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Food Assistance Employment and Training Program  
OAC 5101:4-3-30 

Does your county contract any SNAP services out? 

x No     Yes 

 
If yes, include the following and attach in appendix #1: 

 Complete the SNAP E&T Provider List; 

 A copy of each contract; 

 Any forms used in the contract agreements and the monitoring process.  
 
***In accordance with 7 CFR 273.7(c)(4), the requirement for contractors/sites to notify the 
county of failed participation within 10 days should be documented somewhere in the 
contract(s)*** 
 
How often are your contracts monitored and reviewed? NA 
 
Who in the county is responsible for monitoring the contracts? NA 
 
Does your county have an employability plan? Yes 

Work Registration and Exemptions  
OAC 5101:4-3-11 

When does your county agency explain the E&T program requirements, the rights and 
responsibilities of work registered AG members, and the consequences of failure to 
comply?  The program requirements occur at the eligibility interview and again at the Work 
Activities assessment. 
 
Is there a written script caseworkers follow? No. 
 
When does your county agency provide a written statement of the above to work 
registered individuals? Clients are offered copies of the employability plan and details of their 
requirements and consequences are on their assessment appointment letter.  See Appendix 2 
and 4. 

Appraisal 
OAC 5101:4-3-29 

How is your county’s SNAP appraisal process organized? Clients applying for SNAP are 
interviewed for eligibility.  At the interview, staff completes the appraisal to determine if client is 
required for SNAP.  Required clients are provided with an assessment appointment (to be 
completed by Work Activities staff). 
 
Are the rights and responsibilities separate from or merged in with the employability plan? 
The rights and responsibilities are included on the employability plan and reviewed during the 
SNAP presentation at the assessment appointment.  See Appendix 2.  
 
Does your county agency require E&T program participants sign the employability plan 
and any marked changes? Yes. 
 
Is the domestic violence policy noted as part of your county’s screening process? 
Reminder: Yes.  
 
 



4 
 

 
  

SNAP Plan Template 
Prepared by ODJFS/WA Unit 
Revised 2015  

FAET Required Hours 
OAC 5101:4-3-31 

How does your county agency adhere to the SNAP E&T required hours?  Required hours 
are calculated on the SNAP allotment divided by minimum wage, not to exceed 120 hours per 
month.  Random case reviews are completed. 

ABAWDS 
OAC 5101:4-3-20 

How does your county track ABAWDS? Attach anything your county utilizes specific to 
ABAWDS for SNAP.  Work Activities attendance is reported to JFS twice a month via email, fax 
or mail. 

FAET Assignments 

Job Search/Job Readiness 
OAC 5101:4-3-33 

Does your county offer Job Search/Job Readiness? LCDJFS SNAP required clients are 
informed about OhioMeansJobs-Lucas County for job development/placement services. 
 
What procedures are used for tracking and reporting participation? NA 

Education and Training 
OAC 5101:4-3-35 

County agencies have the option to allow students self-enrolled at least half-time in an institution 
of higher education, not under the Workforce Investment Act or the Trade Act, and who do not 
meet another exemption in OAC rule 5101:4-6-04 to participate in SNAP by gaining eligibility 
through their enrollment at least half-time in an institution of higher education.   
 
The Lucas County Job and Family Services Agency does not allow students who have 
self-enrolled in an institution of higher education to use their enrollment to be eligible to 
participate in SNAP. The county JFS agency requires that students self-enrolled at least half-
time in an institution of higher education meet an exemption in OAC rule 5101:4-6-04 other than 
self-enrollment in order to be eligible to participate in SNAP. If the student meets another 
exemption under OAC rule 5101:4-6-04 to establish eligibility to participate in SNAP, the student 
shall be exempt from work registration under OAC rule 5101:4-3-11. During academic breaks, 
provided the student continues to meet another exemption under OAC rule 5101:4-6-04, he/she 
continues to meet a work registration exemption under OAC rule 5101:4-3-11, unless he/she 
enrolls less than half-time, is suspended or expelled, drops out, or does not intend to register for 
the next normal school term (excluding summer). 

WEP 
OAC 5101:4-3-34 

Who are your county’s current WEP sites? See Appendix 1 
 
What procedures are used for tracking and reporting participation? Rosters are created 
from CRISE WPSC to provide our WEP sites with a list of clients scheduled to attend and their 
dates/hours.  Rosters are sent back to LCDJFS along with sign in and out sheets twice a month.  
Twice a month the assigned staff review attendance rosters for completeness then take 
appropriate action if client has not completed all required hours.  LCDJFS keeps a spreadsheet 
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for monitoring WEP sites, attendance and renewals.  

Job Development (Placement) 
OAC 5101:4-3-37 

Does your county provide job development (placement) services to SNAP participants? 
LCDJFS SNAP required clients are informed about OhioMeansJobs-Lucas County for job 
development/placement services. 

Supportive Services 
OAC 5101:4-3-32 

Which allowable expenses does your county offer? See Appendix 3.     
 
What is your county’s policy for the maximum level of reimbursement and policy and for 

determining and documenting actual costs of participation? LCDJFS will provide support 
services the LCDJFS deems necessary for the participant to attend the work activities assignment 
and these services will be specified on the employability plan.  LCDJFS coordinates the provision 
of its supportive and related services provided by other agencies.  Prior to funding supportive 
services for an FAET participant, the LCDJFS verifies that the services are not otherwise available 
at no cost in the community.  The following is a list of available supportive services:  
Child Care –as needed for the work activity assignments, education and training and 
employment. There is a co-payment for publicly funded child care. Child care can be applied for 
at any time.  
Work Allowance – each client assigned to participate in Work Activities is provided with a 
maximum $50 work allowance to assist with transportation costs. This amount is based on 
historical information of client work allowance usage, local bus pass cost and data from like or 
similar counties.  
Information and Referral – as needed clients will be referred to community agencies for 
assistance with such barriers as substance abuse, shelter needs, food and clothing needs, and 
counseling. Prevention Retention Contingency Services - as available based on current LCDJFS 
PRC Plan. 

Conciliation Process 
OAC 5101:4-3-38 

What is your county’s method for providing notification to participants of your conciliation process? 
The LCDJFS Director or designee shall preside over the conciliation conference. Clients are 
informed of their right to request conciliation in the “Your Rights” section of the LCDJFS 
Employability Contract and Plan for FAET. Clients notify their LCDJFS worker or the LCDJFS 
Community Liaison of their request for a conciliation conference. The worker/Community 
Liaison then notifies the agency designee of this client’s request. The Director or designee will 
schedule a face to face conciliation conference and will hear client testimony and accept any 
documentation the client may provide. The Director or designee will make decision and inform 
the client in writing within 3 working days. 

Displacement 
OAC 5101:4-3-36 
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What are your county’s grievance procedures for resolving complaints? As soon as 
LCDJFS is notified of any issues at a WEP site, the Site Developer and/or supervisor investigate.  
After the investigation is completed, a recommendation is made to the Program Administrator to 
resolve the issue.  WEP sites are informed of expectations and responsibilities before an 
agreement is created.  See Appendix 5. 

Sanctions 
OAC rule 5101:4-3-11.2 

When and how does your county address noncompliance and sanctions with SNAP 
participants? Attendance is reviewed twice a month for SNAP required clients assigned to a 
WEP site.  If the client fails to complete all their required hours the worker will review case for 
possible good cause then make a decision to sanction or continue assignment.  If a sanction is 
taken, the worker will request our Data Services unit to impose the sanction.  Clients, once 
notified of their sanction, might call and explain that they did attend or did not attend and why.  All 
sanction voids are reviewed by the supervisor. 

Good Cause Policy 
OAC 5101:4-3-11.1 

What is your county’s good cause policy? The good cause plan is provided on the 
employability plan.  See Appendix 2. 

 
 

 
 
 
 
 
 
 

 
 

 

APPENDIX 
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Appendix 1: SNAP E&T Contracts 
 

   SITE NAME  

1 ST. PAUL'S  

5 TOLEDO SEAGATE FOOD BANK 

8 AMERICAN RED CROSS 

12 L.M.H.A. 

16 LUCAS COUNTY JAIL 

19 CHESTER ZABLOCKI COMM. CTR 

21 HELPING HANDS OF ST. LOUIS 

28 FREDERICK DOUGLASS COMM. ASSOC 

43 Spencer Twp. Neighborhood Ctr Inc 

46 FRIENDLY CENTER, INC 

50 MARTIN LUTHER KING KITCHEN 4 THE POOR                                                                                                              

51 EAST TOLEDO FAMILY CENTER 

102 EAST TOLEDO SENIOR ACTIVITY CTR 

112 24 HOUR VICTIM WITNESS CRISIS CENTER 

113 KIDS SPACE 

306 TOLEDO NORTHWESTERN OHIO FOOD BANK 

307 NEIGHBORHOOD HOUSING SERVICES 

314 COMPASS 

325 CLAVER HOUSE @ ST. MARTIN de PORRES 

405 THE SALVATION ARMY THRIFT STORE #3 

406 THE SALVATION ARMY THRIFT STORE #5 

409 THE SALVATION ARMY ADULT REHAB CENTER 

423  VALLEY SERVICES SENIOR NUTRITION 

429 THE SALVATION ARMY THRIFT STORE  #2  

430 MAUMEE VALLEY HABITAT FOR HUMANITY RESTORE        

434 UNITED COMMUNITY CHURCH  

439 SENIOR CENTER, INC  

440 CITY OF TOLEDO - AFFIRMATIVE ACTION  

446 LUCAS COUNTY FAIR BOARD  

447 COLLINGWOOD ARTS CENTER 

450 PILGRIM CHURCH 

456 TOLEDO FRATERNAL ORDER OF POLICE - LODGE 40 

457 LUCAS COUNTY JUVENILE COURT  

458 REDEEMER LUTHERAN CHURCH  

463 FEED LUCAS COUNTY CHILDREN/MEALS INC.   



8 
 

 
  

