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WorkFirst

 (
Step-by-Step
      
    Important Facts
            
Overview
)Process: Support Services
Support services are goods and services purchased to help WorkFirst participants become independent. They are for participants who are actively engaged in job search or other activities on their Individual Responsibility Plan (IRP).
Important Facts about This Process:
1. Support Services are transitional by nature and are not an ongoing supplement to the WorkFirst participant’s grant. They are intended to help the WorkFirst participant to transition off TANF to wages or other income sources.
2. Support Services are limited to $3000 per Program Year (July 1 to June 30) per WorkFirst participant (total dollar limit is the combined expenditure of DSHS, Partner and ESD)
3. Support services are restricted according to the activity in which the WorkFirst participant is involved. Activity categories are:
a. Work-related (looking for work or participating in workplace activities).
b. Safety-related (meeting significant or emergency family safety needs).
c. Other activities (include any activity contained in the client's IRP).
4. For all support services provided justification needs to be documented on the WorkFirst participant’s eJAS Notes screen.
Process Steps:
Each time a voucher is created for support services it must be documented on the eJAS Notes screen. Include the following information: 
1. The reason (either to look for work, stay employed, or personal safety). 
2. Any community resources considered. 
3. A statement that the WorkFirst Counselor determined this was the most economical option. 
4. For license tabs and fees, document that the WorkFirst Counselor verified that the participant is the registered owner of the vehicle and list the year and make of vehicle. 
5. For vehicle repairs, document that the WorkFirst Counselor verified the participant is the registered owner of the vehicle and list the year and make of the vehicle.  Document that participant obtained two estimates for the repair, listing both vendors and costs. If the participant is contributing to the cost, include the amount.
6. For tools, document that the tools are required to participate in training, accept or maintain employment, and that all other students/ employees have the same requirement for tools. Use  Statement of Tools Required-Form
7.  (
Step-by-Step
)If the WorkFirst Counselor reduces the requested amount or denies the request, document the reduction or denial and the reason for the denial. 

WorkFirst Point of Contacts:
WorkFirst Administration Unit   
1-800-339-3981

Policy / Mandates Informing This Process
1.  WorkFirst-Support Services-WAC 388-310-0800	
2.  Define Support Services - 	WorkFirst Handbook 2.2.1
3.  Support Services Availability by eJAS Component-chart
4.  Request Exception to Rule-WorkFirst Handbook 2.2.8
5.  Exception to Rule Form
6.  Support Service Directory
7.  Statement of Tools Required-Form
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