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Commonwealth of Virginia 

SCSEP PROGRAM  

OPERATIONS MANUAL 
 

Introduction 

 
A. The Senior Community Service Employment Program 

The Senior Community Service Employment Program (SCSEP) is a participant centered 

program designed to provide and promote useful work training experience opportunities 

for economically disadvantaged persons age 55 or older and to facilitate the transition of 

job‐ ready participants into unsubsidized employment in public organizations and 

private‐sector businesses and industries. 

SCSEP activities are authorized under Title V of the Older Americans Act of 1965, as 

amended, and are administered by thirteen national sponsors, the 50 State 

governments, and most of the U.S. territories through grants from the U.S. 

Department of Labor (DOL). 

 

 
 

 

Pub.L. 88‐452, 78 Stat. 508, 42 U.S.C. § 3056. 

 

 

 

 

 

 

 

The Senior Community Service Employment Program is designed to: 

“Foster individual economic self‐sufficiency and promote useful opportunities in 

community service activities (which shall include community service employment) for 

unemployed low‐ income persons who are age 55 or older, particularly persons who have 

poor employment prospects, and to increase the number of persons who may enjoy the 

benefits of unsubsidized employment in both the public and private sectors […].” 
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Performance Standards 

 

Reauthorization of the Older Americans Act 

The authorizing legislation for Senior Community service Employment Program (SCSEP) 

is the Older Americans Act of 1965 and its amendments. 

Policy 

The amended Older Americans Act has significant changes for Title V that authorizes the 

Senior Community Service Employment Program (SCSEP) and its operations. The OAA 

Amendments became effective upon enactment. The Senior Community Services 

Employment Program; Final Rule and Regulations; 20 CFR Part 641 was published on 

September 1, 2010.   

The amended Title V retains the structure of the program under which the national 

nonprofit agencies and organizations as well as States receive grants to operate SCSEP 

projects. It retains the current funding allocation that distributes 78% of funds to 

national nonprofit agencies and organizations and 22% to State grantees. As funding 

increases above the current fiscal year level, proportionately more funding is directed 

to State grantees. 

Performance Accountability Requirements 

The policy requires that a Performance Accountability System hold each Grantee (National 

Sponsors and States) responsible for attaining quality levels of performance with respect 

to core performance measures.  Performance accountability rules were updated in the 

SCSEP Performance Accountability Final Rule, published in 2018. 

For each Grantee, the Secretary is authorized to establish performance measures 

designed to promote continuous improvement in performance. Performance measures 

consist of indicators of performance and levels of performance applicable to each 

indicator. 

Core Performance Indicators Measures 

SCSEP has six core performance measures that are defined below.  These were updated 

to align with WIOA performance measures in Program Year 2018 (July 1, 2018‐June 30, 

2019). 

� Community Service – The number of hours of community services in the 

reporting period divided by the number of hours of community service funded 
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by the grant minus the number of paid training hours in the reporting period 

� Service Level – The number of participants who are active on the last day of the 

reporting period or who exited during the reporting period divided by the 

number of modified community service positions 

� Employment Retention Rate 2nd Quarter after Exit-The number of participants 

employed in the second quarter after exit quarter divided by the number of 

participants who exited two quarters earlier. 

� Employment Rate 4th Quarter after Exit-The number of participants employed 

in the fourth quarter after the exit quarter divided by the number of 

participants who exited four quarters earlier. 

� Median Earnings – Of those participants who are employed in the second quarter 

after the quarter of program exit, the median value of earnings in the second 

quarter after exit quarter. 

� Service to Most-in-Need – Average number of barriers per participant. Barriers 

are defined as follows: 

o severe disability 

o frail 

o 65 years of age or older 

o old enough for but not receiving SS Title II 

o severely limited employment prospects and living in an area of persistent 

unemployment 

o limited English proficiency 

o low literacy skills 

o Disability 

o Rural 

o Veterans 

o low employment prospects 

o failed to find employment after using WIOA Title I 
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o homeless or at risk of homelessness 

Service to the Most‐in‐Need is determined by taking the total number of barriers 

reported during the reporting period divided by the number of participants who 

are active on the last day of the reporting period and those who exited during the 

reporting period. 

To find the documentation required for each Most In Need factor, consult the 

SCSEP Data Collection Handbook. 

Additional Performance Measures 

� Customer Satisfaction: 

o Average ACSI for employers 

o Average annual ACSI for participants 

o Annual average ACSI for host agencies 

� Any other indicator of performance that the Secretary determines to be 

appropriate to evaluate services and performance 

 Customer surveys are mailed out each year by the Department of Labor.  Sub‐grantees   will 

receive a list of names of participants and former participants who will be receiving a survey 

from the state grantee director.  Sub‐grantees will also receive a letter to send to all 

recipients, informing them about the survey. 

The core indicators of performance and additional indicators of performance are applicable 

to each grantee without regard to whether the grantee operates the program directly or 

through sub grantees or agreements with other entities. Each program year, the 

Department of Labor will determine if Grantees have met the established level of 

performance. 

Determining Success 

At the beginning of each program year the Department of Labor proposes a performance 

level for each core indicator, taking into account any statutory performance requirements, 

the need to promote continuous improvement in the program overall and in each grantee, 

the grantee’s past performance, and the statutory adjustment factors. 
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Grantees may request a revision to the Department’s initial performance level goal 

determination. The request must be based on data that supports the revision request. DOL 

may revise the performance level goal in response to the data provided. 

Success will be based on an aggregate calculation of performance. The aggregate is 

calculated by combining the percentage of goal achieved on each of the individual core 

indicators to obtain an average score. A score of 80 – 100 percent meets the performance 

level. A score of 100+ exceeds the performance level. All measures are equally important 

and there will be no weighting one over another. Sub‐grantees must balance program 

priorities to meet the performance level in all performance measures. 

Consequences for Poor Performance 

Once baseline performance levels are determined, the Secretary of Labor will take 

corrective action if a State Grantees does not attain levels of performance. 

If the Grantee does not meet performance measures in the State for one program year, DOL 

will provide technical assistance and the Secretary will require the state to submit a Corrective 

Action Plan not later than 160 days after the end of the Program Year. The corrective action 

plan must detail the steps the State will take to meet the expected levels of performance in the 

next program year. 

If DOL determines that the State fails to meet the expected levels of performance for 3 

consecutive programs years, DOL will require the State to conduct a competition to award 

the funds allocated to the State under §506 (e) of the OAA for the first full program year 

following DOL’s determination. The new grantee will be responsible for administering the 

SCSEP in the State and will be subject to the same requirements and responsibilities as 

had the State grantee. 

DOL will annually evaluate, publish and make available for public review, information 

about the actual performance of each grantee with respect to the levels of performance, 

compared to expected levels of performance and the actual performance of each grantee 

with respect to the levels achieved for each of the additional indictors of performance. 

The results of DOL’s annual evaluation will be reported to Congress. 
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Virginia’s Performance Requirements for Sub grantee Agencies 

The sub grantee shall have adequate administrative and accounting controls, personnel 

standards, evaluation programs and other policies as may be necessary to promote the 

effective use of funds and to comply with Title V regulations, as amended. 

DARS will expect each sub grantee to meet the established Department of Labor 

performance measures. 

In addition, sub grantees are required to: 

� Maintain Community Service Placement at the total assigned authorized 

slot level 

� Place participants in unsubsidized employment each year as established by 

the negotiated performance standards 

� Keep spending on budget at the monthly‐authorized spending levels 

established at one twelfth of the total budget. (with an appropriate drawn 

down ratio of participant wage, Other Enrollee Costs, and Administrative 

cost) unless circumstances that prevent this have been discussed with DARS. 

Monitoring of Sub grantee’s Program and Financial Performance 

DARS will conduct fiscal and programmatic evaluation of each sub grantee at minimum, 

once every three years. DARS’ statewide Senior Community Services Employment 

Program (SCSEP) Project Director will conduct programmatic evaluations and fiscal 

evaluation.  Evaluation criteria have been established and have been initiated to assess 

the sub grantees performance.  Desk reviews of expenditures and performance measures 

will occur, at minimum, quarterly.  Expenditures are also reviewed monthly to ensure 

funds are being spent at an acceptable rate. 

Department of Labor sanctions for not meeting performance measures will apply. 

The performance guidelines and Older Americans Act amendments of 2006 and the SCSEP 

regulations at 20 CFR Part 641 form the basis for these criteria as well as the specific work plans 

contained in the Division’s agreement with the Sub grantees. In addition, the following are 

applied as applicable: 
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� The Age Discrimination Act 

� Age Discrimination in Employment Act (ADEA) 

� The Americans with Disabilities Act of 1990 

� Administrative Rules 29 CFR, Part 97 

� Workforce Investment Act: Final Rules –20 CFR Part 652 et.al. 

