DEVAL L. PATRICK
Governor

TIMOTHY P. MURRAY
Lieutenant Governor

To:
From:

Re:

Purpose of
Memo

Obsolete Memos

Commonwealth of Massachusetts

Executive Office of Health and Human Services

Department of Transitional Assistance
600 Washington Street yBoston, MA 02111

JUDYANN BIGBY, M.D.
Secretary

JULIA E. KEHOE
Commissioner

Field Operations Memo 2008-46
September 2, 2008

Transitional Assistance Office Staff
John Augeri, Assistant Commissioner for Field Operations

TAFDC - Orientation PowerPoint Presentation as an Application
Activity

Field Operations Memo 2007-45 introduced TAO staff to Orientation
Sessions. Attendance at these sessions was voluntary for any TAFDC
applicant or work program required client. Orientation Sessions provided
applicants and clients with information about their TAFDC benefits and
services offered to help them become economically self-sufficient as well as
an introduction to ESP providers offering services to help applicants and
clients become self-sufficient.

To ensure that all TAFDC applicants receive this critical information in as
timely and as uniformly a way as possible, the Department is making the
orientation PowerPoint presentation a required part of application activities
for all TAFDC applicants (see 106 CMR 702.125 (C) and (E)). This change
in procedure will begin September 2, 2008.

The purpose of this memo is to tell TAO staff about the orientation
PowerPoint presentation as an application activity and follow-up activities.

This Field Operations Memo obsoletes Field Operations Memo 2007-59 and
the New Initiative Memo dated February 7, 2008 entitled: New Initiative
TAFDC - Revised Orientation Session.
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The Department is instituting orientation PowerPoint presentations as an
application activity to ensure that all TAFDC applicants receive important
information in as timely and as uniformly a way as possible. These
orientations are intended to supplement and complete the application
interview by giving applicants critical information regarding their rights and
responsibilities as well as benefits and services that they are now eligible for
or for which they may be eligible. These orientations are also intended to
supplement the ESP Provider sessions for work program required clients.

Orientation PowerPoint presentations will be available in the following
languages based on the applicant’s primary language: English, Spanish,
Vietnamese, Cambodian, Haitian Creole, Russian, Chinese (in Cantonese and
Mandarin dialects), Portuguese, Cape Verdean and Somali. If a client does
not speak any of those languages, refer to Field Operations Memo 2008-16
(Department Interpreter Services Enhancements) for procedures.

IMPORTANT: While the orientation PowerPoint presentations have been
translated into different languages, translators will still
need to be present to help the applicant complete the
application process. Bilingual case managers and Human
Service Assistants (HSA) must be used, if available, for
in-person or telephone communications with clients.
Qwest Telelanguage interpreters (Telelnterpreters) should
be accessed whenever a bilingual case manager or an
HSA is unavailable to assist a walk-in or telephone client.
All TAO staff will have direct access to Qwest
Telelnterpreters.

Once a TAFDC applicant arrives at the TAO for his or her application
interview, he or she must be given the TAFDC Applicant Information
document (Attachment A) by the receptionist. The applicant should be asked
to complete this form while waiting to be interviewed by his or her case
manager. This document will help the applicant determine what services he
or she may need to find a job that will lead to economic self-sufficiency.

IMPORTANT: Applicants who have been closed (for a reason other than

a Work Program sanction) and reopened within 6 months
are not required to view the orientation PowerPoint
presentation unless they have not previously viewed it.
Ineligible grantees who are ineligible for a reason other
than being sanctioned for failure to meet a TAFDC
program requirement are not required to view the
orientation PowerPoint presentation.
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The applicant will view the orientation PowerPoint presentation either in a
regular orientation session, a group session (either while waiting for the
application interview or after the application interview) or on the case
manager’s computer during the application interview. The orientation
PowerPoint presentation shown to the applicant on the case manager’s
computer during the applicant’s interview is the preferred method of having
the applicant see this presentation. If the TAO chooses to show the
orientation PowerPoint presentation in an available conference room, a TAO
staff member must be present to answer any questions applicants may have
after viewing the orientation PowerPoint presentation.

Additionally, TAOs should show the orientation PowerPoint presentation at
the ESP Provider sessions for work program required clients.

Novell Message pop-ups e-mails are used by receptionists to inform case
managers when clients or appointments have arrived. These messages usually
include the client’s name and/or Social Security Number. Since applicants
will have access to case manager’s computers while watching the orientation
PowerPoint presentation, effective immediately TAO Managers must ensure
that receptionists will send Novell Messages e-mails stating: “Your 10 a.m.
appointment is here.” or “You have a walk-in.” vs. “Mary Jones is here for a
10 a.m. appointment.” or “Barney Smith (SSN 555-55-5555) wants to talk to
you about verifications.”

