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Host Agency Handbook
This handbook provides a description of the Senior Community Service Employment Program (SCSEP) and identifies the qualifications to become a Host Agency. It also identifies the responsibilities of the Host Agency, Experience Works and the participant and how they work together to meet the SCSEP goals. 
Program Focus: 
SCSEP is a federally sponsored work-based training program that provides part-time community service opportunities for low income, older individuals to learn the skills needed to move into unsubsidized employment. The program is authorized by Title V of the Older Americans Act (OAA) and administered by the Idaho Commission on Aging (ICOA) who contracts with the Idaho Department of Labor (Experience Works) to implement the program. 
Program Eligibility: 
Participants must be unemployed, 55 years of age or older, and have incomes no more than 125 percent of the Federal Poverty level. Eligible individuals average 20 hours per week and generally obtain the training they need to move into unsubsidized employment within the first 27 months. For those individuals who need more training they may participate in SCSEP for a maximum of 48 months; however, the Host Agency’s goal is to provide participants the training needed to move into unsubsidized employment as quickly as possible. 

Program Goal: 
The dual goals of the program are to promote useful opportunities in community service activities through training assignments in public and non-profit agencies and to provide participants with the skills they need to move into unsubsidized employment, so they can become economically self-sufficient.
Benefits for Becoming a Host Agency:
Host Agencies are critical in helping SCSEP participants prepare for employment.  A participant provides the Host Agency with an average of 20 hours per week as part of the participant’s training. There are no direct costs to the Host Agencies for this work. Experience Works pays the participant wages and handles all payroll and worker’s compensation costs. 

The SCSEP experience can be perceived as a paid internship in which a capable and highly motivated individual is working on-site, learning about the operation, and developing skills that are vital to an organization’s success and the participant’s employment prospects.
QUALIFICATIONS OF A HOST AGENCY 
a. Agency/Organization Type: A Host Agency must be a public (government) agency or a private non-profit organization: 
1. A non-profit must be recognized by the Internal Revenue Service (IRS) as meeting the requirements of Section 501(c)(3) of the Internal Revenue Code. 
· The Host Agency must provide a copy of the IRS 501(c)(3) non-profit status to Experience Works.    
b. Comply with Maintenance of Effort: A Host Agency must be able to ensure the following Maintenance of Effort requirements: 

1. Does not reduce the number of employment opportunities or vacancies that would otherwise be available to individuals who are not SCSEP participants.

2. Does not displace currently employed workers (including partial displacement, such as a reduction in non-overtime work, wages, or employment benefits). 

3. Does not impair existing contracts or result in the substitution of federal funds for other funds in connection with work that would otherwise be performed.

4. Does not assign or continue to assign a participant to perform the same work or substantially the same work as that performed by an individual who is on layoff.
c. Provide Work-based Training: Experience Works and the participant develop an Individual Employment Plan (IEP) that identifies the skills that the participant needs in order to move into unsubsidized employment. Experience Works matches a participant with a Host Agency that can provide the work-based training as identified in the IEP.
d. Provide Safe Work Environment: A Host Agency needs to provide a safe and hazard-free, work-based training environment. Participants shall not be permitted to work in buildings, or surroundings, or under conditions that are unsanitary, hazardous, or dangerous to the enrollee's health or safety.
e. Provide Supervision: A Host Agency needs to be able to provide supervision to the SCSEP participant. 
f. Must NOT be a place used for Sectarian Religion:  A Host Agency can be a religious organization as long as the assignments in which the participant is being trained does not involve the construction, operation, or maintenance of any facility used or to be used as a place for sectarian religious instruction or worship.
g. Must NOT be a political party: A Host Agency must not be a political party. 
RESPONSIBILITIES OF A HOST AGENCY 
a. Develop Work-based Training Job Description: Experience Works and the Host Agency will work together to develop a work-based training job description that meets the needs of both the Host Agency and the participant’s goals as identified in the Individual Employment Plan (IEP). 
b. Sign Work-based Site Agreement: Before the participant begins training at the Host Agency, Experience Works will meet with the Host Agency for orientation and development of the Work-based Site Agreement. 