SNAP Plan Template 
Prepared by ODJFS/WA Unit 
Revised 2015  

465 VISION MINISTRIES  

466 MACEDONIA BAPTIST CHURCH   

467 REDEEMING TEMPLE CHURCH   

468 FRIENDSHIP PARK COMM CTR  

469 CALVARY BAPTIST CHURCH  

470 THE HOPE OF GLORY CHURCH  

471 CITY OF TOLEDO-B.A.T. 

472 SERENITY CHURCH OF GOD 

473 CITY OF TOLEDO - DEPT. OF NEIGHBORHOODS 

474 ALPHA TOWERS, LLC 

475 NIGHTINGALES HARVEST 

 

Appendix 2: Employability Plan  
 

Lucas County Department Job & Family Services 
Employability Contract and Plan (ECP) for Food Assistance (FA) 

Name:                               Case:                     SSN:                                      Date: 

    

 
Please list the highest grade completed:  ________________         Year: ______________ 
 
In order to receive Food Assistance in the state of Ohio, participation in Work Activities is mandatory 
unless you meet an exemption.   You may be assigned to one or more of the following activities:  Job 
Search - employment and placement services and/or Work Experience Program-unpaid work 
experience. The goal of the program is to promote the general welfare and safeguard the health and 
well-being of Lucas County citizens by raising the levels of nutrition. 
 
 

Employability Plan 

Employment                                                                 Start Date: 

Verification is required within 10 days of hire.  If your work hours are less than 30 hours per week, you will be 
required to participate in the Work Experience Program (WEP). 

Work Experience Program (WEP)                              Start Date:                End Date:  Ongoing while receiving FA 

You will be notified by mail as to the location of your assignment, the days and times you are required to attend. I 
agree to abide by all the WEP rules at my location as well as those listed on the WEP rules form.  I will attend as 
indicated on my work notice and understand that I may be sanctioned for adjusting my schedule without good 
cause verification and approval from JFS.  * For those in need of completing an assignment to have your food 
assistance authorized, you will be assigned today to a location.  You will be given a referral form with details to 
complete your assignment.  If you complete this assignment, you will receive notification in the mail each month on 
the location of your next assignment as it might change from the first location.   Required hours:  Food Assistance 
allotment divided by minimum wage.   

Job Search                                                                        Start Date:                                End Date:       
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You will be given a referral letter before you leave with details as to the location of your assignment, the days and 
times you are required to attend.   Required hours:  Your assignment will be for a minimum of 25 hours per week 

 
If you fail to participate in these programs as required, this may result in the loss of your Food 
Assistance.  If you are unable to attend the assigned activity or meet your required hours, you must 
provide verification of a good cause reason within 7 calendar days from each failure date.  You must 
also make up each day you missed to meet your required hours in the same month the failed dates were 
assigned.  The following may be acceptable Good Cause reasons for failure to meet your work 
requirement: 
 Illness of the work eligible individual or of another family member, if care by the work eligible 

individual was necessary; 
 For either the work eligible individual or family member, an appointment necessary for medical, 

dental or vision care; 
 An appointment for a work eligible individual for a job interview including any subsequent 

interviews and/or testing requirements; 
 A court ordered appearance; 
 Appointment with another Social Service Agency or program; 
 Death in the family, with the length of absence to be determined by the CDJFS; 
 A school, place of work or worksite is closed due to weather, emergency or for another reason; 
 A failure of the CDJFS to provide supportive services; 
 A failure of the CDJFS to provide the individual with all information necessary about the 

assignment; 
 Circumstances involving domestic violence making it difficult for the individual to comply in full 

with the ECP 
 Lack of child care (see next page for details) or  
 Other circumstances determined on a case by case basis by the CDJFS that are considered a fair and 

reasonable justification for the work eligible individual’s failure or refusal to comply in full with a 
provision of the ECP. 

 
Lack of Transportation and/or Child Care will not be accepted as Good Cause for failing to participate in 
Work Activities.  You will be provided with a work allowance.  The work allowance is to be used for 
purchasing a bus pass for the month, paying  
for gas, taking a cab or to pay someone to provide transportation for you.  You may be required to 
participate prior to receiving the first work allowance; bus tokens are available.     
 
If Child Care is needed, you are required to apply and accept services if available immediately as you 
might be assigned next month.  To the best of my knowledge Child Care is (mark the statement that 
applies to you): 

□ Needed for participation □ Not needed for participation  
LCDJFS cannot reduce or terminate your assistance for lack of participation as assigned if you are unable 
to find child care due to the following reasons: 
 Appropriate child care within a reasonable distance is unavailable or unsuitable.   “Appropriate child 

care” means the availability of a licensed or certified child care provider.  “Reasonable distance” 
means that the caretaker and child cannot reach the child care providers location by foot, public 
transportation, private automobile or county-provided transportation within the period of one hour. 

 Appropriate child care by relative or other arrangements is unavailable or unsuitable.  This is a 
decision by you and your child protection agency as a result of an abuse or neglect complaint. 

 Appropriate and affordable formal child care arrangements are unavailable. 
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                                                             Barriers to Work Participation 
We are asking the following questions to understand your ability to do work requirements and to refer 
you to other services that you might find helpful.  To receive OWF/FS benefits, you may be assigned to 
do work activities for a certain number of hours a week.  The following questions relate to your family 
situation.  Answering these questions is voluntary.  Any answer will remain confidential, except that 
information regarding suspected child abuse will be reported to the public children services agency. 

 Do you believe that your partner (or anyone else) will make/has made it hard for you to meet 
work, training, or education requirements?        □ Yes    □ No 

 Has your partner (or anyone else) done anything to interfere in your job training or school?    □ 
Yes          □ No 

 Are you physically or mentally unable to work, attend training or educational requirements?  □ 
Yes          □ No 

Sanctions 
 Sanctions are penalties applied to your case if you do not comply with the terms of the Employability 
Contract and Plan. 
I terminate employment without just cause.  This will result in six months of no food assistance for the 
failing participant. 
I fail to complete the activities as outlined in this Plan, this will result in: 

 1st occurrence sanction-LCDJFS shall deny or terminate the individual’s eligibility to participate in the 
food assistance program for one benefit month or until the failure or refusal ceases, whichever is 
longer. 

 2nd occurrence sanction-LCDJFS shall deny or terminate the individual’s eligibility to participate in 
the food assistance program for three benefit months or until the failure or refusal ceases, 
whichever is longer. 

 3rd occurrence sanction and all additional sanctions-LCDJFS shall deny or terminate the individual’s 
eligibility to participate in the food assistance program for six benefit months or until the failure or 
refusal ceases, whichever is longer. 

Note:  If you are sanctioned, you must complete a sanction compliance form (3804) and return it to 
CDJFS by the sanction end date.  If you return the 3804 during the sanction period then the assistance 
group will be eligible for food assistance the month after the sanction period ends.  If you return the 
3804 after the sanction period, a new application is required (7200).  For adult only cases, you are 
required to complete a 7200 along with the 3804 if you want food assistance again. 

Your Rights 
 You have a right to an Appeal of any LCDJFS action on your case by asking for a State Hearing with 

the Ohio Department of Job and Family Services.  Call 1.866.635.3748 to request a hearing. 
 You have the right to be considered eligible for the receipt of Medicaid, Child Care, Food Assistance 

or other services even if you or other members of your assistance group become ineligible for Ohio 
Works First cash benefits. 

 You have the right to receive the participant expense allowance for the authorized work activity. 
 You have the right to file a conciliation request. 
 You have the right to receive copies of all employability plans. 
 You have the right of nondiscrimination in FAET program assignments. 
 You have the right to accept employment pursuant to the requirements of rule 5101:4-3-11 of the 

Administrative Code. 
 You have the right to receive an explanation of your rights under the Americans with Disabilities Act 

(ADA) including the right to request reasonable modifications in your work and/or alternative 
assignments; 
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 You have the right to receive additional screening if you disclose that you have a physical or mental 
condition that you believe substantially limits one or more major life activities; 

 Receive an accurate and complete assessment of my language needs and receive competent 
translation services if my primary language is not English or if you are hearing impaired; 

 You have the right to assistance creating your employability plan as a result of a thorough appraisal 
and additional assessments if applicable to your situation that allows participation in appropriate work 
and/or alternative activities even though you may have a documented disability or mental or physical 
condition or impairment; 

Your Responsibilities 
 You must cooperate in establishing eligibility, this includes giving true and correct answers about 

your family, income and other eligibility requirements; 
 You must discuss your contract and plan with your case manager if you have any questions or 

concerns;  
 You must participate in program activities for the scheduled number of hours as assigned; 
 You must notify the designated staff of any problem or issue which could be termed a conciliation 

matter related to participation; 
 You must notify the immediate supervisor or designated LCDJFS staff of the reason for non-

participation as scheduled; Notification shall be within one hour of the scheduled time to report for 
participation in an assigned activity.  An exception to the one hour rule shall be made by LCDJFS at 
their discretion; 

 Reporting to the appraisal and other appointments with the county department of job and family 
services (CDJFS) program staff or providers. 

