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Senior Community Service Employment Program’s
Participant Handbook
This handbook provides a description of the Senior Community Service Employment Program (SCSEP) and identifies the qualifications to become a participant. It also identifies the responsibilities of the Participant, Experience Works and the Host Agency 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 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 they need 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.
Experience Works’s Responsibility:

Each SCSEP participant will be assigned a Case Manager who will guide you through and assign you to a Host Agency based on your assessment. Your Experience Works Case Manager will develop an Individual Employment Plan (IEP) with you that will identify a strategy for you to follow in order to achieve unsubsidized employment. The IEP will be updated at least twice a year in order to evaluate your progress towards your goals.  

Experience Works Employment Training Coordinators (ETC’s) responsibilities are as follows:

a. Recruit Participants: Experience Works uses the latest Census demographic data and SPARQ quarterly and annual reports to help identify demographic areas that need to be targeted for recruitment.

b. Determine Participant Eligibility: Through evaluating the participant’s applicant and documentation, Experience Works determines if a participant is eligible for SCSEP or not.
c. Provide Participant Assessment: After eligibility is determined, Experience Works enrolls the participant, assesses the participant’s abilities, interests and needs and develops an Individual Employment Plan (IEP).
d. Provides opportunity for Supportive Service: Supportive services should be provided to help a Participant successfully perform work-based training assignment, and to provide the preparation to find a job in the private/public sector. Supportive services must be identified in the a Participant’s IEP and may include, but are not limited to the following:
1. Counseling: Designed to assist with community service training assignments and with obtaining unsubsidized employment. 
2. Counseling: Designed to assist with health and nutritional matters, Social Security, Medicare benefits, and laws regarding retirement.
3. Providing Incidentals: Work shoes, safety glasses, eyeglasses, and hand tools, etc. (NOTE:  Training sites should provide incidentals such as uniforms if participants are required to wear them.)  
4. Transportation: You may not be reimbursed for the cost of traveling between home and the work-based training site.
e. Match Participant to Host Agency: Based on common needs, Experience Works matches a participant with a Host Agency that can provide the training that will help the participant gain unsubsidized employment. 

f. Refer Participant to Host Agency: If a 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 a 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 


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 the participant with an opportunity for an annual physical exam. The participant can accept or decline the offer, but must sign a certification showing the choice. If the participant accepts the examination, Experience Works pays for the physical. The exam results are only for the participant and do not become part of the participant’s file. 
k. Provide Participant Assessment and update IEP twice a year: Experience Works will assesses the participant’s progress towards unsubsidized employment twice a year and works with participant to update the progress goals in the IEP.
l. Provide Annual Participant Recertification: Experience Works will recertify the participant’s eligibility annually. 
m. 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 Participant: Remove a participant based on either the Host Agency or the participant’s request. 

2. Transfer Participant: Transfer the participant to another agency.  
3. Terminate Participant: Terminate community service assignment. (Host Agency should not terminate the participant, but contact the case manager).
n. Rotate Community Service Assignment: In consultation with the participant and assessing participant’s needs, Experience Works may transfer a participant to another Host Agency that could provide additional skills identified in the IEP. 
o. 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.
p. Exit the Participant: Experience Works exits a participant into unsubsidized employment or for other non-employment reasons. 
q. 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’s Responsibilities:

a. Assignment Behavior: You are expected to perform your work assignments in a safe, mature, and responsible manner.  
b. Following Directions: You are expected to accept supervision, guidance, and training as provided by your Experience Works Case Manager and the Host Agency.  
c. Communication: If you are not well received or provided proper training to perform your job, it is your responsibility to notify your supervisor or Experience Works Case Manager.  Efforts will be made to resolve the situation.  
d. Assignment Absence: If you are unable to report to work as scheduled, you must notify the supervisor at your Host Agency and your Experience Works Case Manager as soon as possible.  You are required to request approval in advance for any planned absence from your work environment.
e. Continued Eligibility: To assure continued eligibility, you are responsible to report any changes in income, residence, members in residence, marital status, etc., immediately to your Experience Works Case Manager. 
f. Participant’s Goal: You should gain self-confidence, new job skills, or improve existing skills.  Your goal is to leave this work-based training program for part-time or full-time employment, either with your host agency or with a private employer.  
g. Program Commitment: All individuals enrolled are required to sign an “Participant Commitment Certification” that assures your cooperation with your Experience Works Case Manager in locating and accepting suitable permanent employment.  You will certify the following:
1. Seeking Unsubsidized Employment: I understand that I have an active requirement to seek and secure unsubsidized employment during my enrollment in the program - on a daily basis.

2. Enroll in Job Service: I will enroll/maintain enrollment with my local job service within thirty days of enrollment

3. Participate in One-Stop-Center: I will participate in the services and activities of the one-stop center (if available) at least once a month

4. Actively Look for Employment: I will actively attend/participate in project-sponsored job search workshops, seminars, job fairs and employment network support activities.

5. Actively Look & Participate in Training Opportunities: I will explore/identify/enroll in appropriate job skills training (resources/programs) compatible with my needs, capabilities and employment goals within ninety (90) days of my assignment date.

6. Understanding Hiring Factors: I understand and fully appreciate that “age” is not the basis of hiring decisions by ethical employers.  Instead, education, experience, maturity, skill, commitment, teamwork, positive image and enthusiasm are the real hiring factors.
7. Understanding how to Secure Employment: I understand that clear, realistic, and practical goals, with an action plan, supportive resources, and motivated by an individual effort and dedication is the only way to secure viable and meaningful employment.
Host Agency:
As an employee of SCSEP you will be assigned to a temporary position in a host agency.  In exchange for your work, the host agency is required to provide you with a safe work environment, adequate supervision and training as well as an opportunity to apply for job openings they may have.  You should receive an accurate job description and the tasks you are required to perform should not be unreasonable.  No overtime should be asked for or required.
Your Experience Works Case Manager may transfer you to another host agency to provide you with better training and job opportunities.  The host agency may also request your transfer.
Participant Wages and Benefits:
a. Wage rate: You will be paid a minimum of $7.25 per hour, excluding fringe benefits.  For the purposes of “On-the-Job Experience,” the prevailing wage rate will be paid and a participant may work up to, but not in excess of, 40 hours per week. 

b. Workers Compensation: Experience Works will provide each participant with social security and workers compensation coverage.  Experience Works issues participant payroll.  The only instance when participant payroll and workers compensation coverage could be provided by anyone other than Experience Works is “On-the-Job Experience (OJE).”  The employer initially hires the participant, issues payroll and pays workers compensation.  The employer then requests reimbursement from Experience Works based on the agreement.

c. Benefits: All participants will be provided social security and workers compensation coverage and are eligible for necessary sick leave and holiday pay. No vacation or annual leave may be granted based on the Older Americans Act of 2006. 
d. 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.
e. Items not included in Benefit: Participants do not receive pensions, annual leave, accumulated sick leave or bonuses.
f. Overtime, Compensatory Time, and Volunteering: SCSEP does not authorize or pay for overtime or compensatory time.  You may not volunteer to work extra hours.  You may volunteer for jobs not included in your job description.  If asked to work overtime by your host agency, contact your Experience Works Case Manager immediately.
Evaluations: 

a. Performance Evaluation: Your host agency supervisor will evaluate your performance twice a year in the following areas:  