Once the application interview has been completed on BEACON, the case
manager must show the applicant the orientation PowerPoint presentation.
See Attachment B for a Training Desk Guide to initiate the PowerPoint
presentation. Each TAO has an orientation PowerPoint presentation, located
in the “W” Drive, in the folder entitled “Orientation ML.” The case manager
will:

e ensure that the sound on the case manager’s computer is not muted and is
not at a level to distract co-workers and clients in the immediate vicinity;

e select the appropriate orientation PowerPoint presentation language for
the applicant;

e onthe menu bar, select “Slide Show”;

e from the dropdown list, select “View Show”; and
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e while the orientation PowerPoint presentation is being shown, review the
TAFDC Applicant Information document (Attachment A) for
completeness.

Once the orientation PowerPoint presentation is completed, the case manager
must:

e enter the date the applicant viewed the orientation PowerPoint in the
“Orientation Date” field on the TAFDC tab of the Work Requirements
window;

e ask the applicant if he or she has any questions related to the orientation
PowerPoint presentation; and

e review the Applicant Information form with the applicant to determine
what activity the applicant would like to enroll in.

The applicant should also be encouraged to attend the next ESP Provider
Session, to help determine in what activity he or she would like to enroll. The
case manager must then schedule the applicant for the next available ESP
Provider Session by annotating the ESP Provider Session Log (Attachment
C). This is a new log to be kept by the receptionist. Once scheduled, the
applicant must be given the ESP Provider Session Reminder letter
(Attachment D). This is a new letter used by the case manager to remind the
applicant of the date and time of the ESP Provider Session appointment.

If the work program required applicant does not keep the appointment and he
or she has used the 60-day work search period, he or she must be referred to
community service immediately to meet the work program requirement. If
the work program required applicant does not keep the appointment and he or
she has not used the 60-day work search period, follow procedures in Field
Operations Memo 2004-16.

At the completion of the application, the applicant should be given an
application packet. The application packet includes: the Department’s
Mission Statement, the printed Orientation PowerPoint presentation, program
brochures, the Your Right to Know brochure and local ESP provider
information.

The case manager would then process the application following established
procedures.
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Applicants Some TAFDC applicants may require a home visit. Applicants requiring a
Requiring a home visit usually include those that cannot come into the TAO due to a
Home Visit disability or those applicants who are agoraphobic. Any request for a home

visit must be processed by the TAO Director or designee who will determine
the appropriateness of the home visit request and if appropriate assign the
application to a case manager following established TAO protocol. If a
TAFDC applicant requires a home visit as part of the application process, the
assigned case manager will:

e schedule the home visit;

e print out the orientation PowerPoint presentation and bring it, the
application packet and the TAFDC Applicant Information document to
the application interview;

Note: The case manager would select the appropriate language for the
applicant, click on “File” and click on “Print” to print out that
Orientation presentation.

o take the application following established procedures;

e have the applicant fill out the TAFDC Applicant Information document;

e have the applicant review the orientation PowerPoint presentation;

e discuss any questions the applicant may have regarding the orientation
PowerPoint presentation; and

e review the TAFDC Applicant Information document with the applicant to
determine what activity the applicant would like to enroll in.

The case manager would then process the application following established
procedures.

Questions If you have any questions, please have your Hotline designee call the Policy
Hotline.
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Massachusetts Department of Transitional Assistance
Attachment A

: TAFDC Applicant Information
Please answer these questions as best as you can. The answers will be used to help
decide the best activity for you.

Your Name Your Social Security Number

Your Phone Number Today’s Date

1. What grade did you finish in school?

2. When did you last work?

3. What are some jobs you have had in the past?

4. What are some work skills you have?

5. What things do you have a difficult time doing at work?

6. What jobs are you good at?

7. Do you need child care assistance?

8. What job or jobs would you like to have?

Please continue filling out the other side.
TAFDC App-Info-1 (9/2008)
02-860-0908-05
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Attachment A

TAFDC Applicant Information (continued)

9. What training do you think you are going to need to get a job?

10. What are some things that stopped you from getting a good paying job?

11. Do your children have any serious issues that you want us to know about (for example,
health problems or social service involvement)?