� A87: Cost Principals for States 

� 2 CFR 200, Uniform Administrative Requirements, Cost Principles, and Audit 

Requirements for Federal Awards 

� DOL SCSEP Data Validation and Data Collection Handbooks 
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Overview of Program Operations 

Program Goals 

The Commonwealth of Virginia and its sub grantee will work with the U.S. Department of 

Labor and community agencies to help older adults obtain job training, increase their 

income, learn new skills and find jobs. SCSEP makes it possible for the State to promote 

the economic independence of older Americans by providing the opportunity for eligible 

participants to obtain training and unsubsidized employment. 

To serve participants and their local communities, the SCSEP emphasizes four primary 

mission goals: 

(1) To provide the opportunity for older workers to gain economic 

self‐ sufficiency and independence. 

(2) To provide gainful on the job training through subsidized part‐time 

work to low‐income older adults 

(3) To demonstrate how older workers can facilitate the delivery of 

community services by placing them in human service positions; 

and 

(4) Transition low‐income unemployed older workers into high quality 

jobs in the public, private, and non‐profit sectors through training 

and job‐finding assistance. 

The primary focus of SCSEP will be to provide participants community service training and 

job placement. Training programs at community service host sites allow participants to 

participate in providing community service to local communities, prepares participants 

for unsubsidized positions and advance them toward economic independence. 

� Ineligible applicants will be referred to local One‐Stop Centers and 

Workforce Investment and Opportunity Act (WIOA) providers. SCSEP funds 

will not be used for individuals who only need job search assistance or job 

referral services. 

� Ineligible applicants may also be referred to other DARS programs 

and services. 



For Public Comment  12 

� The SCSEP sub grantees are required partners with the WIOA providers. 

SCSEP sub grantees are required to have signed Memorandum of 

Understandings (MOU) and Infrastructure Agreements (IFA) with the local 

Workforce Investment Board. 

� All SCSEP participants must be referred to a Virginia WIOA One‐

Stop provider for assessment for other services for which they may 

be eligible. 

The State SCSEP grantee staff will facilitate, write and complete in cooperation with the 

sub grantee, national SCSEP grantees operating in the state and other required partners, 

the Four (4) Year SCSEP State Plan. The State SCSEP grantee staff will also be responsible 

for updating the plan every two (2) years or as needed. 

The SCSEP grantee is responsible for facilitating, writing and completing the annual 

Equitable Distribution Report in collaboration with all national SCSEP grantees operating 

in the state. 

SCSEP Program Design 

The Governor of the Commonwealth of Virginia delegates responsibility for SCSEP to 

DARS. The Commonwealth of Virginia, DARS, is responsible for monitoring this project 

to ensure that all legal and statutory requirements of SCSEP are met. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Participant Flow Chart 
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SCSEP Participant Flow Chart 
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Policies and Procedures 

 

SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

RECURITMENT AND OUTREACH 

        DARS‐SCSEP 

Effective Date:  Updated: March 5, 2018 
 

Recruitment and Outreach 

1. Purpose 

The purpose of recruitment is to ensure that the maximum number of eligible 

older individuals will have an opportunity to participate in the SCSEP. 

2. Requirements 

The sub grantee shall make efforts to assure that the maximum number of eligible 

individuals have an opportunity to participate in SCSEP. These efforts must 

include outreach to minorities, American Indians, individuals with limited English 

proficiency and those with greatest economic need, at least in proportion to 

their numbers in the area, taking into consideration, their rates of poverty and 

unemployment.  A recruitment plan addressing specific efforts to recruit those 

under priority service or most‐in‐need must be submitted with the annual 

operational plan, and will be reviewed quarterly. The recruitment plan form can 

be found in Appendix E‐Sub‐Grantee Application Documents.  This form can also 

be obtained via request to the DARS SCSEP Project Director via email or phone 

call. 

Priority service will be given to the following individuals: 

(a) Those 65 years of age or older 

(b) Are veterans (or, in some cases, spouses of veterans) as established 

in the Jobs for Veterans Act, 38 U.S.C 4215 (a) and the Senior 

Community Service Employment Program; Final Rule §641.520 (b) 

Preference will be given to the following individuals: 

(a) Have a disability  

(b) Have limited English proficiency 
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(c) Low literacy 

(d) Reside in a rural area; 

(e) Have low employment prospects; 

(f) Have failed to find employment after using services provided through 

the One‐Stop delivery system; or 

(g) Are homeless or at risk for homelessness 

To ensure that these goals are achieved, the sub grantees shall: 

(a) Use the Virginia Workforce Career Centers delivery system as one 

method in recruitment and selection of eligible individuals. Notify the 

Virginia Workforce Career Center when SCSEP vacancies exist. 

(b) Establish collaborative relationships with agencies providing services to 

older persons, to persons with low incomes, and to persons of various 

race/ethnic backgrounds. 

(c) Place flyers, brochures, posters, and other advertisements in public 

places where older individuals tend to congregate. 

(d) Use low to no cost media advertising such as public service 

announcements on radio and TV, community service announcements, 

and human interest articles in local newspapers. 

(e) Make presentations to groups of older people or the general public to 

spread the word about opportunities available through the program; and 

(f) Develop a close working relationship with other employment and training 

programs such as State and local programs under the Workforce 

Investment and Opportunity Act (WIOA), vocational education programs, 

dislocated worker programs, and adult education programs. 

3. Monitoring of Recruitment Goals 

The State SCSEP Coordinator will monitor the achievement of recruitment goals during 

visits with the sub grantee. At no time should vacancies exist in the program when 

funding is available to provide training opportunities for older workers.  The program 
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tends to have high turnover, so recruitment should always be a priority, and sub‐

grantees should keep waiting lists for potential participants. 

The U.S. Department of Labor requires that the State periodically monitor the 

performance of grant‐supported activities to assure that project goals related to the 

recruitment of priority populations are being achieved and that all requirements of the 

O lder Americans Act and its rules and regulations are being met. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Eligibility Determination 

         DARS‐SCSEP  

Effective Date:  Updated: March 5, 2019 
 

Eligibility Determination 

1. Purpose 

To determine which applicants meet the SCSEP eligibility criteria. 

2. Timing 

The eligibility criteria given in section 3 below apply: 

(a) To each individual who seeks initial enrollment in the SCSEP 

(b) To each individual who seeks re‐enrollment after termination from 

the SCSEP because of loss of unsubsidized employment through no 

fault of their own, including illness; and 

(c) To each participant who is seeking annual recertification for 

continued program participation 

3. Eligibility Criteria 

To be eligible for participation in the SCSEP, an individual must meet each of the 

following criterions for age, income, place of residence, and eligibility to work: 

(d) Age ‐ Each individual must be 55 years of age. No upper age limit 

can be imposed for initial enrollment or continued enrollment 

(e) Income ‐ The family income of an applicant or participant 

during the preceding 12 months or six months annualized 

must not exceed 125 percent of the poverty levels established 

and periodically updated by the U.S. Department of Health 

and Human Services. A person with a disability may be 

treated as a ‘family of one’ for income eligibility 

determination purposes at the option of the applicant. 

(f) Residence ‐ Each individual, upon initial enrollment, shall reside in 

the locality in which the project is authorized. (Residence means 
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an individual’s declared dwelling place or address. Sub‐grantees 

may not impose a length of residency prior to enrollment in SCSEP) 

• Unemployed – Individuals applying for SCSEP must be 

unemployed  No sub grantee may impose any additional 

requirement or condition for determining enrollment eligibility 

for SCSEP unless required by Federal law 

4. Computing Family Income 

a. Computation: [TEGL 12‐06] 

Annual family income is defined as income received during the 12 month period 

that ends on the date of application or annualized income for the last 6 months 

period that ends on the date of application or certification for continued 

enrollment.  Sub‐grantees should use whichever method benefits the applicant. 

Annual Family income for current family members refers to the sum of the 

amounts received from the income inclusions delineated in TEGL 12‐06 

Attachment I and in section 4.d. below. 

All TEGLs (Training and Employment Guidance Letters) can be found in Appendix 

F‐TEGL. 

b. Definition of Family [TEGL 12‐06, Attachment II] 

The family standard defined is: 
 

� A husband, wife and dependent children; or 

� A parent or guardian and dependent children; or 

� A husband and wife; or 

� A person with a disability may be treated as a “family of one’ for income 

eligibility determination purposes as currently provided at §641.500 of 

the SCSEP regulations 

Definition of Family [TEGL 26‐13, Attachment III] 

TEGL 26‐13 (issued on June 18, 2014), which implements the Su p re me 

Court’s ruling in United States v. Windsor, states: “The Department of Labor’s 

policy is to recognize lawful same‐sex marriages as broadly as possible to the 
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extent that federal law permits, and to recognize all marriages valid in the 

jurisdiction where the marriage was celebrated—i.e., the ‘state of 

celebration.’” TEGL 26‐13 sets forth two sets of rules: 

• All national grantees and those state grantees whose states recognize 

same‐sex marriages as valid based on the “state of celebration” must 

recognize same‐sex spouses as within the SCSEP definition of “family.” 

• State grantees in states that do not recognize same‐sex marriages as valid 

based on the “state of celebration” are not required to recognize same‐ 

sex marriage as within the SCSEP definition of “family.” However, DOL 

encourages those state grantees to include same‐sex spouses in the 

definition of family. 