c. Provide Site Orientation to Participant: Host Agency will use the SCSEP Orientation form and go over it with the participant.

d. Track Participant Hours on Timesheet: Host Agency will use the standard SCSEP Timesheet and submit it weekly to Experience Works. 
e. Track Host Agency In-kind Match: For those agencies/organizations that do not use federal funds to support the supervisor/s assigned to the SCSEP participant, their wages can be used to help satisfy the federal match requirements. 
1. Only 90% of all SCSEP program funding comes from the federal government.  The remaining 10% must be contributed by other non-federal sources, which may be in cash or, as most often the case, in the form of in-kind contributions.  Note, some host agencies are entirely federally funded and can’t contribute; however, they are still eligible to participate in SCSEP. 
2. The Host Agency will use the participant’s timesheet to record allowable, non-federal in-kind match through supervisor’s hours, material, equipment and space that can be directly attributed to the participant.
a. An individual’s professional time is valued at the actual, regular rate of pay plus fringe benefits for the following:
· Supervision of the participant
· Training or development provided to the participant
· Providing technical assistance to the participant
· Evaluation of the participant
b. Materials contributed as in-kind are valued at the actual cost or the fair market value of the item:  
· Office supplies that is directly used by SCSEP participant
· Materials for project that is directly being worked on by SCSEP participant
· Food and beverages for SCSEP related events/meetings
c. Equipment or space contributed as in-kind is valued at the actual rental cost or fair rental value for the geographic location.  
· Office space that the SCSEP participant uses
· Computer, phones, fax and copy machine use
f. Evaluate the Participant: The Host Agency will use the SCSEP participant evaluation form twice a year and submit it to Experience Works based on the participant’s assessment dates.
g. Address On-site Injury: In the event a SCSEP participant suffers an on-the-job accident, the Host Agency must seek first-aid for all injuries (however minor they may seem), then contact the Experience Works. 
h. Address Disciplinary Problems: If a disciplinary problem with a SCSEP participant occurs at the Host Agency, the Host Agency should contact Experience Works as soon as possible.  Experience Works will work with the Host Agency and the participant to resolve the problem.  If the problem cannot be resolved, Experience Works may transfer the participant.
i. Address Participant Termination: Experience Work’s case manager is the only person authorized to terminate a participant. 
j. Address Community Service Assignment Termination: Either party, Experience Works or the Host Agency may terminate the Community Service Assignment from date of notification. 
k. Complete National Host Agency Survey: Once a year a Host Agency will be sent a SCSEP survey, which it will need to complete and send back. This happens annually between August and September. 
l. Must NOT accept/require volunteering extra time/work without pay: A Host Agency understands that volunteering extra time/work without pay (compensatory time) by a participant at his or her regular scheduled work-based training assignment is a violation of the U.S. Department of Labor Fair Labor Act.  Any violation of this law may result in the immediate removal of the participant from our Host Agency, and that we may be denied further participation in the program.
Experience Works Responsibilities:
Experience Works responsibilities are as follows:

a. Recruit Host Agencies: Experience Works recruits Host Agencies that are able to meet the participants’ training needs. 
b. Recruit Participants: Experience Works uses the latest Census demographic data and federal reporting system‘s (SPARQ) quarter and annual reports to help identify demographic areas that need to be targeted for recruitment.

c. Determine Participant Eligibility: Through evaluating the participant’s application and supporting documentation, Experience Works determines if a participant is eligible for SCSEP or not.
d. Provide Participant Assessment: After eligibility is determined, Experience Works enrolls the participant, assesses the participant’s abilities, interests and needs and develops an IEP.
e. Match Participant to Host Agency: Based on common needs and interests, Experience Works matches a participant with a Host Agency that can provide the training needed to help the participant gain unsubsidized employment. 
f. Refer Participant to Host Agency: If Host Agency is interested after reviewing the participant’s IEP, Experience Works notifies the participant who then contacts the Host Agency for an interview.
g. Develop Site Agreement with Host Agency: If Host Agency and participant want to proceed with the Community Service Assignment, Experience Works develops a Work-based Training Site Agreement and contacts the Host Agency for an orientation which includes the following:
	1. Develop a site agreement and work-based training job description