 Reporting to the work experience program (WEP), education, training, supportive service, or job 
search sites at the scheduled dates and times. 

 Obeying the rules at the work site, following instructions, and otherwise demonstrating acceptable 
work habits and behavior. 

 Providing the CDJFS with information relevant to securing or retaining employment and providing 
supplemental information as requested. 

 Notifying the immediate supervisor, other designated individual, or the CDJFS staff of the reason for 
nonparticipation as scheduled.  Notification shall be within one hour of the scheduled time to report 
for participation in an assigned activity.  An exception to the one hour rule shall be made by LCDJFS 
at their discretion; 

 Participating in FSET program activities for the scheduled number of hours as assigned. 
 Accepting necessary supportive services determined to be needed for participation. 
 Reporting any changes which would affect the individual's ability to participate in the FSET program. 
 Providing the CDJFS with documentation of attendance and participation in a FSET program activity 

as requested. 
 Providing a good cause reason as required pursuant to the provisions of rule 5101:4-3-11 of the 

Administrative Code. 
 Contacting the CDJFS, unless otherwise instructed by the CDJFS, if a monthly scheduling notice or 

the participant expense allowance has not been received. 
 Reporting to a job site, to an employer for a scheduled job interview or to any related subsequent 

interviews or testing appointments when referred by the CDJFS or its designee. 
 Accepting a bona fide offer of employment pursuant to rule 5101:4-3-11 of the Administrative Code. 

 
LCDJFS will be responsible for: 

 Helping develop and improve the plan for employment; 
 Helping with job searches; Providing the necessary supportive services that are available; 
 Conducting a conciliation meeting when necessary; 
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 Treating all members of the assistance group with courtesy, dignity, respect and without 
discrimination; 

 Providing members of the assistance group with acceptable Good Cause reasons and just cause 
standards for failing to comply with the Employability Contract and Plan. 

 
I understand that if I refuse to sign this contract and plan I will not receive Food Assistance.  I 
understand my required participation for Food Assistance and acknowledge that I have received a copy 
of my addendum to this ECP to detail my assignment requirement (if applicable).   I have reviewed the 
WEP Confidentiality form, the WEP rules form, My Rights & Responsibilities and will cooperate.  I will 
not adjust my scheduled hours without permission from the WEP site or I understand I may be 
sanctioned.   Furthermore, I understand that certain information regarding my case will be shared with 
community providers when necessary so that they may provide me with appropriate services to assist 
reaching my goal of self-sufficiency. ).  I understand my required participation and what will happen if I 
do not comply with this ECP.   I affirm that I have shared any barriers to participation including mental 
and physical conditions and any necessary accommodations have been explored by me and LCDJFS.   
 
Participant Signature: ____________________________________________ Date: ________________ 
 
LCDJFS Worker Signature: ________________________________________   Date: ________________ 

 

Appendix 3: Allowable and Non-Allowable SNAP Expenses 
 

Allowable SNAP Expenses 
 

Item Offered 
Not 

Offered 
Notes 

Automobile Repairs   xx Capped or limited to a reasonable amount.  

Background Checks   xx Only if required for a job.  

Books  xx  Must be necessary to complete E&T training 
session/educational coursework.  

Clothing for job interviews   xx  

Clothing required for a job   xx As part of a job retention component (up to 90 days).  

Course Registration Fees   xx  

Dependent care costs   xx  

Drug Tests   xx Only if required for a job.  

Equipment   xx Must be necessary to complete E&T component or 
job retention component (up to 90 days).  

Fingerprinting   xx Only if required for a job.  

Gasoline    xx  

Legal Services    xx  

Licensing and bonding fees for 
work exp./placement  

 xx  

Medical Services   xx Usually unnecessary due to exemption status, but 
allowable if required for a job (i.e. TB test).  

Personal safety items  xx  Must be necessary to complete E&T training 
session/educational coursework.  
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Student Activity Fees   xx Only if required to participate in class.  

Test Fees   xx Must be directly associated with an E&T component.  

Tools   xx Must be necessary to complete E&T training 
session/educational coursework.  

Training Materials  xx Must be necessary to complete E&T training 
session/educational coursework.  

Transportation expenses (i.e. 
public transportation fare)  

xx   

Tuition/Fees   xx  

Uniforms  xx Must be necessary to complete E&T training 
session/educational coursework.  

Union Dues   xx Must be necessary for job.  

 

Non-Allowable SNAP Expenses 
 Automobile Insurance  Personal Computers 

 Automobile Ownership/Operator Taxes (tag, title, license)  Relocation Expenses 

 Automobile Purchase  Student Loans 

 Alcohol/Drug Counseling or Therapy  Living Stipends 

 Mental Health Treatment 
 
 
 

 

  

Appendix 4: SNAP appointment letter 

 
Address:         Date Sent: _____________ 

 

Name:  ____________________________   Case Number:  _______________ 

 

In order to receive food assistance in the State of Ohio you must be assessed to determine your 

possible requirement to participate in the Work Experience Program (WEP).   

 

Your FAET group assessment appointment will be on _______________________at 

_______; location is 3210 Monroe St. Toledo, OH 43699.  Please bring this letter with you at the 

time of assessment and listen for the announcement of the FAET group appointment. 

 

Failure to attend this assessment will result in your food assistance being sanctioned. A sanction 

is defined as the loss of your food assistance for a specific amount of time; 1, 3, or 6 months or 

until compliance whichever is longer. In order to comply with a sanction you must sign a 3804 

form (agreement to participate), 7200 (application) and complete at least three days of WEP to 

regain eligibility.  If you are unable to attend this appointment or complete your required hours 
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when assigned, you must provide good cause verification within 7 calendar days from each 

failure date showing why you missed your appointment or your assignment. 

   

If you feel that you received this in error or that you meet an exemption (see below) and cannot 

participate in WEP, please provide the agency with your verifications prior to your appointment 

to allow staff time to review and update then call to see if you are indeed exempt.  If you cannot 

verify that you are exempt, please attend your assessment appointment with any verifications that 

you have supporting your desire to be exempt. 

 

Possible exemptions: 

 Employed 30 or more hours per week.  You are required to report to the Department of Job 

& Family Services whenever your weekly hours drop below 20; failure to do so may result 

in an overpayment against your food assistance.  Bring in employment verification 

(statement from employer, tax forms, pay stubs) 
 

 An individual physically or mentally unfit for employment, either temporarily or permanently.  

Request medical verification from your doctor showing unemployability and duration. 

 

 An individual receiving Unemployment Compensation benefits or who has applied for and 

is complying with work requirements that is part of the UC application process. 

 

 A regular participant in a drug addiction or alcoholic treatment and rehab program, either on a 

resident or non-resident basis.  Request verification from your treatment or rehab 

program. 
 

 Student enrolled at least half time in any recognized school, training program, or institution of 

higher education.  Bring in current school schedule. 

 

If you have any questions about the WEP program or about a scheduled appointment, please call 

419.213.8800. 

  

 

Appendix 5: Cooperative Agreement 
 

Cooperative Agreement 

Work Experience Program 
 

I.  Purpose 

 

This agreement shall set forth the responsibilities of the Lucas County Department of Job & 

Family Services (hereinafter referred to as the “LCDJFS” or “Referring Agency”) and 

  

Name                        _____________________________________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
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Address              _________________________ City   _____        Zip         ___   Date      ____ _                               

  

(Here in after referred to as the “Site Sponsor”) as mutually agreed to under guidelines 

established by the Ohio Department of Job and Family Services for the Work Experience 

Program (here in after Referred to as “WEP”) participation at this work site shall provide 

participants with Experience and Training to assist them in securing employment and shall 

serve a useful public purpose. 

 

II. Responsibilities of the LCDJFS 

1. Certify that these participants are eligible recipients of public assistance. 

2. Assist Site Sponsor, as needed, in preparing job descriptions for WEP positions to be 

established by the Site Sponsor and with any other program forms. 

3. Provide participant with information relative to Site Sponsor’s job description, duties, and 

WEP rules and regulations (oral and written) 

4. Provide Site Sponsor with participant’s work schedules. 

5. Provide necessary information concerning participant’s grievance procedures. 

6. Investigate complaints from the participant or site sponsor and ensure appropriate and 

timely resolutions to complaints. 

7. Visit worksites at to ensure compliance of WEP regulations and to review the cooperative 

agreement.  Site visits are required by ODJFS and will be conducted by LCDJFS 

quarterly (and more often if needed). 
8. Each participant will participate in work and on-site training as defined by the Site Sponsor 

in the position descriptions. Furthermore, each participant will be fully supervised by the 

Site Sponsor as to work and time recording and will be evaluated.  

9. Non-participation by a participant is to be reported to the Referring Agency immediately. 

Any request for removal of a participant by Site Sponsor must be presented to the 

Referring Agency in writing.  Any accusations of criminal activity on the part of any 

participant will be referred to law enforcement officials by the Site Sponsor. 