Exception to Standard Definition 

When the applicant is claimed as a dependent on the Federal Income Tax Return of 

another family member whom they reside, the Current Population Survey (CPS) 

definition of family must apply. 

CPS Definition of Family: 

� A family is a group of two people or more related by birth, marriage, or 

adoption and residing together; all such people (including related subfamily 

members) are considered as members of one family. 

� As in the standard definition above, a person with a disability may be treated 

as a “family of one” for income eligibility determination purposes. 

CPS Definition of Subfamily: 
 

� Subfamily: A subfamily is a married couple with or without children, or a 

single parent with one or more of their own never‐married children under 18 

years old. A subfamily does not maintain his or her own household, but lives 

in the home of someone else. 

� Related subfamily: A related subfamily is a married couple with or without 

children, or one parent with one or more of their never‐married children 

under 18 years old, living in a household and related to, but not including, the 
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person or couple who maintains the household. One example of a related 

subfamily, a young married couple sharing the home of the husband or wife’s 

parents. 

� Unrelated subfamily: An unrelated subfamily (formerly called a secondary 

family) is a married couple with or without children, or a single parent with 

one or more of their own never‐married children or a single parent with one 

or more of their own never‐married children under 18 years old living in a 

household. Unrelated subfamily members are not related to the 

householder. An unrelated subfamily may include people such as guests, 

partners, roommates, or resident employees and their spouse and/or 

children. An unrelated subfamily is NOT included in the determination of 

income eligibility for SCSEP. 

c. Definition of Family Income 

“Family income” means income is defined as the sum of the amounts received from 

the income inclusions delineated in TEGL 12‐06, (Attachment I). 

d. Income Inclusions and Exclusions 

With certain exceptions, which will be defined, the CPS official definition of ‘income’ 

will govern the determination of SCSEP applicant eligibility. The following are income 

inclusions: 

(1) Earnings: Money wage or salary income is the total income people 

receive for work performed as an employee during the income 

year. 

(2) Net income from non‐farm self‐employment is the net money 

income (gross receipts minus expense) from one’s own business, 

professional enterprise, or partnership. 

(3) Net income from farm self‐employment is the net money income 

(gross receipts minus operating expenses) from the operation of a 

farm by a person on his or her own account, as an owner, renter or 
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sharecropper. 

(4) Benefits received under Title II of the Social Security Act (of which 

seventy –five percent of gross amount will be counted as 

includable income) 

(5) Survivor benefits 

(6) Pension or retirement income 

(7) Interest income 

(8) Dividends 

(9) Rents, royalties, and estates and trusts 

(10) Educational assistance 

(11) Alimony 

(12) Financial assistance from outside of the household 

(13) Other income, foreign government pensions 

Family income shall not (exclusions) include the following: 

(1) Unemployment Compensation 

(2) Social Security Disability Insurance 

(3) Workers’ compensation 

(4) Child support 

(5) Public assistance, including Aid to Families with Dependent 

Children (AFDC), Emergency Assistance money payments, and 

non‐federally funded General Assistance or General Relief money 

payments 

(6) Twenty‐five percent of a benefit received under Title II of the 

Social Security Act 

(7) Any other income exception required by applicable Federal law – 

e.g., stipends from programs funded by the Senior Corps of the 

Corporation for National and Community Service 

(8) Payment made to or on behalf of the veterans or former 
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members of the Armed Forces under laws administered by the 

Secretary of Veterans Affairs 

(9) Disability benefits 

(10) Supplemental Security Income (SSI) 

Also excluded are: 

(1) Capital gains people receive (or losses they incur) from the sale 

of property, including stocks, bonds, house, or a car (unless the 

person engaged in the business of selling such property, in 

which case the net proceeds as income from self‐employment) 

(2) Withdrawals of bank deposits 

(3) Money borrowed 

(4) Tax refunds 

(5) Gifts 

(6) Lump‐sum inheritances or insurance payments 
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Special Note: TEGL 11‐06 
 

Congress has exempted SCSEP wages from income eligibility determinations for Federal 

Housing programs and food stamps through the OAA Amendments of 2000 and 2006 (42 

U.S.C 3056 (g)). 

Table I: Examples of SCSEP Income Inclusions and Exclusions 
 

TYPE OF INCOME INCLUDE EXCLUDE 

Wages or Salary Yes ‐ gross pay before deductions  

Self‐Employment Yes ‐ net income after business 

expenses are subtracted 
 

Pensions and retirement income Yes  

Net Rent royalties, estates, trusts Yes  

Alimony Yes ‐ even if periodic  

Social Security Benefits 75% 25% 

Dividend Income Yes  

Interest Yes  

Insurance Annuities Yes  

Lump sum inheritances, insurance 

payments, gambling and lottery earnings 

No 
Yes 

Financial assistance from outside of 

household 

Yes No 

Payments Under Indian Claims Act 
Yes ‐ Exclude $2,000 

$2,000 

Public Assistance No Yes 

SCSEP Earnings No Yes 

Unemployment  Compensation No Yes 

AFDC Payments No Yes 

Social Security Disability No (Until transfer to SSA at age 65) Yes 

Education Financial Assistance Payments 

(Title IV of Higher Education Act) 

Yes No 

Needs‐based Scholarship Assistance Yes No 

Active Military Duty Pay No Yes 

Non‐Cash Income (food stamps, energy or 

food assistance, etc.) 

No Yes 

Black Lung Disability Payments No Yes 

Other Employment and Training Payments No Yes 

Supplemental Security Income (SSI) No Yes 

Other Income, foreign government pensions 
Yes No 

Survivor Benefits Yes No 
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NOTE: This table is not all‐inclusive. 

e.  Procedures for Calculating Annual Family Income 

Income refers to the total family cash receipts before taxes. Annual family income 

shall be determined by computing income received during the 12 month period that 

ends on the date of application or the annualized income for the last 6 months period 

that ends on the date of application or certification for continued enrollment. 

Annual family income for current family members refers to the total amount of cash 

income received from wages or salary, self‐employment, or other income described 

above which lists monies to be included and counted as income. Annual family 

income does not refer to monies received from sources described in the Exclusions, 

which lists monies to be excluded and not counted as income. 

After calculating the annual family income, refer the income guidelines for the size of 

the family to determine if the income eligibility criterion is met. For example, if the 

family consists of a mother, father, and one dependent child, the income guidelines 

for a family of three should be used to determine income eligibility. 

To be eligible for SCSEP, the family income must not exceed 125 percent of the 

poverty level established by the U.S. Department of Health and Human Services for 

the size of the family. 

f. SCSEP Income Eligibility Guidelines 

These guidelines are issued annually. (The current Poverty Guidelines are included in 

the appendices.) These figures are to be used to determine the income eligibility of 

SCSEP applicants and participants. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Selection 

          DARS‐SCSEP  

Effective Date:  Updated: March 8, 2019 
 

 

Selection Enrollment Priorities 

1. Purpose 

The purpose of enrollment priorities is to meet the conditions Congress set 

forth in the Older Americans Act, as amended. 

2. Criteria for Enrollment Priorities 

To assist the individuals with the greatest need, sub grantees shall follow 

enrollment guidelines when filling all SCSEP positions. Sub grantees will give 

priority to: 

i. Those 65 years of age or older 

ii. Are veterans (or, in some cases, spouses of veterans) as established in 

the Jobs for Veterans Act, 38 U.S.C 4215 (a) and the Senior Community 

Service Employment Program; Final Rule 

§641.520 (b) 

Sub grantees will give preference to applicants that: 

iii. Have a disability  

iv. Have limited English proficiency 

v. Have low literacy 

vi. Reside in a rural area; 

vii. Have low employment prospects; 

viii. Have failed to find employment after using services 

provided through the One‐Stop delivery system; or 

ix. Are homeless or at risk for homelessness 

Within all of the priorities listed above, sub grantees shall give preference to persons 

with poor employment prospects. 
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A person with poor employment prospects is defined as an eligible individual who is 

not likely to obtain employment without the assistance of the SCSEP or some other 

employment and training program. Persons with poor employment prospects 

include, but are not limited to, individuals 

� Without a substantial employment history 

� Who lack basic skills 

� With low English‐language proficiency 

� Who are displaced homemakers 

� Who dropped out of school 

� Who are disabled veterans 

� Who are homeless 

� Who live in socially and economically isolated rural or urban areas 

where employment opportunities are limited 

3. Dual Eligibility 

An individual who meets the age, income, and residence requirements for SCSEP 

participation under Title V of the Older Americans Act may be deemed eligible to be 

enrolled in a joint program with WIOA. The joint program must be established by a 

written financial or non‐financial Memorandum of Understanding (MOU) agreement 

between the SCSEP project and WIOA to satisfy the requirements of WIOA and SCSEP. 