2. Review participant orientation checklist

3. Review participant and supervisor timesheet
	4. Review participant evaluation 
5. Review Maintenance of Effort 

6. Review Whistle Blowing, and Rules on Political Activities and Allowable and Unallowable Activities notice to be posted  


h. Provide Participant Wages and Benefits: Experience Works provides wages & benefits to the participant for an average of twenty (20) hours a week. 
i. Provide Worker’s Compensation: Experience Works provides worker’s compensation and files claims to the insurance carrier.
j. Provide Physical Examinations: Experience Works provides an opportunity for an annual physical and if the participant accepts the examination, Experience Works pays for the physical.  
k. Provide Participant Counseling: Experience Works provides opportunity for personal and employment-related counseling that focuses on transitioning the participant to unsubsidized employment based on goals in the participant’s IEP. 
l. Provide Participant Assessment and update IEP twice a year: Experience Works assesses the participant’s progress towards unsubsidized employment twice a year and works with participant to update the progress goals in the IEP.
m. Provide Annual Participant Recertification: Experience Works recertifies the participant’s eligibility annually. 
n. Resolve Problems between Host Agency and Participant: Experience Works is responsible to address any problems that may come up between Host Agency and the Participant and work towards reconciliation. If irresolvable, Experience Works could do the following:  
1. Remove a participant based on either the Host Agency or the participant’s request. 
2. Transfer the participant to another agency.  
3. Terminate the participant’s community service assignment. (Host Agency should not terminate the participant, but contact the case manager).
o. Rotate Community Service Assignment: In consultation with the participant and assessing the participant’s needs, Experience Works may transfer a participant to another Host Agency that could provide additional skills identified in the IEP. 
p. Review Host Agency: Annually, Experience Works conducts a minimum of one site visit per Host Agency to monitor compliance, review participant’s progress and training site’s safety.
q. Exit the Participant: Experience Works exits a participant into unsubsidized employment or for other non-employment reasons. 

r. Provide Follow-up: Experience Works continues to track and collect financial data for one-year after a participant exits the program into unsubsidized employment.

Participant Wages and Benefits

a. Wage rate: Enrollees will be paid a minimum of $7.25 per hour, excluding fringe benefits.  
b. Workers Compensation: Experience Works will provide each participant with social security and workers compensation coverage.  Experience Works issues participant payroll. 
c. Benefits: All participants will be provided social security and workers compensation coverage. No vacation or annual leave may be granted based on the Older Americans Act of 2006.  
1. Make-Up Opportunities for Holidays/Sick Days: ICOA offers no paid holiday or leave benefits. Participants are paid only for hours worked. When a host agency is closed for a holiday or some other reason (i.e. because of inclement weather) and when a participant is out sick, a participant may be given the choice to make up the missed work time or not be paid. If the participant chooses to make up the missed work time (and the host agency can accommodate the participant making up the hours), the participant may make up the time in the pay period prior to, during, or after the absence from the assignment, but no later than the close of the second of the two subsequent pay periods.
d. Vacation & Annual Leave: No vacation or annual leave may be granted based on the Older Americans Act of 2006.  
e. Items not included in Benefits: Participants do not receive pensions, annual leave, accumulated sick leave or bonuses.
Senior Community Service Employment Program

Host Agency Questionnaire 
Name of Agency:
______________________________________________________________

Street/Mail Address:
___________________________________________________________

City:
______________________________
State:
______
Zip Code:
______________________

Telephone #
(______) _______ - __________

Fax #
(______) _______ - ______________

Name & Title of Contact Person:
_________________________________________________

This questionnaire helps the prospective Host Agency determine if it is eligible to participate in SCSEP and provides Experience Works with information that is needed to match a participant’s needs with a Host Agency that can provide similar skill training.  
Agency Qualification:

[  ] Federal Government
  [  ] State Government
 [  ] County Government
  [  ] Municipal Government

[  ] Non-profit organization which is tax exempt under §501c3 of the Internal Revenue Code of 1954

 (If the agency/organization is not one of the above, it is ineligible to participate in SCSEP.)

