted and updated with new Process Document Form

	19
	Placement
	Changed UA to drug test since we do oral swabs

	20
	WEX Entry Plan and Orientation
	Added in the WEX Entry Plan and Orientation requirements.

	21
	Placement of Time Limits
	Added in one year from the start of the start of WEX placement.

	21
	Aanjibimaadizing Program Responsibilities
	Streamlined the sentences into 1 sentence.

	21-22
	Aanjibimaadizing Program Responsibilities
	Deleted sentence as checks are now distributed as received. 

	29
	GED and WEX
	Updated to correct Job Title

	36
	Child Care
	Deleted the word only available for northern clients. Added that childcare assistance is available for clients in Hennepin, Anoka, and Ramsey for MLBO members and 1st generation descendants.

	37
	Child Care Enrollment
	Added that the 1st parent who applies is the parent who will be qualified.

	38
	Unlicensed Child Care
	Deleted Family Friend and Neighbor and renamed Unlicensed to align with federal regulation

	38-39
	Payment
	Changed Family, Friend and Neighbor to Unlicensed to align with federal regulations. Increased the rate per hour to $3. Deleted that we will follow the MN childcare rate scale. Deleted language related to the State Median Income and chart. Added new language from the current 477 plan for determining co-payments and income levels that will be used.

	39-40
	Limits
	Added the Word Limits and increased the annual limit for childcare assistance to $15,000 per year.

	44
	Unlicensed Care
	Unlicensed Care is defined. Family, friend and neighbor was deleted and unlicensed added to comply with federal regulations.

	45
	Fraud Disqualification Notice
	Defined the disqualification period as 18 months.

	46
	Education and Training
	Added description for clarification.

	47
	Training Incentives
	Added information regarding Training Completion Incentives. Deleted line to eliminate conflicting information.

	47
	Client Training Procedure
	Updated to correct Job Title.

	49
	Adult Basic Education (ABE)
	Added information about ABE.

	55-56
	Driver’s License
	Added information about Driver’s License process.

	56
	Small Business
	Added the plan must be approved by the Training Manager, as several plans were lacking in details. For shared businesses, no more than 2 people may apply for the same business. Small Business support is available every 10 years and a plan is required for each application.

	57
	Small Business
	Added checklist of requirements that follow SBA guidelines to improve process.

	59
	Supportive Services
	Added that a vehicle without a lien will only have liability insurance paid. Insurance support will only be processed once every 2 years unless the client is below 100% of the poverty guideline.

	63
	Transportation Support Services
	Removed payment for vehicle tabs. Historically has not paid for tabs.

	65
	Vehicle Insurance Premiums
	Auto Insurance was made to match policy

	65
	Vehicle Savings Match
	Added option to use receipt of down payment as savings match.

	66
	Moving and Relocation
	Increased distance and included flat fee for moving/relocation expenses.

	66
	Support Service Gift Cards
	Added limits to the number of times certain gift cards can be received.

	67
	SNAP E&T
	Added policies for new services offered.

	83
	TANF Two Parent
	Added missing information to a two-parent family scenario.

	104
	Child Support Collections
	Added information and removed MLB CSEP form to make policy manual easier to interpret. Form is included in Aanjibimaadizing document files.

	105-106
	Program Violations and Fraud
	Updated information to match external policies. Defined the time limits more clearly. Any potential fraud documentation will be submitted to Tribal police. I the clients does not grieve, or present evidence of innocence, then the administrative disqualification will stand. If fraud is committed a second time, a client will be banned from services indefinitely.

	117
	Emergency Assistance
	May be accessed by 477 clients who are facing an eviction, foreclosure, or shutoff and have verification of shut off or eviction. Clients must also have a denial of payment from two other funders for their emergency assistance.

	118
	Youth Services
	Youth income will be collected, but all youth will be served regardless of income. Pregnant teens may be assigned a case manager and youth facilitator.