4. Enrollment Procedures 

Sub‐grantees shall obtain and record the personal information necessary to determine 

eligibility for each individual. The information shall be recorded on the Participant Form 

at the time of enrollment and each year at the time of recertification. The sub grantee is 

responsible for assuring that the information provided by the applicant is reasonable, 

reliable, and consistent with other statements made by the applicant. Refer to the SCSEP 

Data Validation Handbook to identify required documentation. 

The Data Validation Handbook can be found at the following site. 

http://www.scsep‐help.com/Documentation/DataValidation.aspx 

http://www.scsep-help.com/Documentation/DataValidation.aspx
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All applicants shall be required to review and sign the SCSEP Participant Form at the 

time of enrollment. 

Once an applicant is deemed eligible, his or her enrollment must be properly 

documented. These forms can also be found in Appendix A. A list of intake forms follows: 

a. Participant Form (Note: Mandatory form for all initial enrollments and re‐

enrollments.) 

b. Confidential Statement of Income (Note: Mandatory form for all pre‐ 

applications, initial enrollments, recertification, and re‐enrollments. 

Additional Note: Documentation supporting the figures reported must also 

be kept on file.) 

c. Employment Eligibility Verification Form I‐9 (Mandatory that all 

individuals enrolled after November 6, 1986.) 

d. SCSEP Community Service Assignment Form, Physical Assessment 

Waiver, if applicable 

5. Over‐Enrollment 

At no time should a sub grantee over‐enroll participants by more than 10 percent of the 

number of positions authorized by the Commonwealth of Virginia. Over‐enrollment may 

occur when attrition prevents grant funds from being fully utilized, but a sub grantee 

must have the State’s permission before enrolling additional participants over the 

authorized position level. 

6. Durational Limit  

 Individual Durational  Limit 

The Commonwealth of Virginia has implemented a durational limit policy that adopts the 

48 month limit on all participants with the possibility of a waiver for a least one or more 

of the qualifying factors. The clock for this measurement started on July 1, 2007. A 

participants’ prior time in the project does not count. The sub grantee must terminate 

any participant who reaches the 48 month durational limit. 

NOTE: Participants are not automatically entitled to remain in the program for 48 
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months. 

SCSEP participants are encouraged to complete their job readiness training and obtain 

unsubsidized employment within 27 months or less of enrollment in the program or as 

soon as they become job ready in order for the sub grantee to meet the Average Project 

Durational Limit of 27 months. The Individual Employment Plan (IEP) will address 

individual goals and timelines for obtaining unsubsidized employment. 

Participants will be provided a copy of the SCSEP Individual Participant Durational 

Limit Policy during orientation and annually at recertification. The host site agency will 

be provided a copy of the SCSEP Individual Participant Durational Limit Policy during 

orientation and with the host site agreement. The participant and the host site 

supervisor will sign a form affirming that they received and read the policy. 

Active participation in the regular SCSEP and Recovery Act (ARRA) funded programs will 

count toward the individual durational limit (IDL). Approved breaks will not be counted 

toward the individual’s durational limit (IDL). 

The SCSEP sub grantee will track individual participation and notify participants in 

writing when they are within 12 months of reaching their individual 48 month durational 

limit.  

A 30‐day termination notice letter for IDL is required, and a copy should be kept in the 

participant file. 

To ensure that participants maximize their accomplishments while in SCSEP, the 

participant will be assessed at least 2 times in a program year to ascertain job readiness, to 

identify barriers to gaining employment and to identify additional training and supportive 

services needed. The participant will be enrolled in training programs to enhance current 

skills or help them attain new job skills. The participant may be transferred to a new host 

site if there is the potential for new work skills to be obtained. The Individual Employment 

Plan (IEP) will be updated and goals and timelines reevaluated at least twice a year. 

If employment is not attained before 42 months of SCSEP participation, in the 42nd 

month, the sub grantee staff and the participant will develop an exit transition IEP that 

will plot the participant’s exit strategies. The Exit Transition IEP will include the 
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following services from the SCSEP sub grantee staff: 

� Assist participants with resumes, interview skills, referral to job openings 

and job fairs and the utilization of the computer learning center to assist 

participant’s job search to help them gain employment using various 

career and job resources. Identify supportive services that will aid the 

participant in their transition out of SCSEP, e.g. subsidized housing, 

energy assistance, food stamps, SSI and Medicaid. 

� Assist participant if requested, to developing a Post‐SCSEP budget that 

does not include SCSEP wages. 

� Referral as appropriate to Virginia’s Career Centers, other Workforce 

Investment and Opportunity Act partners and other organizations that 

will help them in their transition out of SCSEP but remain active and 

maintain connectivity to the community, e.g. Senior Companion, 

AmeriCorps, American Red Cross, and Volunteers of America. 

� With the permission of the participant, alert the participant personal 

support system, e.g. family, case workers, to their loss of income from 

SCSEP and increased need for support. 

Sub Grantee Durational Limit 

Sub grantees are required to manage their programs as to maintain an average 

project durational limit of 27 months or fewer (see OAA Title V. Sec. 502 (b) (1) 

(C). 

� The average project duration is the sum of the number of months of 

enrollment of all the program’s participants, divided by the number of 

participants. 

The clock for this measurement started on July 1, 2007; participants’ prior time 

 in the project does not count. All participants who are currently active have been  

active in the preceding 9 quarters are counted. 

 27 month durational limit first applied on October 1, 2009. Participants cannot 

be terminated based solely on the Average Project Durational Limit before the 
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participant reaches the Individual Durational Limit (48 months). However, 

participants can be, and are encouraged to be, exited from the program into 

unsubsidized employment as soon as they are ready. 

Participants will be encouraged to complete their job readiness training and 

obtain unsubsidized employment within 27 months or less of enrollment in the 

program. The participant’s Individual Employment Plan (IEP) will address 

individual goals and timelines for obtaining employment. 

7. Confidentiality (Privacy Act of 1974) 

Names of SCSEP participants are considered public information. However, sub 

grantees shall maintain the confidentiality of all other information regarding applicants, 

participants, and their families that may be obtained through application forms, 

assessment interviews, tests, and evaluations. 

Without the permission of the applicant or participant, confidential information should 

be divulged only as necessary for purposes related to project administration or 

evaluation and only to persons having official responsibilities in connection with the 

project or to governmental authorities to the extent required for the proper 

administration of law. 

8. Procedures When Applicants Are Ineligible 

When applicants are found to be ineligible, whether due to age, income, residency, 

employment or ineligibility to work under INS rules, the sub grantee should take the 

following steps: 

a. Explain to the applicant why she or he is ineligible 

b. Discuss the grievance process and provide the applicant with written 

grievance procedures 

c. Give the reason for ineligibility to the applicant in writing (mail, if 

appropriate) 

d. Make referrals, if appropriate, to other employment and training 

programs (e.g. WIOA provider) 



For Public Comment  31 

e. Make referrals, if needed, to community service agencies (social services, 

food bank, transportation, housing, AmeriCorps, Senior Companion, RSVP 

etc.) 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

How to Recertify Current Participants and Re‐ 

enroll Former Participants 

          DARS‐SCSEP  

Effective Date:   

 

How to Recertify Current Participants 

 
1. Policy 

Sub grantees must recertify participants annually on or close to the 

participant’s most current SCSEP entry date to determine eligibility for 

continued enrollment on the program. Participants should be given notice 30 

days prior to the date the recertification is scheduled to take place. 

Sub‐grantees may choose to re‐certify ALL active participants at a set 

time each year.  For instance, a sub‐grantee may identify February as the 

month set aside for re‐certification, rather than track individual re‐

certification dates for all participants.  This will result in some participants 

being re‐certified ahead of schedule in their first year, but does streamline 

and increase efficiency for the process. 

No participant shall hold a training position for more than 12 months 

without having his or her income recertified. The State will monitor this 

requirement during the assessment process. 

When individuals re‐enroll after termination from a project for reasons 

of extended illness or placement into unsubsidized employment, eligibility 

determination is identical to that of recertification. 

2. Procedures for Re‐enrollment and Recertification 

When re‐enrolling or recertifying a participant, a sub grantee must: 

(a) Complete the process using an assessment form during a face‐to‐

face interview with the participant or former participant. 

Complete a Participant Form 



For Public Comment  33 

(b) Have the participant complete a Confidential Income Statement 

and obtain supporting documentation 

(c) Ensure that Employment Eligibility Verification Form I‐9 is on file for 

each participant 

3. Income Computation for Inter‐Program Transfers 

When a participant transfers from one SCSEP program to another (e.g., 

AARP to State), the sub grantee must immediately determine eligibility using 

the Confidential Statement of Income. 

4. Procedures to Follow When Participants Are Ineligible 

When a participant is found to be ineligible for continued enrollment on the 

program, SCSEP regulations require that the participant be notified according 

to the reason for the ineligibility determination and be given 30 days written 

notice of termination from the program. 

(a) Participants found to be ineligible for continued enrollment on the 

program because family income exceeds 125 percent of the Federal 

poverty guidelines shall be given a 30 day written notice of termination. 