Additional Qualifications:
Yes ___  No ___ Is your agency/organization a political party? (If “Yes”, your agency/organization is ineligible to participant in SCSEP.)
Yes ___  No ___ Would the SCSEP participant be involved in the construction, operation, or maintenance of any facility used or to be used as a place for sectarian religious instruction or worship? (If “Yes”, your agency/organization is ineligible to participant in SCSEP.)
Yes ___  No ___ Can your agency/organization provide a safe and hazard-free work-based training environment? (If “No”, your agency/organization is ineligible to participant in SCSEP.)
Yes ___  No ___ Can your agency/organization provide supervision to the SCSEP participant? (If “No”, your agency/organization is ineligible to participant in SCSEP.)
Yes ___  No ___ Is your agency/organization willing to focus on the training that the participant needs and help him/her move to unsubsidized employment? (If “No”, your agency/organization is ineligible to participant in SCSEP.)
Yes ___  No ___ Will your agency/organization comply with the following Maintenance of Effort requirements as stated below: 

1. Will not reduce the number of employment opportunities or vacancies that would otherwise be available to individuals who are not SCSEP participants.

2. Will not displace currently employed workers (including partial displacement, such as a reduction in non-overtime work, wages, or employment benefits). 

3. Will not impair existing contracts or result in the substitution of federal funds for other funds in connection with work that would otherwise be performed.

4. Will not assign or continue to assign a participant to perform the same work or substantially the same work as that performed by an individual who is on layoff.
       (If “No”, your agency/organization is ineligible to participant in SCSEP.)
Ability to Provide Cash or In-Kind Match:

Only 90% of all SCSEP program funding comes from the federal government.  The remaining 10% must be contributed by other non-federal sources, which may be in cash or, as most often the case, in the form of in-kind contributions.  Note, some host agencies are entirely federally funded and can’t contribute; however, they are still eligible to participate in SCSEP.  The major way that in-kind match is provided is by assessing the value of the time supervisors spend supervising a participant and/or allocating the fair market value of the space and equipment that the SCSEP participant is using. 

Yes ___  No ___Please indicate if your agency is able to provide in-kind match. (This is not a disqualifying question, but will help identify the ability to meet the local match goal.)


Yes ___  No ___Please indicate if your agency is able to provide cash match. (This is not a disqualifying question, but will help identify the ability to meet the local match goal.)

Purpose of Agency/Organization:

Briefly describe the organization’s purpose and target population:

______________________________________________________________________________




______________________________________________________________________________




______________________________________________________________________________



______________________________________________________________________________



Briefly describe the type/s of work-based training that would be provided:
______________________________________________________________________________



______________________________________________________________________________



______________________________________________________________________________



Employment:

Will the agency be able to employ the participant upon successful completion of training?

[  ]
Yes, provided that funding is available.

[  ]
No, there is not a reasonable expectation that funding will be available.

If no, how will the agency/organization help the participant obtain employment?

______________________________________________________________________________



______________________________________________________________________________



______________________________________________________________________________



Please mail/fax/e-mail the questionnaire to the Experience Works (contact information below) and a representative will contact you to discuss available opportunities.

Send Questionnaire to:

Idaho Department of Labor

Attention: (Experience Works Regional Office add your contact name here)

(Experience Works Regional Office add your mailing address here)

(Experience Works Regional Office add your fax number here)

(Experience Works Regional Office add your phone number here)

(Experience Works Regional Office add your e-mail address here)
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