	119
	Youth Services
	Removed words that said steps for entering into One Tribe

	123
	Staff Requirements
	Deleted Check and Connect as a requirement. 

	124
	Staff Requirements
	Added that staff may not deny the rights of any parent to pick up a youth at any time.

	125
	After School
	Deleted as this was changed

	125
	Youth in sports
	Deleted as clearer policy was added. Added in the Youth Sports Policy for Incentive Pay for youth in sports.

	128
	Internships
	Deleted-the Internship section was completely changed

	128-130
	Summer Internships
	Added as a new section to describe the program

	128
	Career Mentor
	Added as a new section to describe the program

	129
	Attendance Policy
	Added requirements for youth internships

	130
	Community Service Project
	Added requirements for youth internships

	130
	Program Closures
	Added weather and emergency situations.

	132
	Youth Worker Clothing Allowance
	Amount was decreased to $150 because youth typically work part-time and to make it consistent within policy

	132
	Youth Support Service limit
	Changed to $2000 to make consistent within policy.

	132-133
	Youth Facilitated Services
	More clearly defined how youth incentives for facilitated services will operate and be paid.

	133
	Credit Recovery
	Added a section related to credit recovery for youth.

	135
	Youth Support Intervention
	Added zero tolerance language and suspension timelines. 

	135
	Drug and Alcohol Policy
	Added -see also Zero Tolerance Policy

	136
	LGBTQ Ally
	Added that we are an LGBTQ Ally.

	137
	File Review
	Added families may review files with a release.
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Small Business Development Program Checklist
First and Last Name:

Business Name:
The total amount of funding needed fo start this business is:
Total Amount requested: ($5000 max)

Amount of Match: (25% of amount requested)

Your Business Plan should include:
Description
O Provide a short summary of your business.
O Share your background (community work, skillsets, life experiences, knowledge, etc.) and how it
relates fo this business.
O Share your passion - why are you, your product, and your business special or unique.

Product/Service
O What needs or opportunities does this business seek fo addressz
O Explain the products or services you will be offering, their cost o produce and what fheir price will
be.

O How do they meet the needs or opportunities previously?
O Ave there ofher revenue streams (way to make money) that your business able to offer?

Target Market
0O Demonstrate a detailed sense of who your business will serve and who your customers will be.

Industry Analysis
O Whatindusty are you entering.
O Whatis the current industry outiook?
O Who are your biggest compefitors. Why are hey/aren't they successfu2
O What strengths and opportunities does your business have?
O What are your businesses weaknesses? Are fhere fhreats that your business willneed 1o overcome?

Markefing and Sales
D Where and how will your product be sold?
O How will you communicate about your business with your customers and target market?
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Expenses
O Liststortup expenses. What s the fofal startup cost2

Total [§ 3

O Wil this funding provide enough money fo reach my business milestones?
O I not, what are your plans fo find other funding fo accomplish those goals?
O Whatis your expected annual revenue?

Team and Key Roles
O How many employees do you expect o have?

O Who are they and how do they helpz
O What support, beyond funding, do you need to make your business a success?

Milestones/Gooals
O List ot least 2 business milestones and what fimeframe you expect them fo be completed in.
O How will you determine that you have successfully completed these milestones2
O Canthe milestones be accompiished in the fime frame and manner that is proposed?

Gwayako-bimaadiziwin (lead the fight kind o ffe]

O How wil this business impact the community it serves in a good way? Wil fhis business impact the
environment?
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Mille Lacs Band of Ojibwe

& Ge-niigaan

‘School sports Activity Policy and Agreement

The Mille Lacs Band of Ojibwe, Ge-iigaanizijg Program highiy encourages and promotes
Students o be involved in school sports during the school year. Partcipants who are involved
with Ge-nilgaanizii can be compensated with activity pay if the fllowing criteria i met:

ig Program

1 Participant must submit documentation with coach or athletc director
documentation, for games and practices they attend.

2 Participants involved in sports MUST maintain 2.0 GPA.
3 Complete one (1) assignment per week provided by Ge-niigasnizij staf.
a, Check in with Ge-iigaanizijg staff one (1) time per week in-person, or virually.