(b) When it is determined that a participant was incorrectly declared eligible 

due to false information given by the participant, the sub grantee shall 

give the participant written notice explaining the reason(s) for the 

determination. In this instance, the participant will be given 30 days 

written notice of and placed on 30 days unpaid administrative leave. 

(c) If the participant was incorrectly declared eligible through no fault of the 

participant, the sub grantee shall give the participant immediate written 

notice explaining the reason(s) for the termination. The participant shall be 

terminated 30 days from the date of the notice. 

In situations (a) and (c) above, the project staff should make a reasonable effort 

to place the participant in an unsubsidized job or find other support for the 

ineligible participant. The participant should be informed of the right to appeal 
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and given written instructions about how to file an appeal with the project. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Employment Eligibility Verification 

       DARS‐SCSEP  

Effective Date:   

 

 

Employment Verification 

 

1. Policy 

All sub grantees are required to verify the employment eligibility of 

applicants and participants under the Immigration Reform and Control Act 

(IRCA) of 1986. All participants enrolled after November 6, 1986, must 

complete the Employment Eligibility Verification Form (Form I‐9). 

2. Procedures 

The applicant must complete Form I‐9 at the time of enrollment. 

Documentation must be presented to establish the applicant’s identity and 

employment eligibility. Acceptable documents are listed on the back of 

Form I‐9. 

Documents from List A (Form I‐9 establish both identity and 

employment eligibility. 

According to Older Worker Bulletin 97‐4, dated February 18, 1997, voter 

registration cards may no longer be used to document U.S. citizenship, 

although they are acceptable as proof of residency. Older Worker Bulletin 

97‐4 further notes that Numident printouts from the Social Security 

Administration are no longer acceptable as verification documents to 

establish eligibility for enrollment in SCSEP. 

Completing the Form I‐9: The applicant should complete and sign 

Section 1 of Form I‐9. If a translator or other person completes Section 1 

for the applicant because of language difficulties, the other person and/or 

translator must sign the form and complete the other person and/or 

translator certification box. The staff member interviewing the applicant 
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should review Section 1 to ensure that it is correctly filled out, legible, and 

has been signed. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Physical Assessment 

           DARS‐SCSEP  

Effective Date:   

 

 

Physical Exams 

1. Purpose 

The U.S. Department of Labor has stated clearly that physical 

examinations are a fringe benefit for program participants. Physical 

examinations are not an eligibility factor or a requirement to participate in 

program. 

2. Timing 

Physical exam shall be offered to each participant at the time of 

enrollment and annually thereafter as part of Participant Wage and Fringe 

Benefits. 

3. Policy 

Sub grantees must offer SCSEP participants a physical exam upon 

enrollment into the program and annually as long as they continue on the 

program. 

4. Procedures 

In the field, many questions arise concerning appropriate ways to offer 

physical exam and ask questions about an applicant’s or a participant’s 

physical limitations. Procedures for this section fall under the jurisdiction of 

the Federal regulations for SCSEP, the Americans with Disabilities Act 

(ADA), and Section 504 of the Rehabilitation Act. 

The State requires that its sub grantees adhere to the following 

procedures during an individual’s application, enrollment, and tenure in 

SCSEP. 
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(d) During the Application Process 

During the intake process, questions about an applicant’s health are not 

permitted even if the applicant appears frail or has indicated that he or 

she has a health problem. 

The application process should focus solely on determining eligibility. 

Physical health is not an eligibility factor. The Americans with Disabilities 

Act (ADA) and Section 504 of the Rehabilitation Act prohibit making 

medical inquiries before an offer of employment has been made. In other 

words, questions about ability to work are not allowed before the person 

is determined to be eligible and offered a position in the program. 

(e) After Enrollment 

After the applicant has been found eligible for SCSEP and while an 

appropriate training assignment is being developed, the new participant 

can be asked certain questions regarding his or her health. Job‐related 

medical inquiries are permitted at this time to assist in matching the 

participant to a training assignment. 

NOTE: Caution should be taken when asking health related questions. 

Any medical inquiry should focus on the individual’s ability to perform an 

essential job task. The questions, “Can you stand for two hours a day?” 

and “Can you sit at a computer and type for three to four hours per day?” 

are appropriate. 

Do not ask general questions such as “How is your health?” Sub 

grantees must explain clearly to new participants that health related 

questions are asked only for the purpose of developing suitable 

community service training assignments for them. 

If questions are asked of one participant, they must be asked of all 

participants. For instance, a sub grantee may ask all participants if they 

have recently been under a doctor’s care. The follow‐up question, “Do you 

have a release from your physician?” can be asked of individuals who 
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answer yes to the question of recently being under a doctor’s care. 

Do not limit questions to persons who appear to have disabilities, health 

problems, or are receiving Social Security Disability Insurance or any other 

disability payments. The U.S. Department of Labor states, “Judgments 

made on appearances can lead to the perception that discriminatory 

assumptions are being made.” 

 

(f) While Participating on a Community Service Training Assignment 

If a participant is placed in a position where everyone working in similar 

positions must undergo a physical examination, the participant may be 

required to undergo a physical examination. An example of this would be 

when a participant is considered for a food service assignment in a non‐ 

profit hospital where all food service workers are required to pass a 

physical examination. If the participant refuses to have a physical 

examination, another training site should be found. 

 

(g) During the Recertification Process 

During the recertification process, sub grantees must offer an annual 

physical exam to each participant who is eligible to continue on the 

program. 

5. Documentation 

The examining physician should provide a written medical report to the 

participant. The participant does not provide a copy of the medical report to the 

sub grantee. The State SCSEP Coordinator will periodically review files for 

compliance. 

6. Refusal of a Physical Assessment 

A participant may refuse to take advantage of the physical assessment offer 

at the time of enrollment or at recertification. Sub grantees must document the 

refusal by having the participant sign a Physical Exam Offer. The participant 

must sign the waiver within 60 days of enrollment. 
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Sub grantees should actively encourage participants to take advantage of the 

physical exam. Staff should not volunteer the use of a waiver as an automatic 

option. 

7. Cost of Physical Examinations 

Sub grantees should seek to provide physical assessments through reduced or 

no‐cost local providers. Reimbursements for physical exams are allowed at a 

maximum rate of $75.00 per participant. The cost of physical assessments 

should be charged to the Participant Wages/Fringe Benefits cost category. 

8. Forms 

If the participant refuses the physical assessment, he or she must check the 

box to choose not to use the physical exam benefit on the Physical Exam Waiver. 

The Physical Exam forms should be kept in a separate file, not in the participant’s 

record. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Comprehensive Assessment 

          DARS‐SCSEP  

Effective Date:   

 

 

Comprehensive Assessment 

1. Purpose 

The initial assessment provides the basic framework for the individual 

employment plan (IEP). The comprehensive assessment process seeks to 

identify a participant’s existing work skills and deficits, job preferences, 

and any barriers to employment. From the assessment, the sub grantee 

will determine the appropriate employment, training, or service activities 

for each participant and describe each activity on the IEP. Procedures for 

the IEP follow in Section G. 

2. Requirements 

It is the responsibility of the sub grantee to implement an effective 

procedure to assess participants. The assessment must include a 

comprehensive evaluation that includes both formal and informal 

techniques. 

The assessment must include input from the participant. The U.S. 

Department of Labor has established minimum assessment requirements 

in Older Worker Bulletin 96‐1, dated February 7, 1996. All sub grantees 

must adhere to and all assessments must include the following: 

(a) The assessment shall be made in partnership with the participant. 

(b) The participant’s skills, talents, training, work history, and 

capabilities must be considered. 

(c) Appropriate training and employment objectives must be identified. 

(d) Assess supportive services needs continually during the assessment 

process and as needed. * Request Supportive Services Form. 
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(e) The assessment must be the basis for the individual employment plan 

(IEP). 

(f) The assessment must be the basis for the community service 

assignment. 

(g) The project staff member who helped develop it must sign the 

assessment. 

(h) The assessment must be conducted by the sub grantee. 

 

In addition, the State requires sub grantees to include, a minimum, the 

following when assessing a participant: 

(a) The individual’s occupational/job preference 

(b) Education and vocational training 

(c) Occupational skills, interests, talents, and aptitudes 

(d) Physical capabilities (consistent with Section 504 of the Rehabilitation Act 

of 1973, as amended, and the Americans with Disabilities Act of 1990) 

(e) Positive attributes 

(f) Barriers to employment 

(g) Scores on assessment instruments 

(h) Potential for performing the proposed community service assignment 

duties 

(i) Potential for transition to unsubsidized employment 

 

Particular attention should be paid to the knowledge and skills the participant 

now possesses, the types of work the participant would like to do, and the 

knowledge and skills the participant needs to obtain a job in the occupational 

field of interest. This information provides the basis for the individual 

employment plan (IEP) and should guide training and employment decisions. 

3. Methods of Assessment 

Methods of assessment that sub grantees may use include: 

(a) Vocational testing and interest surveys 

(b) Informal (personal questionnaires) and formal structured interviews 
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(c) Observations of an individual’s attitudes, behavior, and body language 

(d) Basic skills testing 

(e) Workbooks/exercises to help individuals identify their work 

preferences, values, and options 

(f) Needs identification through self‐assessment activities 

 

Please contact the State SCSEP Project Director for links to resources for 

assessments. 