1. Quality of work
2. Ability to work unsupervised
3. General attitude
4. Willingness to accept responsibility
b. Performance Review: Once completed, the evaluation will be reviewed with you.  Although you will be asked to sign the form, doing so does not mean you agree with the ratings your supervisor has given you.  Your Experience Works Case Manager will also discuss your progress toward your employment goals with you. 
Time and Attendance Reporting:
a. Hour Verification: You and the host agency supervisor(s) are responsible for verifying the hours you work as entered on the Time Reports.  The time reported is to reflect the exact number of hours worked each day.  
b. Correcting Errors on Timesheet: Any changes and/or corrections must be made by lining through the error once and having the error initialed and dated by you and your supervisor.  
c. Weekly Hours: You are usually allowed to work 20 hours per week.  You will be paid for the previous pay period upon receipt of your time report.  
Participant Safety Orientation:
a. Following Safety Precautions: SCSEP holds a high regard for the safety, health, and welfare of its staff and participants.  No task is so urgent that the health and well-being of the participant is to be put at risk.  In accordance with this thought, it is your responsibility to exercise maximum care and good judgment in preventing accidents.  Specifically, you are required to observe the following:
1. Taking Precautions: Following all precautions and safety rules to protect yourself and fellow employees from injury and illness.

2. Reporting Accidents: Immediately report any accident you witness or are involved in.  Seek first-aid for all injuries, however minor. If you suffer an on-the-job accident, occupational illness, or injury, notify your Host Agency supervisor immediately.  The host agency supervisor will then evaluate the situation, call emergency help if necessary and report the incident to your Case Manager. 

3. Reporting Unsafe Conditions: Report as soon as possible any unsafe condition, equipment or practice observed on the job.

4. Understanding Host Agency Safety Rules: Read and abide by all safety rules of this program and of the Host Agency to whom you are assigned.

5. Using Protective Equipment: Use any and all protective equipment required by the task you are performing.

6. Safety Committee: Serve on safety committees and promote safe working condition for all employees

Drugs in the Workplace:
a. Conditions for Continued Participation: As a condition of continued participation in SCSEP, you may not unlawfully use, be under the influence of, distribute, dispense, possess, or manufacture drugs or alcohol during paid training hours or on host agency property.  Note: Any violation of this policy can result in disciplinary action up to and including your termination from the SCSEP Program.
b. Use of Legally Prescribed Medication: Use of legally prescribed medications is permitted as long as your use does not adversely affect your ability to satisfactorily perform your duties, and does not endanger your safety, or the safety of others.
Restricted Activities:
a. Participation in Political Activities: You may not participate in partisan or nonpartisan political activities during the hours which you are paid by SCSEP.  This includes hours at your community service assignment, On-the-Job Experience site, employability training, or other paid activities.   
b. Union Organizing: You may not assist, promote, or deter union organizing during the hours which you are paid by SCSEP. This includes hours at your community service assignment, On-the-Job Experience site, employability training, or other paid activities.   
c. Nepotism: A person cannot be placed in a host agency where a family member is engaged in a decision making capacity role (whether compensated or not). 

Americans with Disabilities Act:
a. Prohibit Discrimination: The Americans with Disabilities Act (ADA) is the federal civil rights law that prohibits discrimination against people with disabilities in employment, access to state and local government services, public accommodations, transportation and telecommunications. 
b. Identifying Employment Site Needs if Disabled: If you have a disability, your SCSEP Case Manager will assist you in identifying ways to perform the responsibilities of your community service assignment and obtain and keep permanent employment.  
Age Discrimination in Employment Act:
a. Prohibit Age Discrimination: The Age Discrimination in Employment Act is a federal public law intended to prohibit age discrimination in employment.  This act was enacted in 1967 “to promote employment of older persons based on their ability rather than age; to prohibit arbitrary age discrimination in employment; to help employers and workers find ways of meeting problems arising from the impact of age on employment.”  All participants should become aware of their rights under this act; if you would like a copy of this public law, please talk to your Experience Works Case Manager.
Disciplinary Procedures: 

a. Addressing Disciplinary Problems: If a disciplinary problem arises at your community services assignment, your host agency supervisor will contact the SCSEP Case Manager immediately.  The Case Manager will attempt to resolve any conflicts, but if a resolution cannot be reached, the Case Manager may arrange to transfer you to another community service assignment.
b. Continued Disciplinary Problems: If there are continued disciplinary problems the Experience Works Case Manager can terminate you from the program. 