10. Notification to both the Referring Agency and Site Sponsor is the responsibility of the 

participant at any time that he/she is unable to report.  (The Site Sponsor must instruct the 

participant of the procedures to be followed if he/she is unable to report to the work site.) 

 

11. LCDJFS shall provide Worker’s Compensation coverage for participants and the form for 

reporting.  The Site Sponsor must notify LCDJFS by telephone within twenty-four (24) 

hours of an accident and prepare a Worker’s Compensation form, which shall be furnished 

by LCDJFS and due to LCDJFS within 5 working days from the time of the accident. 

 

III. Responsibilities of the Site Sponsor 

o Prepare and submit to the Referring Agency a job description for each WEP position to be 

established at the Site Sponsor’s worksite.   

o Submit to the Referring Agency a tax identification number. (Federal I.D# or State I.D. #) 

o Provide participant with applicable site work rules, (written and oral), health and safety 

standards and with the training, orientation and supervision vital to efficient performance of 

the work assignment. 

o Post work rules and job descriptions of the site and verbally provide instruction on such 

material as part of the training process. 
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o Ensure that participants are knowledgeable of the work standards they are expected to meet, 

also ensure that the participant is always under qualified supervision. 

o Provide tools, equipment, supplies, and transportation required on the worksite. 

o Maintain consistency of participant’s duties with job description.  Emphasize skill building, 

understanding job duties and responsibilities, completing assignments, punctuality and 

maintaining acceptable work habits. 

o Submit participant’s attendance records to the Department under guidelines established by 

the LCDJFS and complete participant evaluation forms as requested. Attendance is to be 

submitted to LCDJFS twice a month.  Attendance for the 1
st
-15

th
 of the month is due 

the 19
th

 of each month.  Attendance for the 16
th

- 30
th

/31
st
 of the month is due the 3

rd
 of 

each month.  Should the attendance due date fall on a Saturday, Sunday or holiday in 

which LCDJFS is closed the attendance would be due the next day LCDJFS is open for 

business.  For example: Attendance for the 1
st
 half of October (1

st
 – 15

th
) would be due by 

Friday, October 19
th

.  Attendance for the 2
nd

 half of October (16
th

 – 31
st
) would be due by 

Saturday November 3
rd

.  But because November 3
rd

 is a Saturday, attendance would be due 

by November 5
th

.   LCDJFS will provide the Sponsor with copies of the monthly attendance 

sheet along with return envelopes. 

o  Failure to turn in attendance records in timely may result in termination of this agreement. 

o Permit participants to observe all Holidays as observed by Site Sponsor- (advise Referring 

Agency of Holiday, for scheduling or crediting). 

o Ensure that participants do not work more than the required number of hours as established 

by the Referring Agency.  Work assigned must be completed by participant unless Site 

Sponsor has been notified by the Referring Agency that a participant has been credited for a 

specific period of time. 

o Ensure that no regular employee of Site Sponsor is displaced by the establishment of the 

WEP worksite and that no participant carries out a work assignment during a strike, lockout, 

or bonafide labor dispute.  Site Sponsor must advise Referring Agency, in writing, of same 

within 24 hours of decision to strike, lockout, or bonafide labor dispute. 

o Ensure that employee labor union(s) at Site Sponsor’s place of business are notified of intent 

to establish WEP worksite and that no labor agreement is violated by establishing the WEP 

worksite or that participant is compelled to join or withdraw from a union as a condition of 

WEP participation. 

 

o Ensure that no participant is required to perform any political, partisan or electoral activity, 

that no participant’s religious freedom is violated and that no participant is compelled to 

participate in any assignment that would promote any religious doctrine or belief. 

o The available work slots by position description call for         5         participant/participants 

per day. 

o Circle days to be worked:    Sun.     Mon.     Tues.     Wed.     Thurs.     Fri.       Sat. 

o Work Shift: Task _____________or 8 hours          8:00 AM – 3:00 PM       _                                                                                                                                           

Do own scheduling-Circle              Yes           No 
 

o The Site Sponsor certified that it: 

a) Is a Public, private-non-profit or private for profit organization in order Work 

experience and training. 
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b) Provides services without regard to race, creed, color, age, religion, sex, national origin, 

disability or ancestry  and does not have policies that would deny anyone his/her civil or 

constitutional rights. 

c) Is an Equal Opportunity Employer 

d) Will cooperate with the Referring Agency in WEP monitoring and evaluation processes 

and assist with the resolution of complaints, grievances, or problems that arise. 

 

o Confidentiality 
Each Site Sponsor ensures that confidentiality will be observed as a basic right of each 

participant.  No records or information concerning a participant may be divulged for any 

purpose not directly connected to the WEP program.  Any release of such information is 

strictly prohibited except upon written consent of the participant. 

 

o Liability 
The Site Sponsor agrees that the Ohio Department of Human Services, LCDJFS, County 

Board of County Commissioners and the Referring Agency, shall be indemnified and held 

harmless against any and all liability, loss, damage, or related expenses incurred through 

provisions of sponsorship under this agreement.  The Site Sponsor realizes that there are 

penalties under law for any Site Sponsor who knowingly obtains a benefit to which he is 

not entitled.  If such violation occurs, this agreement shall be rendered null and void. 

 

This Agreement may be terminated by either party.  The party desiring to terminate must give 

the other party written notice at least thirty (30) day prior to the proposed termination date. 

 

     ________________________________                                    ___________________ 
     WEP Site Sponsor Representative                                                              Date 
 

    ________________________________                                    ____________________ 
    Referring Agency Representative                                                                  Date       
 

 

Cooperative Agreement Status:        New     or      Renewal 

 

Appendix 6: Ohio Administrative Codes for SNAP Program 
 

Food Assistance Employment and Training Program 
OAC 5101:4-3-30 

(A)   What is the food assistance employment and training program?  

The food assistance employment and training program requires mandatory nonexempt work registrants in 
receipt of food assistance to participate in employment and training. 

 (B)    What requirements must the county agencies meet for the food assistance employment and 
training program?  
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(1)  The county agency shall develop written standards, criteria, and procedures for the 
operation of the FAET program.  The standards shall include an explanation of each 
participating individual’s rights under the amendments to Title II of the Americans with 
Disabilities Act (ADAAA) and section 504 of the Rehabilitation Act (2008), including the 
right to request reasonable modifications in program activities. 

(2)  The county agency and/or contract providers shall meet any reporting requirements 
pursuant to the provisions of the Food and Nutrition Act of 2008, Pub.L.No.110-246, 
(10/2008). 

(3)  Each employable and volunteer individual shall be informed in writing of their rights and 
responsibilities concerning the employment and training program prior to or during the 
appraisal. Failure or refusal to meet these responsibilities could result in sanctions which 
would adversely affect the amount of food assistance benefits. 

(a) The rights of food assistance employment and training participants shall include, but 
are not limited to: 

 (i)   Receiving copies of all employability plans. 

(ii) Notification of the right to request a state hearing on issues related to 
participation in   the food assistance employment and training program and 
failure or refusal to participate. 

(iii) Nondiscrimination in food assistance employment and training program 
assignments. 

(iv)  Receiving supportive services, pursuant to the provisions of rule 5101:4-3-32 
of the   Administrative Code, for the authorized food assistance employment 
and training program activity. 

(v)   Filing a conciliation request pursuant to rule 5101:4-3-38 of the Administrative 
Code. 

(vi) Accepting employment pursuant to the requirements of rule 5101:4-3-11.1 of 
the Administrative Code. 

(b)  The responsibilities of food assistance employment and training participants shall 
include, but are not limited to: 

(i)   Reporting to the appraisal and other appointments with the county agency 
program staff or providers. 

(ii)  Reporting to the work experience program (WEP), education, training, 

supportive service, or job search sites at the scheduled dates and times. 

(iii)  Obeying the rules at the work site, following instructions, and otherwise 
demonstrating acceptable work habits and behavior. 

(iv) Providing the county agency with information relevant to securing or retaining 
employment and providing supplemental information as requested. 
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(v)   Notifying the immediate supervisor, other designated individual, or the county 
agency staff of the reason for nonparticipation as scheduled. 

(vi)  Participating in food assistance employment and training program activities for 
the scheduled number of hours as assigned. 

(vii)  Accepting necessary supportive services determined to be needed for 
participation. 

(viii) Reporting any changes which would affect the individual's ability to participate 
in the food assistance employment and training program. 

(ix)  Providing the county agency with documentation of attendance and 
participation in a food assistance employment and training program activity as 
requested. 

(x)   Providing a good cause reason for nonparticipation as required pursuant to 

the provisions of rule 5101:4-3-11.1 of the Administrative Code. 

(xi)  Contacting the county agency, unless otherwise instructed by the county 
agency, if a monthly scheduling notice or the participant expense allowance 
has not been received. 

(xii) Reporting to a job site, to an employer for a scheduled job interview or to any 
related subsequent interviews or testing appointments when referred by the 
county agency or its designee. 

(xiii) Accepting a bona fide offer of employment pursuant to rule 5101:4-3-11.1 of 
the Administrative Code. 

Work Registration and Exemptions 
OAC 5101: 4-3-11 

 (A)       What is work registration? 