4. The Assessment Interview 

A technical guide prepared for the U.S. Department of Labor provides the 

following tips to help project staff make the assessment interview less 

threatening to an older individual and to help create a welcoming environment. 

(a) Be ready to interview the individual 

(b) Be mindful of your role to assist someone who needs guidance 

through the system 

(c) Be trustful, briefly stating that you intend to help the participant meet 

his or her goals 

(d) Be open and avoid making judgments about a 

participant based on dress, styles, accent, or location 

of his or her residence 

(e) Be aware of your limitations, as you are neither a 

therapist nor a rescuer 

(f) Be participatory, gently guiding the interview 

(g) Be useful by showing how your program’s assistance 

may lead to gainful employment 

(h) Be relaxed and non‐threatening, but remember to be 

aware of cultural differences that may influence how 

people respond to an interviewer 

(i) Be adaptable, allowing the participant to make 

decisions about employment goals and training 
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It is important to make sure participants know that they should disclose barriers 

and past difficulties in getting and retaining employment.  These may be things 

that the participant generally withholds. 

Staff must be willing to work with individuals with a variety of experiences, 

skills, needs, and attitudes. The goal is to work effectively with the participants 

and present options that will propel them toward their employment objectives. 

5. Ongoing Procedures and Re‐assessment 

Assessment of participants is a continual responsibility of the sub grantee. A 

formal re‐assessment of each participant’s progress toward the goals set in the 

IEP is required at least once every six (6) months. 

Monitoring participant achievements and challenges on a monthly or a 

quarterly basis will enhance both participant development and the review. 

Ongoing assessments should seek to make the best use of SCSEP resources by 

determining how participants can be motivated to higher levels of achievement. 

6. Recent Assessments Conducted by Other Programs 

A sub grantee may use an assessment of a participant prepared by another 

employment or training program under the WIOA if the program prepared the 

assessment within one year prior the date of application to the SCSEP. 

7. Assessment Forms 

Sub grantees must use participant assessment forms that have been reviewed 

and approved by the DARS SCSEP Project Director. 
 

8. Diagram Illustrating the SCSEP Assessment Process 

A diagram illustrating the SCSEP assessment process follows on the next page. 
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Consultation with SCSEP applicant 

COMMUNITY SERVICE ASSIGNMENT / 

ORIENTATION 

Individual Employment 
Plan (IEP) 

SCSEP Assessment Process 
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Assessment 
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Individual Employment Plan 

1. Purpose 

The purpose of the Individual Employment Plan (IEP) is to outline a 

strategy that will assist participants in achieving their employment goals. The 

assessment and IEP are used to develop a training assignment for each 

participant. 

2. IEP Requirements 

The IEP must be developed with the participant and host site and must 

include the following: 

(a) An initial employment goal ( other goals may be determined 

during future IEP processes if employment is not an 

appropriate goal) 

(b) A list of intermediate objectives to achieved 

(c) A plan listing the sequence of the services or activities that the 

participant will receive or in which they will participate including an 

explanation of how these services or activities address the 

participant’s needs, interests, and desires that were identified 

during the assessment process and will help them to achieve 

employment 

The IEP must be developed for each participant within the first 45 

days of assignment in the SCSEP. The State requires that the IEP be 

developed within a month of a participant’s enrollment because it is 

important that participants know the steps they must take to become 

employable in the local job market. 

All participants are to be given a copy of their IEP. The original should 

be placed in the participant’s record. Training site supervisors will be 

provided with a copy of the IEP. Host site supervisors must sign the IEP 

SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Individual Employment Plan (IEP) 

          DARS‐SCSEP  

Effective Date:   



For Public Comment  47 

acknowledging their participation in developing the participant’s goals. 

3. IEP Review 

The sub grantee shall formally review the IEP progress for each participant at a 

set time of the year. This review must include the following: 

(a) An assessment of the appropriateness of the participant’s current 

community service work training assignment 

(b) An evaluation of the progress the participant has made in meeting IEP 

objectives 

(c) A determination of the participant’s potential for transition to 

unsubsidized employment 

(d) An evaluation of the progress the participant has made toward 

meeting his or her training and employment objectives 

(e) Input from the participant on any aspect of the plan 

(f) Input from the host site supervisor on any aspect of the plan 

(g) Motivation of the participant toward completing the plan steps 

(h) Any necessary revisions to the IEP due to a change of circumstances 

with the participant or the training site, e.g. Some participants may 

not be able to achieve the original employment goal 

If the participant has made significant progress or if there has been a change 

in the participant’s circumstances, a revised IEP should be completed. Be sure 

to insert the date that the revised plan was developed. The participant and 

host site supervisor should be given a copy of the revised IEP. The original of 

the revised IEP should be filed in the participant’s record. Sub grantee staff 

should ensure that the participant understands and agrees to all changes in his 

or her goals, program activities and services, and required action steps. 

4. Host Site Transfer Policy Based on the IEP Review 

The community service assignment at a host agency site permits the effective 

development of the participant’s skills, interests, and aptitudes.  This assignment 

should be designed to lead to an unsubsidized job placement for the participant.  If 

the participant has met all the goals on their IEP and there are no additional training 

opportunities at their current host agency AND the host agency cannot hire the 

participant, the local SCSEP coordinator should consider host agency rotation.  If the 
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participant stays at their original host agency, an updated IEP with new goals and 

training opportunities at that host agency site must be written. 

Host agencies should be informed at orientation that they are never guaranteed 

a SCSEP participant, and that the amount of time the participant spends at their site 

is dependent on the participant’s IEP.  SCSEP coordinators and/or host agencies 

may not assign a set amount of time to placements or intervals for rotations; 

rotations must be IEP based. 

The sub‐grantee’s quarterly monitoring should assess the participant’s progress 

at the host agency.  The host agency supervisor’s evaluation, as well as the 

participant’s self‐evaluation, should also be taken into account when considering a 

rotation.  Some other factors that the SCSEP coordinator must consider: 

• The requirements of the participant’s training assignment 

• The training being provided to the participant 

• The level of the participant’s skills and abilities 

• The possibility of upgrading or changing the assignment at the current site 

• The participant’s general job performance, age and health 

• The location of the host agency in relation to the participant’s residence 

• The participant’s progress toward meeting IEP goals 

• The amount of support and encouragement provided by the host agency 

supervisor to motivate the participant to reach his or her training and/or 

employment objective 

• The possibility that the host agency will hire the participant 

• The possibility of additional training at the host agency 

After evaluating these factors and discussing the suitability of the current 

training assignment with participant and the host agency supervisor, the SCSEP 

coordinator will prepare a monitoring report that will include a recommendation 

that the participant either remain in the current assignment, be upgraded at the 

current host agency, or be transferred to a new training assignment. 

5. IEP Form 
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Sub grantees must use the Individual Employment Plan form and IEP Progress 

Review. 

6. IEP‐Related Terminations 

The U.S. Department of Labor (DOL) issued clear guidance in Older Worker 

Bulletin 96‐11, dated August 15, 1996, that IEP‐related terminations should be 

used only as a last resort. DOL has emphasized that all practical steps should be 

taken to avoid the termination of a participant based on the IEP.  If a local SCSEP 

coordinator is considering IEP related termination, that coordinator should inform 

the DARS SCSEP Project Director.  Some reasons for IEP‐related terminations may 

include 

• Failure to accept training opportunities outlined in the IEP 

• Failure to accept a new community service assignment to enhance skills 

development in support of IEP goals 

• Failure to accept supportive services that will enhance his/her ability to 

participate in a community service assignment consistent with IEP 

• Failure to participate in sub‐grantee offered services such as job searches, 

skill training or resume writing. 
 

(a) DOL’s Criteria for IEP‐Related Terminations 

Furthermore, DOL has established six broad criteria that must be adhered 

to before IEP‐related terminations will be considered. These criteria are 

listed below. 

(1) Notification ‐  All participants must be informed during 

orientation or during a quarterly meeting that failure to accept 

a reasonable number of job offers could be a basis for 

termination from the SCSEP. 

(2) Consistency ‐ Rules and procedures must be applied in a fair 

and consistent manner to all participants in a sub grantee 

project. Staff cannot request a termination of one participant 

over another solely because of personality issues. “Difficult” 
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participants cannot be terminated without being given the 

same consideration and support in achieving their IEP 

objectives as more cooperative participants. 

(3) Validity ‐ The IEP must reflect clearly and accurately state the 

goals of the participant. A participant’s failure to adhere to 

vaguely worded IEP objectives will not be considered a valid 

reason for an IEP‐related termination by the State or DOL. 

(4) Appeal Process ‐ Appeals of IEP‐related terminations require two 

levels of review ‐an official of the sub grantee not directly 

involved with the participant and the State. The sub grantee’s 

staff member who signed the IEP must not be involved if the 

participant appeals the termination decision. 

