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GUIDELINES FOR PARTICIPANT NSITION PROCEDURES, SUBMISSION OF
PARTICIPANT TRANSITION ROSTER, AND CRITICAL DEADLINES FOR
“STAND-ALONE” WELFARE-TO-WORK (WtW) CONTRACTORS

The purpose of this Directive is to transmit participant transition guidelines and procedures to “stand-
alone” WtW Contractors whose City WtW contract will expire on June 30, 2002. The Contractor is
advised that this Directive also transmits guidelines for the preparation and submission of an initial and a
final participant roster. Due to the time-sensitive nature of the transition process, the Contractor is
cautioned to review the information contained in this Directive carefully, as deadlines are set throughout
the document. In accordance with the terms established herein, the Contractor will transmit several critical
documents to all participants currently enrolled under its Welfare-to-Work program. The City expects that
the Contractor will accommodate the needs of its Limited English Proficiency (LEP) clients by translating
the attached documents into the appropriate language or by making alternative accommodations. The
Contractor is further instructed to contact its WDD Program Analyst to clarify any related matter, or to
inform the City of any circumstances that may require special attention.

This Directive is divided into the following sections:

L Submission of Initial Participant Roster (due: Tuesday May 21, 2002 )

IL Issuance of Participant Notice Letters (mail by May 16, 2002; deadline for participant
response is no later than June 7, 2002)

I Transference of Case File Materials and Participant Completion of Client Information

Release Form
Iv. Participant Terminations
V. Final Roster (due: Thursday, June 13, 2002)
VL Receiving Agencies
VIIL Retention of Original Participant Files
VIII.  Completion of Participant Activities
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Submission of Initial Participant Roster

The Contractor is required to submit an initial roster listing all participants currently enrolled
under their City Welfare-to-Work program, using the forms provided both in hardcopy and
electronic form on the enclosed diskette. The Contractor is required to transmit this initial roster
to their assigned Program Analyst in electronic form, no later than Tuesday. May 21. 2002. The
Contractor is asked to enter as much data as currently available, as the City will transmit these
initial rosters to agencies, which the City has selected to receive the transitioning WtW
participants. In the event that the Contractor has not received a diskette containing an electronic
form of the Participant Roster, another copy may be requested from the following WDD staff
member:

Bernyesha Hollins

Email: bhollins@cdd lacity.org
Phone: (213) 485-4756

FAX: (213) 485.8151

Issuance of Participant Notice Letters

The Contractor is required to mail the attached participant notice letter to all currently enrolled
participants, no later than May 17, 2002. The City advises the Contractor to obtain and file a
return receipt for each participant notice letter mailed. The Contractor is required to complete all
appropriate fields contained in the attached letter. The letter should specify a three-week deadline
from the time the letter is mailed, by which time the participants must contact their case manager
with their decision. In addition to mailing the notice letter, the Contractor must make and
document a reasonable effort to contact participants either by phone or in person. Due to time
constraints, the Contractor should begin these alternative means of contacting the participant prior
to the participant response deadline, which should be no later than Friday. June 7. 2002.

The notice letter advises the participant that the WtW program operated by the “stand-alone”
Contractor will not continue beyond June 30, 2002. The letter also communicates various options
to the participant including the option to transfer into another Welfare-to-Work program, which
has been selected by the City.

The Contractor may only refer participants to the City Welfare-to-Work operators identified in
Section VI “Receiving Agencies,” of this Directive. The Contractor must list the name of the
City-designated, receiving agency in the appropriate sections of the attached forms. An electronic
version of this document is also contained on the enclosed diskette.

Transference of Case File Materials and Participant Completion of Client Information
Release Form

In an effort to assist the receiving agencies to better serve transitioning participants, the Contractor
is expected to provide copies of all mandatory WtW case file documents, including, but not
limited to the following: DPSS WtW Eligibility certification, or equivalent eligibility
documentation; Participant Acknowledgement of Receipt form for WtW grievance policy;
Individual Service Strategy (ISS) form; Assessment and Test Score Documents; and Program
Application forms.

Before these materials can be transferred to the receiving agency, the Contractor will need to
obtain release forms signed by the participants, authorizing the Contractor to transfer material
from the case files. The Contractor is instructed to include the Client Release form along with the
participant Notice Letter and to identify the City-designated, receiving agency in the appropriate
field(s). The Contractor is expected to conduct additional follow-up to obtain this duly signed