Work registration is the process for identifying employable individuals who are participating in the food 
assistance program. Individuals who are work registered are then assessed by the county agency 
through the appraisal process as described in rule 5101:4-3-29 of the Administrative Code and assigned 
to an appropriate employment and training activity. 

(B)       Who must be work registered for the food assistance employment and training program? 

All individuals who are members of an eligible assistance group shall be registered for work and are 
required to comply with the employment and training program requirements unless the individual meets 
one of the following exemptions: 

(1)       A person younger than sixteen years of age. 

(a)  A sixteen- or seventeen-year-old participant who is not the assistance group name as 
defined in rule 5101:4-1-03 of the Administrative Code is exempt from work 
registration. 
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(b)  A sixteen- or seventeen-year-old participant who is the assistance group name and is 
attending school or enrolled in an employment training program at least half time is 
exempt from work registration. 

(2)       Person sixty years of age or older. 

(3)       A parent or other assistance group member who is responsible for the care of a dependent 

child under age six or an incapacitated person. When a parent and another member of the 
assistance group both claim to be responsible for the care of the same dependent 
child(ren) or incapacitated assistance group member, only one member shall be exempt. 
The responsibility should be determined by discussion with the applicant. 

(4)       A person receiving unemployment compensation benefits. A person who has applied for, 

but is not yet receiving, unemployment compensation benefits are also exempt if that 
person is complying with the requirements of the unemployment compensation application 
process. 

(5)       A person physically or mentally unfit for employment either permanently or temporarily. 
Notwithstanding paragraph (D) of this rule, persons claiming a temporary disability shall be 
required to register once they become physically and mentally fit unless otherwise exempt. 
When an individual claims to be mentally or physically unfit for employment and the 
disability is not evident, verification may be required. 

(a)  When a claim of permanent or temporary disability is questionable, the county 
agency may obtain verification from a variety of sources. For example, the receipt of 
benefits from supplemental security income (SSI) is considered evidence of 
unemployability. In addition, receipt of disability payments under the retirement, 
survivors, and disability insurance (RSDI) program is considered proof of disability for 
purposes of this exemption. 

(b)  Other individuals claiming a disability exemption should, in the absence of physical 
evidence, furnish verification that can substantiate their disability. Appropriate 
verification may consist of receipt of temporary or permanent disability benefits 
issued by governmental or private sources, or a statement from a physician or 
licensed or certified psychologist. In questionable cases, adequate documentation 
should appear in the assistance group file to support the granting of this exemption. 

(6)       Assistance group members who are applying for both SSI and food assistance benefits at 
the local social security office shall have the requirement for work registration waived until: 

(a)  They are determined eligible for SSI and thereby become exempt from work 
registration; or, 

(b)  They are determined ineligible for SSI at which time their exemption from work 

requirements shall be reevaluated. 

(7)       A regular participant in a drug addiction or alcoholic treatment and rehabilitation program, 
either on a resident or nonresident basis. 

(8)       A student enrolled in a recognized school, training program, or institution of higher 
education, as defined in rule 5101:4-6-04 of the Administrative Code, is exempt from work 
registration if enrolled at least half time. 
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(a)  A student enrolled at least half time in any recognized school, training program, or 
institution of higher education will remain exempt during normal periods of class 
attendance, vacation and recess, unless the student graduates, enrolls less than 
half-time, is suspended or expelled, drops out, or does not intend to register for the 
next normal school term (excluding summer). 

(b)  Persons who are not enrolled at least half time or who experience a break in 
enrollment due to graduation, expulsion, or suspension, or who drop out or otherwise 
do not intend to return to school, shall not be considered students for the purpose of 
qualifying for this exemption. 

(c)  The determination of whether the student is enrolled at least half time is made by the 

school, training program, or institution of higher education. 

(d)  A person who is subject to work registration as a condition of eligibility and whose 
assignment is to attend a recognized school, training program, or institution of higher 
education is not exempt from work registration. Individuals who are required to work 
register who are assigned to a recognized school, training program or institution of 
higher education through the employment and training program meet a student 
exemption defined in paragraph (B)(4) of rule 5101:4-6-04 of the Administrative code 
and are considered eligible students for the food assistance program. 

(e)  A person who is enrolled in a school but taking only non-credit courses is not 
considered a student for purposes of this exemption. 

(9)       An assistance group member subject to and complying with any work requirement under 
the Ohio works first (OWF) program. 

(10)     An employed or self-employed person working a minimum of thirty hours weekly or 

earning weekly wages at least equal to the federal minimum wage multiplied by thirty 
hours. This includes migrant and seasonal farm workers under contract or similar 
agreement with an employer or crew chief to begin employment within thirty days 
(although this shall not prevent individuals from seeking additional services from the 
county agency). 

(C)       What procedures shall the county follow for work registration? 

(1)       The county agency shall explain to the individual the employment and training program 
requirements, the rights and responsibilities of work registered assistance group 
members, and the consequences of failure to comply as described in rule 5101:4-3-11.2 of 
the Administrative Code. A written statement of the above shall also be provided to each 
individual who is registered for work. A statement shall also be provided when a previously 
exempt individual or new household member becomes subject to a work registration, and 
every twelve months after initial registration. 

(2)       Each registration shall be documented via the statewide automated eligibility system. 

(a)  The county agency shall update the statewide automated eligibility system for each 
individual required to work register prior to authorization of food assistance benefits. 

(b)  Individuals required to work register shall not be required to be present at the time 
the county agency work registers the individual. These individuals shall be notified of 
work requirements in accordance with paragraph (C)(1) of this rule and scheduled for 
and notified of an appraisal interview. 
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(D)       What happens when an individual is no longer exempt from work registration? 

(1)       The county agency shall register any person losing exemption status due to any change in 
circumstances that is subject to reporting requirements of rule 5101:4-7-01 of the 
Administrative Code at the time the change is reported. Registration shall be documented 
via the statewide automated eligibility system. 

(2)       The county agency shall register persons who lose their exemption due to a change in 
circumstances that is not subject to reporting requirements of rule 5101:4-7-01 of the 
Administrative Code at the assistance group's next reapplication. Registration shall be 
documented via the statewide automated eligibility system. 

Appraisal 
OAC 5101:4-3-29 

 (A)       What is an appraisal? 

As a condition of food assistance eligibility, individuals applying for or in receipt of food assistance 
benefits who are not exempt from work registration as referenced in paragraph (B) of rule 5101:4-3-11 of 
the Administrative Code are required participants in the food assistance employment and training 
program. Required participants must be assessed to determine the best assignment for their skills and 
needs to move them toward self-sufficiency and personal responsibility. 

(B)       What is required in the appraisal process? 

The appraisal process shall include: 

(1)       Screening to identify possible victims of domestic violence as defined and set forth in rule 

5101:1-3-20 of the Administrative Code. Victims of domestic violence may be excused 
from assignment to a work activity as set forth in paragraph (F) of rule 5101:4-3-11.1 of 
the Administrative Code; however, the individual may still choose to participate. 

(2)       Development of an employability plan with each individual to achieve the goal of self-
sufficiency and personal responsibility. 

(3)       The assignment to one or more employment and training activities as referenced in rules 
5101:4-3-33 , 5101:4-3-34 , and 5101:4-3-35 of the Administrative Code. 

(4)       Receiving a copy of the rights and responsibilities as referenced in rule 5101:4-3-30 of the 
Administrative Code as applicants for and as participants of the food assistance 
employment and training program. 

(5) If an individual discloses, has, or appears to have a physical or mental condition that 
substantially limits one or more major life activities, the county agency shall offer 
additional screening to the individual consistent with the requirements of rule 5101:9-2-02 
of the Administrative Code and the Americans with Disabilities Act (ADA) plan adopted by 
the county agency in accordance with rule 5101:9-2-02 of the Administrative Code.  If 
additional screening indicates the presence of a disability, the plan for employability 
made in accordance with this paragraph, shall be consistent with the county agency’s 
ADA plan and shall include a description of each reasonable modification requested and 
made for an individual with a disability. 

(C)       What happens if the assistance group member fails to cooperate with the appraisal process? 
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(1)        Failure without good cause to attend an appraisal interview or to complete an appraisal 
by any required participant shall result in a sanction in accordance with paragraph (B) of 
rule 5101:4-3-11.1 of the Administrative Code. 

(2)        If the individual fails or refuses, without good cause, to comply in full with any provision of 

their employability plan, the county agency shall sanction the individual in accordance 
with paragraph (B) of rule 5101:4-3-11.1 of the Administrative Code. 

(D)       How is good caused determined? 

Good cause is determined as referenced in rule 5101:4-3-11.1 of the Administrative Code. 

(E)       Who determines when additional appraisals should be completed? 

(1)       The county agency shall complete an appraisal any time reinstatement of eligibility is 
completed. 

(2)       The county agency has the ability to determine if the assistance group's circumstances 
warrant any additional appraisals. 

Domestic Violence  
5101:4-3-11.1 (F) 

What are the requirements for victims of domestic violence? 

Individuals who are victims of domestic violence as defined in rule 5101:1-3-20 of the 
Administrative Code shall be treated as follows: 

(1) Individuals who are victims of domestic violence shall be identified through the appraisal 
process in accordance with rule 5101:4-3-29 of the Administrative Code. 