12. Do you use public transportation to get where you need to be? Do you have public

transportation nearby?

| need the following services/help to become self-sufficient:

Please check all that apply.
Education &Training

____high school/GED

_____tofinish college

____ tolearn a trade, or specific job skills

Job Search/Job Placement

____ tofind a job or a better job

___ towrite aresume

___ career counseling

___ help to improve job interviewing skills

Transportation
help with arranging a carpool
help paying for gas or public transportation

help to get a driver’s license
help with car repairs
help to get a car

Housing
need to find affordable housing

Clothing

___ for educational/training
__ for work/job searching
__ for ascheduled court date

Child Care/Parenting
help paying for child care
help finding quality child care

Personal/Budgeting/Finance

____understand the advantages of earnings and the
effect on cash, Food Stamps and MassHealth
benefits

___tax benefits once you start work

____money management recommendations
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Attachment B

Accessing PowerPoint from Your Computer

Step One: Click on the “Application Explorer” icon on your computer and then click on the
“W” Drive.

L—@ Application Explorer
ig Login on 'Dta-Fp-bos-0035ys' (F!)
! —® ashassistancefullengagement on 'Dta-fp-bos-0034,
| E Welstj on 'Dka-fp-bos-003 vol2\Home' (H: )
S public on 'Dta-Fp-bos-00315ys' (P1)
E Server on 'Dta-fp-bos-003Yol2hGroop' (500
x Appwin on 'Dba-fp-bos-003)vol2' l::"."'*':l
| Anin on Tika-Fr-hne-TNE S’ (0

Step Two: Click on the Folder: “Orientation ML.”

Step Three: Select the language of the Orientation PowerPoint presentation.

— :ﬁrientainn KHMER. = orienkation CAMTOMNESE. ppk Ij orientation CAPE YERDIAN
e CAMBODIAN. ppt & Microsoft PowerPoint Present. .. l:lﬂ" 7-15-08.ppt
— | Microsoft PowerPoink Present, ., — | 66,354 KB — | Microsoft PowerPaink Present. ..

Ij otientation EMGLISH. ppk = orienkation HAITIAN CRECLE Ij] orientation MANDARIM. ppk
e Microsoft PowerPoink Present, .. & 7-15-03. ppt & Microsoft PowerPaoink Present. ..

= | 42,809 KB — | Microsoft PowerPoink Present, .. - | 55,679 KB
Ij otientation PORTUGLESE. ppt = orienkation RUSSIAN. ppk Ij] orientation SOMALT 7-15-08. ppk
e Microsoft PowerPoink Present, .. & Microsaft PowerPoint Present, .. & Microsoft PowerPaoink Present. ..
— | 63,673 KB — | 61,164 KB — | 10,333 KB

Step Four: On the menu bar, select “Slide Show.”

& Microsoft PowerPoint - [orientation ENGLISH. ppi]
E;] File Edit Yiew Insert Format  Tools
ARNENE= NREEN =N R 7 W= N g - | @ : Arial
0o X

Window  Help
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Attachment B

Accessing PowerPoint from Your Computer (continued)

Step Five: From the dropdown list, select “View Show.”

B2 Microsoft PowerPoint - [orientation ENGLISH. ppt]

E'-El File Edit Wiew Insert Format  Tools | Slide Show | Window  Help

PRENIE NN vlﬁjlqﬁﬂ'if View Show  FS
=Y ox | EetLlpShnw...l"E

Step Six: If at any time during the orientation presentation, the applicant asks to have the
presentation stopped, bring the cursor to the bottom left hand corner of the screen and click on
the square (next to the right-facing arrow) and click on “Pause.” To resume the presentation,
click on the square and click on “Resume.”

[exk [exk

Prewvious Prewious

Last Yiewed Last Yiewed

G0 ko Slide 4 G0 ko Slide r

Customn Show  »

Customn Show  »
(! £ [ ¢ -1
Screen 3 SCreen ]
Help Help
| Pause | Resurne [:
I~
End Shaow L\E End Shaw
-l -

Step Seven: Once completed, click on “End Show.” This is located in the bottom left-hand side
of your computer.

MNext

Previous

Last Wiewed

G0 to Slide 3

Custarn Show

Screen
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Attachment C

Applicant Name

Last Four Digits of
SSN

Case Manager Name

ESP ProvLog (9/2008)
02-864-0908-05
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Massachusetts Department of Transitional Assistance
Attachment D

ESP Provider Session Reminder Letter

You have been scheduled to meet with ESP Providers on:

at A.M./P.M. at
(Date) (Time) (Circle One)  (Location)

This meeting is being scheduled to help you decide what activity you would like to participate
in. If you cannot attend this meeting, you need to call me so | may schedule you for another day
and time.

Telephone:
(Case Manager Name) (Case Manager Telephone Number)

ESP ProvAppt. (9/2008)
02-866-0908-05



