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 Field Operations Memo 2005-26 
 June 20, 2005 
 
 

To: Transitional Assistance Office Staff 
 
From:   Cescia Derderian, Assistant Commissioner for Field Operations 
 
Re: TAFDC: Structured Job Search (SJS) Meeting the Work Program 

Requirement 
 
 
 
Purpose of 
Memo 

 
The purpose of this memo is to: 
 
• inform TAO staff that Structured Job Search (SJS) may be used to meet 

the Work Program requirement at any time within the 24 months of time-
limited benefits; 

 
• introduce the process for prioritizing referrals to SJS; and 
 
• provide procedures for creating a referral to SJS. 
 
The change is effective July 1, 2005 with State Letter 1298. The goal of this 
change is to have more applicants and recipients participating in Work 
Program-related activities that will lead to employment and self-sufficiency. 
 

 
Obsolete 
Material 

 
This Field Operations Memo obsoletes the New Initiative Memo of July 19, 
2004. 
 

 



  
 2005-26  
 Page 2   
 
SJS Initiative 

 
This change is being implemented in cooperation with the Division of Career 
Services (DCS) in an effort to increase participation in Work Program 
activities and help recipients secure jobs. Recipients who have used their 60-
day work search period and have not met the Work Program Requirement 
either through work or education or training will be strongly encouraged to 
participate in Structured Job Search rather than Community Service. 
 

 
Appropriate 
Referrals 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
AU Managers play a crucial role in marketing the advantages of participation 
in SJS. Participation in SJS will not exceed 90 days.  
 

SJS must NOT be mandated as an activity. However, recipients should 
be strongly encouraged to enroll in this program. 
 

When discussing SJS with recipients, AU Managers must stress the 
advantages of participation: 
 

• SJS is an intensive program designed to help recipients find employment. 
The program includes: orientations, assessments of recipients’ skills and 
barriers to their employment, intensive case management, job search 
skills, staff-directed job search activities and job placement. 

 

• DCS will help applicants and recipients find work during the SJS activity.
 

• At the end of the recipient’s time-limited benefits, participation in SJS 
will be an important factor in reviewing a request for an extension of 
benefits beyond the 24-month period, if needed.  

 

 
Prioritizing 
Referrals 

 
Applicants and recipients who meet the following conditions are the priority 
referrals to SJS: 
 
1. Those whose 60-day work search period has just expired and are not 

meeting their work requirement through employment, education or 
training and who would normally be referred to community service. 

 
2. Those who have been given good cause for not participating in 

community service due to a lack of community service sites. 
 
3. Those who are currently sanctioned and express a willingness to comply 

with the Work Program through SJS. 
 
4. Those who are currently participating in community service sites. 
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AU Manager 
Responsibilities 

 
Once the benefits of participating in SJS have been explained and the 
applicant or recipient agrees to participate, the AU Manager must: 
 
• from the Member List window of the ESP Services workflow, select the 

applicant or recipient being referred to the Structured Job Search activity; 
 
• conduct an ESP Assessment; 
 
• ensure that the component of “Structured Job Search” is listed on the ESP 

Component Eligibility window; 
 
• contact DCS to inform them of the referral and to schedule an 

appointment for the applicant and recipient to go to DCS; 
 
• complete an Employment Services Program (ESP) Referral and Response 

form for the applicant and recipient to take to DCS for completion; 
 
• once the completed Employment Services Program (ESP) Referral and 

Response form has been returned by the applicant and recipient, complete 
the ESP assessment;  

 
• if requested and eligible, complete a referral for child care to the 

appropriate agency; and 
 
• once returned, enter the Participation and Attendance Form (ESP-7) onto 

the Monitor Participation window. 
 
Recipients must be told that failure to meet participation guidelines without 
good cause will result in a pending sanction being created. 
 