(2) When the county agency determines that the individual has been subjected to domestic 
violence and requiring compliance with the work requirement would make it more difficult 
for the individual to escape domestic violence or unfairly penalize the individual, the 
county agency may excuse the individual from the employment and training program 
requirements, if supporting documentation as described in paragraph (F)(1) of rule 
5101:1-3-20 of the Administrative Code is provided. 

(3) When an individual is assigned to and engaged in an employment and training activity and 
fails to comply as a result of domestic violence, the county agency shall excuse and shall 
not impose a sanction for failure to comply with the employment and training program 
requirement. 

(4) The county agency shall review the continued eligibility of the excused non-participation at 
least once every six months. The county agency may, at its option, review the individual's 
excused non-participation more frequently than every six months. There is no limit on the 
number of times (or length of time) that an excuse can be extended. 

FAET Required Hours 
OAC 5101:4-3-31 
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 (A)       How many hours should a required participant in the food assistance employment and training 

program be assigned? 

(1)        Work experience program: the maximum hours of participation per month for the 
required participant assigned to a work experience program assignment shall be the food 
assistance allotment amount divided by the federal or state minimum wage, whichever is 
higher. If there are multiple required participants in a given assistance group, the total 
hours of participation shall be shared by all required participants. Whether the 
participation requirement is being met by one or multiple assistance group members, the 
total required hours of participation cannot exceed the total food assistance benefit 
amount divided by the federal or state minimum wage, whichever is higher. 

(2)        Education and training assignments: a mandatory participant shall be assigned to 
education and training for the number of hours needed to complete the education and 
training assignment. 

(3)       Job search assignments: a mandatory participant shall be assigned as scheduled for 
the number of hours established for job search. 

(B)       Are there limitations on the hours a required participant can complete? 

(1)       The total monthly hours of participation in a food assistance employment and training 

component for any assistance group member, together with any hours worked for 
compensation (in cash or in kind), must not exceed one hundred twenty. 

(2)        No participant shall be required to work more than eight hours on any given day without 
his or her consent. 

(3)        An assignment to an activity shall not interfere with an individual's hours of paid 
employment so long as this employment is countable income pursuant to rule 5101:4-4-
19 of the Administrative Code. 

(C)       Can an individual not required to participate in the food assistance employment and training 
program volunteer to participate? 

County agencies may allow volunteers to participate in the food assistance employment and training 
program. Individuals who are voluntarily participating do not have a limit on how many hours they can 
participate and a county agency shall not disqualify voluntary participants for failure to comply with the 
employment and training requirements. 

FAET Assignments 

 
Job Search/Job Readiness 

OAC 5101:4-3-33 

 (A)     What is job search? 

Job search is a food assistance employment and training activity under which applicants and participants 
make contacts and look for possible employment. Job search may be done on an individual basis as 
established by the county agency pursuant to the time-frame set forth in paragraph (D) of this rule. 

 (B)       What is job readiness? 

javascript:openLinkDoc('$REP_ROOT$(%5e)node-id(446952)')
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Job readiness activities, or job search training, are food assistance employment and training activities 
designed to increase employability potential by ensuring that participants are becoming familiar with 
general workplace expectations and exhibit work behavior and attitudes necessary to compete 
successfully in the labor market. Various types of structured programs qualify, such as rehabilitation, 
counseling, job skills assessments, job clubs, training in techniques for employability, and job placement 
services. 

(C)       What are examples of job readiness activities? 

Job readiness activities include, but are not limited to the following: 

(1)       Classroom instruction in the strategies and skills in job seeking.  

(2)       Supervised telephone job search activities.  

(3)       Job lead development and self-directed job search.  

(4)       Identifying and overcoming personal barriers to employment.  

(5)       Building self-confidence and self-promotion.  

(6)       Good grooming and dress techniques.  

(7)       Managing time, money and household budgets.  

(8)       Obtaining proper dependent care and supervision of dependents while working.  

(9)       Conducting self-assessments to determine employment options and training needs.  

(10)     Completing resumes, work histories, and application forms.  

(11)     Learning and using good interviewing techniques.  

(12)     Using resources such as the telephone, telephone directories, newspapers, internet, and 
friends and/or relatives.  

(13)     Contacting the individual who does the hiring.  

(14)     Maintaining good records of job search activities.  

(15)     Understanding employer expectations.  

(16)     Understanding unions, benefits, taxes, deductions, and hospitalization policies.  

(17)     Being prompt and punctual for work.  

(18)     Accepting supervision positively.  

(19)     Relating to other employees.  

(20)     Retaining the job as a step toward security and independence.  
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(D)       What are the time limits for job search? 

Job search shall be assigned for no more than thirty days following certification prior to making a workfare 
assignment. Job search may be assigned again later in the certification period if the county agency 
determines it necessary and the most suitable assignment for the individual. Job readiness is considered 
a workfare assignment and is an allowable assignment as long as the county agency determines it is 
directly enhancing the employability of the individual. 

Education and Training 
OAC 5101:4-3-35 

(A)       What types of education activities may be provided to food assistance employment and training 

participants? 

(1)       Basic education; and 

(2)       Vocational education. 

(B)       What is the goal of basic education? 

The goal of basic education is to provide individuals with a literacy level and basic skills that will lead to 
employment. Basic education may be provided to individuals who do not possess basic literacy skills 
whether or not they have obtained a high school diploma or equivalent education. Basic education 
includes high school or equivalent education, remedial education, adult basic education, basic literacy 
education, and education for an individual with limited English proficiency. 

(C)       What are the county agency's responsibilities for tracking the progress of an individual engaged in 
basic education activities? 

The county agency shall document the progress of the participant assigned to basic education in 
conjunction with the service provider. In order to remain assigned to the activity, an individual shall be 
expected to make "satisfactory progress" which shall be defined as progressing the equivalent of two 
grade levels each year of participation. An individual who is unable to make satisfactory progress shall be 
reassessed to determine if the assignment should continue. Assignment to this activity shall be based on 
the goal of obtaining employment. 

(D)       What is the goal of vocational education? 

The goal of vocational education is to assist individuals in obtaining useful employment in a recognized 
occupation. Vocational education may include: occupational training in technical job skills and equivalent 
knowledge and abilities in a specific occupational area; post-secondary education; and training offered by 
other entities such as public secondary schools and public and private entities. For the vocational and 
post-secondary education components Ohio has aligned the allowable food assistance employment and 
training programs with the workforce investment act (WIA) approved programs. A listing of these 
programs can be found by accessing the following website: https://ohiomeansjobs.com/etpo/. 

WEP 
OAC 5101:4-3-34 

The work experience program (WEP) is a food assistance employment and training activity that provides 
experience and training for employable participants, who are not otherwise able to obtain employment, to 
enhance their ability to secure unsubsidized employment. Food assistance employment and training WEP 
placements are limited to public and private nonprofit sponsors which serve a useful public service. 
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(A)       What criteria shall the county agency establish for WEP worksite sponsors? 

(1)        Participants are not required to perform political, partisan, or electoral activities. 

(2)        The worksite must meet all applicable federal, state and local health and safety 
standards, equal employment opportunity (EEO) policies, fair labor standards, 
displacement policies, and provide reasonable work conditions. 

(3)        The placement has not been developed in response to, or in any way associated with, 
the existence of a strike, lockout, or bona fide labor dispute, and does not violate any 
existing labor agreement. 

(4)        A participant's religious freedom shall not be violated nor is the participant compelled to 
do work that promotes a religious doctrine or belief. 

(B)       Is a participant considered an employee of the WEP worksite? 

A participant shall not be considered an employee of either the sponsor, the county agency, or the Ohio 
department of job and family services (ODJFS) and, therefore, is not entitled to all of the benefits and 
privileges of an employee. The operation of WEP shall not be considered to be the operation of an 
employment agency by the state or county agency. 

(C)       Do the WEP individuals have coverage for injuries? 

Individuals assigned to WEP shall be covered for participation-related injuries or disabilities under work 
relief compensation administered by the bureau of workers' compensation (BWC). Unless the county 
agency pays the premiums for the sponsor, a private or government sponsor with whom a food 
assistance employment and training participant is placed shall pay the premiums to the BWC on behalf of 
the participant. Individuals assigned to other food assistance employment and training activities shall not 
be included in premium payments made by the county agency to the BWC. 

Job Development (Placement) 
OAC 5101:4-3-37 

(A)       What is job development? 

Job development is an activity in which the county agency or the service provider makes available job 
marketing, job placement, and follow-up to ensure job retention for employable participants. 

Each county agency shall: 

(1)        Provide or procure job development services. The county agency may operate these 
services in-house and/or through a contract or agreement with another agency or 
provider; 

(2)        Assure that the program services are coordinated and that the services are reported; 

(3)        Determine the best method for providing job development services in the county; 

(4)       Ensure that the staff providing job development services has the necessary expertise and 

training to provide the service; and 
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(5)       Have the final authority on all referrals to service providers for job development. 

(B)       What is the responsibility of the program provider? 

(1)        Establishing linkages with other work and training, economic development and social 
services programs to provide the services needed by participants. 

(2)        Coordinating job development services with the appropriate county agency staff to 

ensure continuity of services and compliance with regulations and policies. 

(3)       Developing working relationships with employers to facilitate placement of participants 
into long-term employment by: 

(a)  Promoting the programs and participants, which may include using media 
advertising, direct mail, involvement in community events, and presentations to 
community organizations. 