Termination Procedure: 

a. Written Notification: There must be a written notification for all terminations. The termination letter must be dated, the reason clearly stated, the date the termination is in effect, and the letter must be signed. Below are reasons for termination with corresponding termination timeframes:  
1. Falsifying Information: If false information was knowingly provided to become eligible for the program, immediately give written notification and terminate within 30 days. Nonpaid administrative leave for 30 days can be enforced. 
2. Incorrectly Determined Eligible: If incorrect initial eligibility was determined, terminate after 30 day written notice. 
3. Recertification: If income level at recertification became ineligible, terminate after 30 day written notice. 

b. Termination “For Cause”: Participants may be placed on approved unpaid leave at the discretion of the Experience Works Case Manager while investigation into “For Cause” takes place. “For Cause” may include, but is not limited to the following reasons:

1. Refusal to Cooperate: Refusal to cooperate in recertifying eligibility: terminate after 30 day written notice.

2. Not following IEP: Unwillingness to perform assigned training tasks as outlined in IEP: terminate after 30 day written notice.

3. Not Accepting Assignment: Unreasonable refusal to accept a different community service assignment: terminate after 30 day written notice.

4. Refusal to accept a job or referrals: Refusal to accept a job offer or referrals to unsubsidized employment consistent with the IEP with no extenuating circumstances: terminate after 30 day written notice.

5. Frequent tardiness: Accumulation of three (3) consecutive absences without notice to a supervisor is considered resignation from the program: terminate after 30 day written notice with documented attempts by the sub-recipient to identify and resolve any issues.
6. Falsifying Documentation: Falsification by the participant of time sheets or other official records: terminate after 30 day written notice.
7. Insubordination: terminate after 30 day written notice. 
8. Inappropriate Language: Obscene/abusive language/behavior: terminate after 30 day written notice.  
9. Drugs and Alcohol: Dispensing, possession, or use of a controlled substance or alcohol while in the conduct of a community service assignment: terminate after 30 day written notice. 
10. Not Cooperating: Failure to cooperate with grantee and/or host agency staff: terminate after 30 day written notice.
Grievance Procedure:
a. First Handled at Local Level: Grievances shall first be resolved informally and in writing at the local level with the contractor’s State Director.
b. Second Complete form and Submit to Experience Works Headquarters: If resolution is not agreed upon within 10 business days, a formal complaint should be filed in writing to the contractor’s Director of Operations with a copy to ICOA’s SCSEP State Director. The contractor’s Director of Operation has 10 business days to resolve the complaint. 

National Director of Operations  
Experience Works

4401 Wilson, Suite 1100

Arlington, VA 22203

c. Final, Send to ICOA: If the dispute remains unresolved, a written complaint may be filed with the Idaho Commission on Aging within 10 business days following the contractor’s Director of Operations’ decision. At that time, the ICOA will establish a complaint file which contains all SCSEP participant’s application, enrollment forms, the complaint statement, chronological log of events, relevant correspondence, and a record of the resolution attempted. Depending on the nature of the complaint, the ICOA Administrator will render a decision or elevate the complaint to a hearing officer for final determination. Final determination will be made by ICOA within 30 business days of receiving the complaint. 

ICOA Administrator

Idaho Commission on Aging

341 West Washington, 3rd Floor

Boise, ID 83702
Grievance Procedures Exceptions:

d. Violation of Law: Complaints alleging violations of law, which cannot be resolved within 60 days as a result of the recipient's procedures, may be filed with the Chief, Division of Adult Services, Employment & Training Administration, USDOL, 200 Constitution Avenue NW, Washington, DC 20210.
e. Discrimination: Complaints alleging discrimination on the basis of race, color, religion, sex, national origin, disability, or age, may be directed or mailed to the Director, Civil Rights Center, U.S. Department of Labor, Room N–4123, 200 Constitution Avenue, NW, Washington, DC 20210.
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