(5) IEP Change ‐ An IEP may be modified to reflect a situation that 

was not considered in the original IEP. For example, a 

participant who has recently lost a spouse may not be able to 

fulfill some of the IEP objectives while adjusting to the loss. In 

such situations, a modification to the IEP would be more 

appropriate than requesting an IEP‐related termination. 

(6) Adequate Procedures ‐When a participant’s actions are not 

consistent with the IEP, the sub grantee must explore the cause 

in every case. A corrective action notice or letter must be 

developed and provided to the participant whenever the 

participant’s actions are inconsistent with IEP objectives, 

including when the participant fails to follow through with a job 

referral. The notice or letter must provide time frames for the 

participant to respond to the sub grantee. 

(b) Additional State Criteria for IEP‐Related Terminations 

The State criteria for IEP‐related termination requests follow: 
 

(1) The sub grantee must have developed a valid IEP for the 
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participant with the participant’s input. Further, the participant 

must have agreed to the requirements of IEP. 

(2)   The sub grantee must submit copies of any documents that 

describe or enumerate the participant’s inability to meet the IEP 

objectives. Copies of any corrective letters that were given to 

the participant should be included as attachments. The 

documents should describe clearly what has happened and the 

steps the sub grantee took to help the participant to resolve the 

relevant IEP issues. All IEP progress reviews should be sent with 

the request. 

(3) The participant must have been given sufficient time to follow 

through with the actions and activities on the IEP. The state 

SCSEP Coordinator will review the information received to 

determine if the DOL and the State criteria were fulfilled and 

notify the sub grantee of a decision. 

(c) Corrective Action 

Corrective actions are taken to inform participants that they have not 

complied with one or more of the program requirements. A corrective 

action notice or letter is a document that is conveyed to the participant in 

person, if possible. The document contains information regarding a 

specific incident where the participant failed to fulfill his or her IEP 

responsibilities. The corrective action notice must have the following 

components: 
 

(1) It shall list the specific event. 

(2) It shall cite the jointly signed agreement provision. 

(3) It shall provide a period of 30 days to allow the participant to 

take corrective action. 

A corrective action notice or letter may be appropriate in the following situations 

if the participant’s performance is inconsistent with the jointly signed IEP 
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agreement. 

(1) Job Referrals 

A corrective action notice should be used when a participant refuses to 

accept a referral for an interview at an employer’s workplace. However, 

the proposed job must be consistent with the participant’s IEP. 

(2) Job Offers 

A sub grantee may terminate a participant if the participant refuses to 

accept a reasonable number of job offers to unsubsidized employment 

consistent with the IEP and there are no extenuating circumstances that 

would hinder the participant form moving to unsubsidized employment. 

Termination from program is a last resort. It should be pursued only after 

all options have been exhausted, all events have been documented, and 

only after 30 days written notice has been given to the participant. 

(d) Consider Extenuating Circumstances 
 

DOL clearly states that IEP‐related terminations are not appropriate in 

the following cases: 

(1) When factors are not within the control of the participant 

(e.g., when transportation is unavailable to an unsubsidized 

job or referral) 

(2) When the death of a closely related person or partner impacts 

the participant’s training or work performance 

(3) When a physical condition adversely affects the participant’s 

ability to complete training or a work assignment 

(4) When the training or unsubsidized job creates undue hardship 

by placing requirements on a participant that significantly 

exceed the requirements of his or her community service work 

training assignment 

(5) When the proposed unsubsidized position costs the participant 

more in terms of transportation, clothing, and other costs than 
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the SCSEP position 

NOTE: Other extenuating circumstances should be considered on a case‐by‐case 

basis. 

The participant must be given 30 days’ notice of termination. The participant 

must be provided a copy of the Grievance Policy upon termination from the 

program. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Orientation 

             DARS‐SCSEP 

Effective Date:   

 

Orientation 

 

1. Purpose 

The purpose of the orientation is to provide essential information that 

participants need to effectively fulfill their responsibilities while on their 

training assignments. 

2. Requirements 

The sub grantee’s staff shall provide orientation to all new participants 

before they begin their training assignments. Because orientation is 

mandatory, participants must be compensated for their attendance. 

3. Procedures 

Orientation sessions shall be conducted during normal work hours and 

should include, but not be limited to, information concerning 

(a) The role of the sub grantee staff 

(b) SCSEP project goals and objectives 

(c) Participant rights and responsibilities; participant handbook 

(d) Training site information, including the following: 

(1) Name of the agency 

(2) The agency’s address and directions to the location, if needed 

(3) The training site supervisor’s name 

(4) A training plan with duties listed 

(5) A work schedule (including hours and days); 

(e) Administrative procedures (including instructions on how to 

complete time sheets, request leave, etc.) 

(f) Policies on working hours, wages, and fringe benefits 
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(g) Policies on leave and calling in sick 

(h) The Individual Employment Plan (IEP) 

(i) Training opportunities available through the project 

(j) Service plans in the IEP to assist in the participant’s transition to 

unsubsidized employment 

(k) Available supportive services 

(l) Permitted and prohibited political activities 

(m) Safe working habits and conditions 

(n) Procedures for reporting accidents and handling emergencies 

(o) The Age Discrimination in Employment Act (ADEA); 

(p) The Americans with Disabilities Act of 1990 

(q) The Drug‐Free Workplace Act of 1988 

(r) Grievance procedures 

 

4. Orientation Checklist 

Participants must sign a copy of the Orientation Checklist to indicate that 

they have read received a satisfactory explanation of the material covered 

during the orientation. A copy of the form should be given to the participant 

and a copy placed in the participant’s record. 

5. Orientation to Host Agency 

An orientation on the materials listed in section (H)(3) above shall be 

provided by the sub grantee to the training site supervisor and any other staff 

involved with SCSEP participants. Each of these individuals should be asked to 

sign an Orientation Checklist. The form(s) should be placed in the Host Agency 

file. 

6. Follow‐Up Orientation Session for Participants 

The State strongly recommends that sub grantees offer participants a follow‐up 

orientation session in a group setting during the first quarter of their enrollment. 

This session will provide: 
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(a) An in‐depth review of the SCSEP 

(b) An opportunity to discuss program goals 

(c) A supplementary explanation of the funding relationships among 

the State, the U.S. Department of Labor, and the local SCSEP sub 

grantee; and 

(d) An opportunity to answer questions and address issues that may 

have arisen. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Training Prior to Community Service 

Assignment 

             DARS‐SCSEP 

Effective Date:   

 

Training In Addition to the Community Service Assignment 

1. Purpose 

Sub grantees may arrange additional training for participants to 

prepare them for their community service assignments and eventually 

unsubsidized employment. 

2. Procedures 

Training may be provided through quarterly job clubs sessions, lectures, 

seminars, classroom or individual instruction, or through other employment 

and training programs. Programs such adult and vocational education are 

good local resources to consider.  Any participant without basic computer 

literacy should be referred to courses (often offered at community colleges 

or libraries) that will assist them in learning the skills needed in the 

workforce. 

Sub grantees are strongly encouraged to find training for participants 

at reduced or no cost to SCSEP through local community programs or WIOA 

providers. 

3. Goals for Training 

Training enhances the over‐all employability of the participant by 

including activities that teach skills beyond those that relate to a specific 

work task. Some training may assist participants to develop the 

interpersonal skills that are crucial for job success in today’s workplace. 

Interpersonal skills training help participants to: 

� Understand the complexities of interpersonal, group, and 

community relationships 
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� Learn what behaviors are appropriate in the workplace 

� Develop the personal and social skills needed for successful job 

performance 

� Accept and use feedback from supervisors to improve job performance 

� Learn communication skills to promote healthy relationships 

with coworkers; and 

� Develop a sense of personal and occupational identity that will help  

them in their search for employment. 
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 SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Occupational and Other Skills 

DARS‐SCSEP  

Effective Date:   

 
 

Occupational and Other Skills Training 

 

1. Purpose 

Sub grantees may provide skills training to increase opportunities for 

participants to obtain unsubsidized employment. Training in job search 

techniques may be given to participants, but participants may not be 

enrolled for the sole purpose of receiving job search training and job 

referral services. 

2. Procedures 

Training programs should conform to the guidelines provided below. 

(a) The training must be realistic and consistent with the participant’s IEP. 

The time frame and goals of the training should be described in the IEP 

and fully understood by the participant. 

(b) Participants should be assessed before they are placed in occupational 

skills training to ensure that they have the basic skills needed to 

complete the training. If participants lack basic skills, they should be 

referred to an appropriate literacy or basic education program. 

(c) Sub grantees should seek skills training through such sources as 

community colleges, WIOA, and the Carl Perkins Vocational and Applied 

Technology Education Act. SCSEP funds should be used for training only 

when training or funding is not available through other sources. 

(d) Participants should be encouraged to obtain training from other 

sources on their own time. Self‐development should be promoted 

with all participants. Many community sources provide low‐ or no‐

cost instruction in occupational skills or personal development 

courses that can enhance a participant’s employability. 
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(e) Sub grantees shall evaluate all training provided to participants through 

input from employers, instructors, and participants, including participants 

who dropped out of the training. 