(b)  Identifying potential employers in both the public and private sector. 

(c)  Contacting the hiring authorities of employers. 

(d)  Informing employers of the availability of the program. 

(e)  Determining the employment needs of the potential employer. 

(f)   Discussing with the employer the possibility of the employment needs being met with 
food assistance employment and training program participants. Discussions should 
include the benefits of hiring participants and any incentives available such as tax 
credits or employer subsidies. 

(g)  Gathering pertinent information as it relates to job openings. 

(h)  Exploring the interview procedures the employer would like to follow. 

(i)   Matching potential participants to the job openings. 

(j)   Coordinating interview schedules with the employer and participants. 

(k)  Contacting the employer to determine how the interview went, and coordinating any 

subsequent interviews and/or testing requirements with the employer or provider. 

(l)   Coordinating any necessary details (such as any required paperwork) to ensure a 
completed placement. 

(m) Following up the placement with the employer to resolve any problems that may 
arise. 

(4)     Developing working relationships with participants to facilitate placement into long-term 
employment by: 

(a) Determining the type of job(s) that will be developed for the participant. 
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(b) Preparing the participant for the upcoming interview with a description of the job, any 
special instructions based on knowledge of the employer, or other helpful information. 

(c) Working concurrently with the participant and the employer, other agencies or 
providers on items listed in paragraphs (B)(3)(i) to (B)(3)(m) of this rule. 

(C)       What is the responsibility of the agency operating job development? 

An agency operating job development shall ensure that a participant is not placed in a position where: 

(1)        Any individual is laid off from the same or any equivalent position pursuant to rule 5101:4-
3-36 of the Administrative Code. 

(2)        The employer is not following federal and state equal employment opportunity (EEO) 

policies, fair labor standards, compliance with health and safety standards and 
displacement policies. Those employers who have been found in violation of these 
standards and policies shall not be eligible for consideration for future job development 
placements. 

Supportive Services 
OAC 5101:4-3-32 

 (A)       What are supportive services? 

Supportive services are benefits provided to assist a food assistance employment and training participant 
with completing their assignment. Supportive services may include, but are not limited to, an expense 
allowance to cover the cost of transportation and other work, training or education related expenses and 
publicly funded child care. 

(B)       What is the county agency's responsibility for providing supportive services? 

The county agency is responsible for arranging or providing necessary supportive services for individuals 
participating in the food assistance employment and training program. The county agency is the deciding 
authority for determining the appropriateness and the availability of funds. 

(C)       How is an expense allowance determined? 

(1)        An individual shall receive an expense allowance for the actual costs of transportation 
and/or other work, training or education related costs associated with participation up to 
the maximum level of reimbursement established by the county agency. 

(2)        An individual who documents costs in excess of the amount established by the county 
agency is eligible to receive reimbursement for the additional costs. The county agency 
may: 

(a) Increase the amount of the monthly expense allowance; 

(b)  Reassign the participant to another site; or 

(c)  Exempt the individual from participation until a suitable component is available or the 
individual's circumstances change and his/her monthly expenses do not exceed the 
expense allowance. 
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(3)        An individual who incurs no costs for participation is not eligible for the expense 
allowance. 

(4)       Costs of meals away from home are not reimbursable. 

(D)       How does the county agency provide publicly funded child care to individuals participating in the 
employment and training program? 

Individuals participating in the employment and training program who need child care assistance in order 
to participate in the program, shall be referred to apply for publicly funded child care. If publicly funded 
child care is not available to the individual the county agency may exempt the individual from 
participation. 

Conciliation Process 
OAC 5101:4-3-38 

The county agency shall have a conciliation process to resolve disputes which arise concerning required 
food assistance employment and training participation. The conciliation process may be initiated by the 
participant or by the county agency. The conciliation process must be posted within the county agency 
and must be given in writing to each food assistance employment and training participant during the 
appraisal interview pursuant to the provisions of rule 5101:4-3-29 of the Administrative Code. 

(A)       What should the conciliation process include? 

The conciliation process shall include, but is not limited to: 

(1) Disputes over assignments. 

(2)        Inappropriate treatment by a county agency employee or worksite supervisor. 

(3)        Irregular work hours that create a severe hardship on the participant. 

(4)        Worksite assignments that deviate from the normal duties of the job. 

(5)        Disagreement with disciplinary action at the worksite involving the participant. 

(6)        Other areas of concern to the participant relating to participation. 

(7)        Disputes concerning working conditions and workers' compensation coverage. 

(8)        Wage rate calculations to determine the hours of participation. 

(9)        Disputes concerning failure to participate in the food assistance employment and training 
program. 

(B)       How can the conciliation process be initiated? 

The conciliation process can be initiated by any of the following: 

(1) A written notice from the county agency to the participant for a conciliation conference; 
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(2)        A written or verbal request from the participant to the county agency for a conciliation 
conference; or 

(3)        A written or verbal request from the participant to the county agency for a conciliation 
conference when there is an act of nonparticipation. The conciliation process requires 
that such requests shall be made within seven calendar days which begins the day 
following the day of nonparticipation. 

(C)       Does the county agency have to track conciliation requests? 

The county agency shall maintain an accurate record of all conciliation requests, including any pertinent 
facts and the resolution of the conciliation. Once a conciliation request is initiated, the county agency 
should attempt an informal resolution. 

(D)       How long should a decision take? 

A resolution of the conciliation process initiated in accordance with paragraph (B) of this rule, shall be 
reached within a maximum of fifteen calendar days beginning with the date the conciliation process was 
initiated. No adverse action, as related to the food assistance employment and training program, may be 
proposed until the conciliation process, if requested, is concluded. 

(E)       Who can attend the conciliation process? 

When a conciliation process is initiated, the county agency shall convene a conciliation conference which 
is presided over by the director or a designee. Both the county agency and the individual may bring 
whomever each reasonably wants to be at the conference in an attempt to informally resolve differences. 
When appropriate, the worksite supervisor may attend, or information from the worksite supervisor as 
requested by the county agency may be presented. 

(F)       If a conciliation conference is conducted may a recipient request a county conference or a state 

hearing? 

(1)       The conciliation conference does not replace the right to request a county conference 
pursuant to the provisions of Chapters 5101:6-1 to 5101:6-9 of the Administrative Code 
and the conciliation process shall not in any way limit the participant's hearing rights. 

(2)       The individual shall be notified in writing of the outcome of the conciliation conference. The 
notification shall also contain an explanation of the right to a state hearing pursuant to the 
provisions of Chapters 5101:6-1 to 5101:6-9 of the Administrative Code. When the 
conciliation conference is to be followed by a proposal of an adverse action, the prior 
notice sent to the individual will fulfill this requirement. 

Displacement 
OAC 5101:4-3-36 

(A)       Is it allowable for a food assistance employment and training participant to displace a person from 

employment? 

Participants in the food assistance employment and training program shall not be assigned to program 
activities which result in the displacement of other persons. Displacement occurs when a participant's 
assignment results in removing or discharging employees or otherwise denying such employment to 
persons who: 
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(1) Are already employed as regular full-time or part-time employees. 

(2)        Are or have been employed full time or part time as participants in subsidized 

employment program/on the job training or in other publicly subsidized employment and 
training programs. 

(3)        Are or have been involved in a dispute between a labor organization and the employer or 
sponsor. 

(4)        Have been laid off and are either: 

(a) Receiving unemployment compensation; or 

(b)  Subject to recall under the established policies of the employer or sponsor. 

(B)       Is it allowable for a work experience program (WEP) participant to fill a vacant position? 

WEP participants shall not be used to fill existing vacant positions. No employment and training 
participant shall perform work which has the effect of reducing the work or promotional opportunities of 
employees. They may, however, perform the same type of work as the employee. Reducing the work of 
employees means reducing the number of hours, wages, or employment benefits of regular or part-time 
employees, or reducing the number of positions that the employer certifies would otherwise be filled by 
regular employees. 

Sanctions 
OAC 5101:4-3-11.2 

(A)       What happens when an individual does not comply with an employment and training requirement?  

(1)      When an individual fails or refuses to meet the employment and training program 
requirements in rule 5101:4-3-11.1 of the Administrative Code, the individual shall be 
sanctioned from participation in the food assistance program as follows:  

(a)  For a first failure or refusal, the county agency shall sanction the individual by 
denying or terminating the individual's eligibility to participate in the food assistance 
program for a minimum of one benefit month.  

(b)  For a second failure or refusal, the county agency shall sanction the individual by 
denying or terminating the individual's eligibility to participate in the food assistance 
program for a minimum of three benefit months.  

(c)  For the third or subsequent failure or refusal, the county agency shall sanction the 
individual by denying or terminating the individual's eligibility to participate in the food 
assistance program for a minimum of six benefit months.  

(2)       When an individual stops receiving food assistance before the actual imposition of the 
sanction, the sanction will not be held in abeyance. The establishment of new residence 
in another county or another assistance group by a food assistance individual who has 
been proposed for a sanction or who is currently under sanction does not, in and of itself, 
negate the sanction.  