AU Managers are reminded that prior to authorizing a Level 3 or Level 4 
sanction for the month, if good cause is claimed by the recipient, the AU 
Manager must: 
 
• generate a VC-1 giving the recipient 10 days to prove good cause; 
 
• once good cause is verified, the AU Manager must delete the pending 

sanction request from the Interview Wrap-up window by: 
• highlighting and selecting the existing pending sanction request; 
• clicking on the “Delete” push button; 
• clicking on the “Yes” button in response to the question “Are you sure 

you want to delete this data?”; 
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AU Manager 
Responsibilities 
(continued) 

 
• on the Sanctions tab of the AU Composition Results window, use the 

removal reason of “Good Cause.” This will prevent the sanction level 
from increasing the next time the recipient is sanctioned; and 

 removing the recipient’s Ineligibility Reason that appears on the AU 
Composition Results window; or 

 
 if good cause is not verified within the 10 days or the recipient does not 

claim good cause, the sanction must be authorized following instructions 
in Field Operations Memo 2005-8. Good Cause language appears on the 
Participation and Attendance forms. 

 
REMEMBER:  These procedures do not apply to recipients enrolled in 

Structured Job Search as an Extension activity. 
 

 
Curing a 
Sanction by 
Participating in 
SJS 

 
To cure a sanction for failure to meet the Work Program requirement, an 
applicant or recipient must participate in SJS for two weeks.  
 
If an applicant or recipient chooses to enroll in SJS, the AU Manager must 
inform the applicant or recipient that participating in SJS for two weeks will 
cure the sanction. 
 

 
Recipient 
Responsibilities 

 
Once enrolled, the applicant or recipient must: 
 
 Participate in the SJS activity for the required hours per week. 

 
 Return the ESP-7 form monthly to his or her AU Manager to confirm 

adequate participation. 
 
 Once employed, report wages to his or her AU Manager to be entered on 

BEACON. 
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Completing the 
SJS Component 

 
Once the SJS activity has been completed and the recipient is working, the 
AU Manager must: 
 

• On the TAFDC tab of the Work Requirements window, ensure the 
“Compliance Reason” is Participating. 

 

• Update the EDP on BEACON so support services may be authorized, if 
needed. 

 

• Go to the Employment Status window on the Assessed Person Income 
and Expenses Statement workflow to enter wage information and 
expenses. 

 

• Make sure the recipient understands that he or she will be placed on 
monthly reporting and that it is his or her responsibility to complete and 
return the Monthly Report to ensure that his or her monthly TAFDC 
benefits are calculated correctly. 

 

• Authorize these changes on the Interview Wrap-up window.  
 

 
Additional Time 
Needed to 
Complete SJS 

 
If the recipient is cooperating in the SJS activity and needs additional time 
beyond the 90-day period to complete his or her activity, the TAO Director 
or designee must review the recipient’s participation in SJS and inform the 
AU Manager if the extension is warranted.  
 

The AU Manager then must inform the recipient that he or she has an 
additional 30 days to complete the SJS activity. 
 

 
Special 
Instructions: 
Currently 
Enrolled 
Recipients in 
Worcester and 
Fall River TAOs 

 
Attachment A and an appointment letter must be sent to each recipient 
currently enrolled in the SJS Initiative to explain the new SJS requirements. 
AU Managers must schedule appointments no sooner than July 1.  
 

At the interview, once the SJS requirements are explained to the currently 
enrolled recipients, the AU Manager must create an EDP following 
procedures found on page 3 of this memo. 
Note:  The start date of the activity entered on the ESP Activity Disposition 

window must be the date of the interview. This will ensure that an 
ESP-7 is generated for the appropriate month. 

 

AU Managers should enter on the Narratives Tab that the recipient has been 
removed from the Fall River/Worcester SJS Initiative and enrolled in the SJS 
Component. 
 

 
Questions If you have any questions, please have your Hotline designee call the Policy 

Hotline at 617-348-8478. 
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  Attachment A 
 
 

Notice to Structured Job Search Participants in the Fall River and Worcester areas  
 
 
Currently you are participating in a special program which allows you to meet your work 
requirement, through Structured Job Search rather than Community Service.  For many 
recipients, Structured Job Search is a better choice than Community Service in achieving self-
sufficiency. 
 
 
For the past several months, this program has been available in the Fall River and Worcester 
areas.  Because of its success, the Department of Transitional Assistance will be expanding it to 
the rest of the state.  With this expansion, if you fail to participate in Structured Job Search your 
case will be subject to sanction.  You will no longer be referred back to the Community Service 
Program before being subject to sanction.  
 
 
An appointment letter from your worker is included in this mailing.  At that appointment, you 
will need to fill out some forms to continue your participation in Structured Job Search. Your 
worker will also explain the changes to the program and how they may affect your case.  
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