Youth should contact Ge-niigaanizig safffor the weekly assignment and return it within one
(1) week. Failure to check-in and/or return the assignment completed, will result inloss of pay
for that week.Youthvill be paid $25 for the assignment and $25 for the checkin.

By signing below, the partcipant and parent understands the terms of incentive for you
particpating in school sports

Printed Name of Youth Participant

Signature of Youth Partcipant Date

Signature of Parent/Guardian Date

Return this form to Ge-niigaanizijg Staff and include the following:
Coach Name and Contact Information
Calendar of Practices/Games
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AANJIBIMAADIZING
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Information

Any information obtained will be kept confidential and will be used only for the purposes directly connected with the administration of

benefits, services, or case management to me or on my behalf. Access to

information will be limited to persons whose work

assignments reasonably require access to accomplish the purpose stated above. Any information obtained may be released to a proper

governmental agency, court or law enforcement agency for purposes of legal and investigative action concerning fraud.
DR FAMES), PREVOUS RAMES) ALISES OF ANY OTHER RASHES USED GR KNOWH 87 ORE
Clent
Information | A0ORESS L
easonfor | DlCoordination of Services ‘Clestablish Eligbilty _ ClOngoing Case Management _ Clfamily Request
Disclosure | CXCient Request/Personal Clother please specify):
Exchange )
Exchange via O pickup Ofax Clemail Owmail Clverbal only
Authoriztion | Mille Lacs Band of Ojibwe Aanjibimaadizing | 320-362-7407 3205323785
From | conact e AL
e
Documents o) |~i5onees e s e
43408 Oodena Drive Onamia MN 56359
Recipient 10 do the following DRelease nfoto ___iReceive info from
Recipient of
ot ¢
Please Speciy Dates of Service From Date: ToDate:
fdotesare ot specifid,only the mostrecent s will e reeased.
DSocial Services Info. OProof of residence Clincome Verfication OEducation Records
DCiémployment Records Proo of enroliment Cchilg support Dltegal/Court/p0.
Clother (please specify):
The law requires a Special Consent for Chermical Dependency Program Information.
Please Specfy Dates of Service From Date: To Date:
SPECAL | i1 dotes e not specfe, onlythe most ecent visit wil e released
consenTs.
ForChemical | C1CD Assessment summary  [1CD Weekly Summary Notes  (1CD Discharge Summary CRule2s
Dependency | [Jverbal Only (NO records)  CIOther [please specify):
= iy ) (please specify):
pronetoncn. | Each disclosure made with the client’s written consent must be accompanied by the following witten statement:
educisure | 1pi information has beendisclosed 1o you rom records protecte by Federal confdentoliy rules (42 CFR Port 2). T Federal ules probibi ou fom
{2G.P2) | mating any further diclosure of tisinformation unles further dislosur s expresly permitte by the written cosent of th person to whom  ertains
or as otherwise permitted by 42 CF, Prt 2. A generalauthorizationfo the release of mecica o other information is NOT sufficient fo tis purpose. The
Federal e restric ny use ofth information to criminallyinvestigate or prosecute any lcohol o orug abuse patient.
"Aanjbimaadiing cannot prevent the re-disclosure of records released as 3 result of this request, and after the Information | released
ReDisclosure | from Aanjibimaadizing, the records may not be subject o the Federal Privacy Rule Laws. A photocopy, facsimile, or digital copy of this
authorization i valid as orginal.
“This consent will end one year rom the date of Sgnature unless | Indicate an earlier date here: "or I request In wriing to revoke
Expiration & | this authorization. | have the right to revoke this authorization at any time by giving written notice to Aanjibimaadizing. | understand
Revocation

that this does not include any information that has been shared between the time | gave this consent to share information, and the time.
the consent was canceled.

RIGCENT SRATORE B

AT O AR SGNATURE N BETALY O WNGR APPUCANT P AV OF MIROR ASOVE] e