(B)       What is the process for notification of noncompliance?  
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It is the individual’s responsibility to contact the county agency within seven calendar days of the 
nonparticipation to show good cause for the failure. When the individual does not contact the county 
agency within seven calendar days or it is determined the failure was without good cause, in accordance 
with Chapter 5101:6-2 of the Administrative Code proper notice of adverse action shall be provided to the 
individual.  

(1)       The notification shall contain:  

(a) The particular act of noncompliance committed;  

(b)  The proposed period of the sanction;  

(c)  Language explaining that the individual may, if appropriate reapply at the end of the 
sanction period;  

(d)  Information on or with the notice describing the action that can be taken to avoid the 
sanction before the sanction period begins; and 

(e)  Notice and hearing requirements contained in Chapters 5101:6-1 to 5101:6-9 of the 
Administrative Code that apply in each instance of nonparticipation and subsequent 
sanction action.  

(C)       How does an individual comply to regain eligibility for food assistance?  

The county agency shall require the individual to:  

(1)       Prior to reinstatement of benefits the individual shall sign the JFS 03804 "Ohio Works 
First/Food Assistance Sanction Compliance Agreement" (rev. 8/2013) agreeing to 
participate in the work program and to comply with the employability plan developed by 
the individual and the county agency pursuant to the provisions of rules 5101:4-3-29 and 
5101:4-3-31 of the Administrative Code.  

(a) When the JFS 03804 is signed prior to the end of the sanction period the sanctioned 
individual shall regain eligibility and benefits shall be reinstated after the minimum 
sanction period is served.  

(b)  When the JFS 03804 is signed after the end of the minimum sanction period, the 
individual shall regain eligibility effective the day the JFS 03804 was signed and 
returned to the county agency and benefits shall be reinstated pursuant to rule 
5101:4-7-01 of the Administrative Code.  

(2)       When the circumstances change and the individual qualifies for an exemption from work 
registration in accordance with rule 5101:4-3-11 of the Administrative Code, the individual 
may qualify for food assistance benefits. Such exemptions may occur before the 
minimum sanction period ends.  

(D)       How are failures for noncompliance with unemployment compensation or an Ohio works first 
(OWF) work requirement handled?  

Individuals receiving unemployment compensation or OWF benefits are exempt from food assistance 
work registration and therefore are not assigned to a food assistance employment and training activity. 
Instead the individual must comply with the unemployment compensation or OWF requirements. If the 
assistance group reports a loss or denial of unemployment compensation or OWF eligibility or if the 
county agency learns of the loss or denial, the county agency shall determine whether the loss or denial 
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was caused by a determination by the administering agency that the individual refused or failed without 
good cause to comply with a requirement equivalent to a requirement of work registration or the 
employment and training program. If it is determined the individual failed or refused to meet these 
requirements, the county agency shall:  

(1)       Determine if the assistance group is an OWF assistance group. An OWF assistance group 
is a group in which all members are receiving OWF benefits. For OWF assistance groups 
the county agency shall follow rule 5101:4-3-09 of the Administrative Code. However, 
when all of the individuals in the assistance group are not receiving OWF cash benefits 
(i.e. one or more members are only in receipt of food assistance), the assistance group 
remains subject to the requirements of this rule.  

(2)       Determine if the individual meets one of the other work registration exemptions outlined in 
rule 5101:4-3-11 of the Administrative Code. When the individual meets another work 
registration exemption in rule 5101:4-3-11 of the Administrative Code, no action is 
required.  

(3)       When the individual does not meet another work registration exemption, and the failure is 
equivalent to the appraisal requirement, the individual shall be sanctioned in accordance 
with this rule. The income and resources of the individual shall be treated in accordance 
with rule 5101:4-6-13 of the Administrative Code.  

(4)       When the individual does not meet another work registration exemption, and the failure is 
equivalent to a food assistance employment and training program requirement, the 
county agency shall sanction the individual. The requirements described in paragraph (B) 
of this rule, regarding notification of noncompliance, shall be followed.  

(5)       Assistance group members who fail to comply with an unemployment compensation or 
OWF requirement that is not equivalent to that of a food assistance work requirement 
shall lose their exemption and must be registered for work if not otherwise exempt.  

Good Cause Policy 
OAC 5101:4-3-11.1 

(C)       What is good cause? 

(1)       The county agency shall be responsible for determining good cause at any time when a 

food assistance work registered individual fails or refuses to comply with an appraisal, an 
employment and training program assignment or when a work registered individual 
voluntarily quits a job or reduces his or her work effort. In determining whether or not 
good cause exists, the county agency shall take into account the facts and 
circumstances, including information submitted by the employer and the assistance group 
member involved. 

(2)       Good cause shall include circumstances beyond the individual’s control, such as, but not 
limited to, illness, illness of another assistance group member requiring the presence of 
the member, an assistance group emergency, the unavailability of transportation, the lack 
of adequate child care for children who have reached age six but are under age twelve or 
domestic violence as outlined in paragraph (F) of this rule. 

(3)       When the county agency determines that good cause exists the individual shall be 

excused and a sanction shall not be imposed. 

(D)       What is good cause for leaving employment? 
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Good cause for leaving employment includes the good cause provisions outlined in paragraph (C) of this 
rule. Good cause for leaving employment also includes, but is not limited to, the following: 

(1)        Discrimination by an employer based on age, race, sex, color, handicap, religious beliefs, 
national origin or political beliefs. 

(2)        Work demands or conditions that render continued employment unreasonable, such as 
working without being paid on schedule. 

(3)        Acceptance of employment by the individual, or enrollment by the individual in any 
recognized school, training program, or institution of higher education on at least a half 
time basis, that requires the individual to leave employment; or acceptance by any other 
assistance group member of employment or enrollment at least half time in any 
recognized school, training program, or institution of higher education in another county 
or similar political subdivision that requires the assistance group to move and thereby 
requires the individual to leave employment. 

(4)        Resignations by persons under the age of sixty that are recognized by the employer as 

retirement. 

(5)        Employment that becomes unsuitable, as specified in paragraph (E) of this rule, after the 
acceptance of such employment. 

(6)        Acceptance of a bona fide offer of employment of more than thirty hours a week or in 
which the weekly earnings are equivalent to the federal minimum wage multiplied by 
thirty hours that, because of circumstances beyond the control of the individual, 
subsequently either does not materialize or results in employment that does not meet the 
requirements provided for in paragraph (E)(1) of this rule. 

(7)        Leaving a job in connection with patterns of employment in which workers frequently 
move from one employer to another such as migrant farm labor or construction work. 
There may be some circumstances where assistance groups will apply for food 
assistance benefits between jobs particularly in cases where work may not yet be 
available at the new job site. Even though employment at the new site has not actually 
begun, the quitting of the previous employment shall be considered good cause when it is 
part of the pattern of that type of employment. 

(8)        When a county agency finds the information regarding an assertion of good cause is 
questionable as defined in rule 5101:4-2-09 of the Administrative Code, the county 
agency shall request verification of the assistance group's statements. It is the assistance 
group's responsibility to provide the necessary verification in accordance with rule 
5101:4-2-09 of the Administrative Code. However, when the county agency has access 
to the information needed it should be considered. If assistance in gathering the 
information is needed, it must be provided. When good cause is questionable and the 
assistance group fails or refuses to provide verification of the questionable information, 
good cause shall not be determined. 

(E)       What is unsuitable employment? 

(1)       In addition to any criteria established by county agencies, employment shall be considered 
unsuitable under any of the following conditions: 

(a) The wage offered is less than the highest of: 
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(i) The applicable federal or state minimum wage; or 

(ii)  Eighty per cent of the federal minimum wage, if neither the federal nor the state 

minimum wage is applicable; 

(b) The employment offered is on a piece-rate basis, and the average hourly yield the 
employee can reasonably be expected to earn is less than the applicable hourly 
wages; 

(c)  The assistance group member, as a condition of employment or continuing 
employment, is required to join, resign from, or refrain from joining any legitimate 
labor organization; or 

(d)  The work offered is at a site subject to a strike or lockout at the time of the offer 
unless the strike has been enjoined under section 208 of the Labor-Management 
Relations Act of 1947 29 U.S.C. 141 (6/1947), or unless an injunction has been 
issued under section 10 of the Railway Labor Act of 1926, 4 U.S.C. 151 (10/1996). 

(F)       What are the requirements for victims of domestic violence? 

Individuals who are victims of domestic violence as defined in rule 5101:1-3-20 of the Administrative Code 
shall be treated as follows: 

(1) Individuals who are victims of domestic violence shall be identified through the appraisal 
process in accordance with rule 5101:4-3-29 of the Administrative Code. 

(2)        When the county agency determines that the individual has been subjected to domestic 
violence and requiring compliance with the work requirement would make it more difficult 
for the individual to escape domestic violence or unfairly penalize the individual, the 
county agency may excuse the individual from the employment and training program 
requirements, if supporting documentation as described in paragraph (F) (1) of rule 
5101:1-3-20 of the Administrative Code is provided. 

(3)        When an individual is assigned to and engaged in an employment and training activity 
and fails to comply as a result of domestic violence, the county agency shall excuse and 
shall not impose a sanction for failure to comply with the employment and training 
program requirement. 

(4)       The county agency shall review the continued eligibility of the excused non-participation at 
least once every six months. The county agency may, at its option, review the individual's 
excused non-participation more frequently than every six months. There is no limit on the 
number of times (or length of time) that an excuse can be extended. 

 