3. Evaluation of Training 

At a minimum, sub grantees should evaluate the training provided to 

participants with SCSEP funds in the following ways: 

(a) By requesting information from the participants on the teaching methods 

used, the content and amount of instructional material covered, and the 

adequacy of training setting; 

(b) By asking for feedback from employers who hire participants trained 

with SCSEP funds (Feedback should rate the former participants on the 

adequacy of their training, the level of their skills, and the quality of their 

work and indicate whether or not the employer would hire additional 

SCSEP workers); and 

(c) By tracking the average starting wage of SCSEP participants, their 

earnings gains, and their job retention rates. 

Feedback from employers is particularly important when evaluating training. 

As technology creates jobs that require employees to have higher skill levels, 

knowledge of employer needs is crucial to training and curriculum design. To 

raise participant skills to the levels required for successful placements, programs 

must be aware of the needs of employers. 

4. Reimbursement for Training 

Participants may be reimbursed for documented tuition costs, training 

materials, and other related training costs such as travel costs when: 

(a) Efforts to obtain the training at no or low cost to the project have been 

unsuccessful 

(b) With approval from the State SCSEP Coordinator, sub grantee may 

request for such reimbursement as long as the policy applies equally to 

all participants; and 
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(c) The training costs have been approved by the State in the sub grantee’s 

budget or in writing 

5. Schedules for Participant Training 

Training for which participants will be reimbursed should be scheduled during 

normal business hours, if possible. This training may be conducted during the 

participant’s normal work schedule.  However, any training that participants are 

pursuing on their own that is not being reimbursed by SCSEP funds can be 

scheduled at their convenience. Sub grantees may change a participant’s paid 

training schedule to accommodate un‐reimbursed training that will enhance the 

participant’s skills and potential for finding an unsubsidized job. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Supportive Services 

               DARS‐SCSEP  

Effective Date:   

 

 

Supportive Services 

 
1. Purpose 

Sub grantees are required to assess all participants’ need for 

supportive services and to make every effort to assist participants in 

obtaining needed supportive services. Supportive services includes but are 

not limited to providing directly or arranging for the payment of reasonable 

costs of temporary assistance, health and medical services, special job 

related and personal counseling, incidentals such as work shoes, badges, 

uniforms, eyeglasses; and tools; dependent care; housing, including 

temporary shelter; needs related payments; and follow‐up services. 

2. Components 

a. Supportive services are funded through the Other Enrollee Costs 

(OEC) funding category. To the extent practicable, the sub 

grantee should arrange for the payment of these expenses from 

other resources. 

b. The need for any supportive services is to be consistent with 

and documented in the participants IEP and in case notes with 

appropriate supporting documentation (formal assessments, 

etc.) including the justification, cost and source of the service 

and the length of time the service for which the service is 

authorized. 

c. All supportive services are to be made available on an equitable 

basis to all participants within a sub grantee’s area of service. 

d. To ensure successful placement, sub grantees recipients may 
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provide supportive services to a participant placed in 

unsubsidized employment during the first 12 months of 

unsubsidized job placement to facilitate retention by 

determining if the individual has the necessary supportive 

services to remain in the job. 

Supportive services may include, but are not limited to, all or some of the 

following: 

(i) Counseling designed to assist participants with their community service 

training assignments and with obtaining unsubsidized employment 

(ii) Counseling designed to assist participants with health and nutritional 

matters, Social Security, Medicare benefits, and laws regarding 

retirement 

(iii) Providing incidentals such as work shoes, safety glasses, eyeglasses, and 

hand tools, if these items are required for participation on the program 

and are not available from local resources at no or low cost to the project 

(NOTE: Training sites should provide incidentals such as uniforms if 

participants are required to wear them.) 

(iv) Instruction designed to help the participants in their community service 

training assignment 

(v) Periodic meetings that provide information to participants concerning 

health, job seeking skills, safety, and consumer affairs 

(vi) Dependent care 

(vii) Housing, including temporary shelter and needs based payments 

(assistance with temporary housing will need to be given in writing for 

approval by the state) 

(viii) Follow‐up services 

**All supported services should be documented on the Additional 

Training/Supportive Services form, which can be found on Sharepoint. 

 

3. Temporary Transportation Assistance 
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Reasonable costs of temporary transportation assistance may be provided. 

Each situation is assessed for appropriateness by the sub grantee. 

 

(a) Unallowable Travel Costs 

Sub grantees do not reimburse a participant for the cost traveling between 

home and the work‐training site in a personally owned vehicle. 

(b) Allowable Travel Costs 
 

Sub grantees are authorized to provide transportation assistance: 

(1) When the participant is assigned administrative duties for the 

sub grantee and travel is required to fulfill these duties; or 

(2) When a participant cannot attend meetings because public 

transportation is unavailable or inadequate. 

In situation (1) above, the participant must be reimbursed for job‐related travel in 

his or her privately‐owned vehicle at the same rate received by other members of 

the sub grantee’s administrative staff. The reimbursement may not exceed the 

current federally or state authorized rate per mile. 

Mileage reimbursement claims for participants in administrative positions 

must be documented in the same manner that they are documented for 

administrative staff members. If participants in administrative positions are 

required to carry additional liability coverage over and above the minimum 

liability coverage required by applicable State laws to conform to Federal 

contract requirements, they should be reimbursed for the additional premium 

cost. Documentation of the additional cost should be obtained by the sub 

grantee. 

4. Resources 

Sub grantees may use supportive services available under other titles of the 

Older Americans Act (OAA), particularly those administered by DARS and other 

community organizations. Additional resources in the local community may 

include: 
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(a) Job‐seeking assistance and job referrals from state employment 

service/one‐stop centers 

(b) Counseling from mental health centers or family services 

(c) Housing assistance from housing agencies 

(d) Food stamps and emergency assistance from welfare agencies and social 

service programs 

(e) Financial counseling from non‐profit agencies established to help people 

cope with high debts and financial emergencies 

(f) Nutrition Programs 

(g) VICAP 

(h) Aging and Disability Resource Centers  

 

 

5. Referral Follow‐Up 

 The Program Manager or designee should follow up on referrals to ensure 

that the participant actually receives assistance from the referral agency.  The 

findings of the follow ups should be recorded on the participant’s IEP. 
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Training Sites/Host Agencies 

 
1. Definition of a Training Site 

A training site is a public agency or a private 501 (c) (3) non‐profit 

organization that provides training that will enhance the participant’s skills 

and abilities, provide adequate supervision, and a safe work environment. A 

training site is referred to as a host agency or host site. 

2. Organizations Eligible to a Training Site 

(a) Sub grantees may use Federal, State, and local public agencies as training 

sites for SCSEP participants. These public agencies may include, but are not 

limited to: 

(1) Health departments, community mental health 

centers, and community hospitals 

(2) Welfare departments, child and youth services, and adult 

services 

(3) State employment security offices, vocational 

counseling and rehabilitation and social services 

(4) Public schools and adult education programs 

(5) Recreation departments, community development 

agencies, and housing authorities 

(6) Police departments, juvenile courts, and circuit courts 

(7) Federal agencies in local communities, extension services, 

and local tribal government agencies 

(b) Sub grantees may use non‐profit organizations as training sites if they: 

(1) Are recognized by the Internal Revenue Service (IRS) as meeting 

SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Training Sites/Host Agencies 

               DARS‐SCSEP 

Effective Date:   
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the requirements of Section 501(c)(3) of the Internal Revenue 

Code of 1986 that exempts the organization from taxation 

(2) Are not a political party; and 

(3) Do not occupy a facility that is used or will be used as a place for 

sectarian religious instruction or worship. 

The sub grantee must obtain a copy of the IRS letter that grants the 

prospective non‐profit training organization 501(c) (3) status. 

3. Training Site Application 

Each agency interested in becoming a training site must provide pertinent 

information about the agency and its funding sources. 

The sub grantee will review the information in the Site Agreement to determine 

if the organization meets the eligibility factors and if the site is appropriate for 

training older adults. The sub grantee should use the criteria listed in section 4(b) 

below to ensure that a diverse and high quality mix of training opportunities are 

available to SCSEP participants. 

4. Selection of Training Sites 

(a) Purpose 

Projects should recruit a number of training sites to ensure a variety of 

skills training and work experience opportunities for participants. When 

training sites are distributed among public agencies and non‐profit 

organizations, the community benefits more fully from the diverse 

backgrounds and skills participants bring to a project. 

 

(b) Criteria for Selection 

The following factors must be considered in the recruitment and selection 

of training sites: 

1. Commitment to the goals and objectives of the SCSEP 

2. Eligibility status of the agency or organization 

3. Types of organizations available in the community for 



For Public Comment  68 

good project balance ‐Will the organizations selected 

concentrate training opportunities in only one or two 

service sectors? If so, consider additional organizations 

that provide other types of services. 

4. Type of job training the site can provide for program participants’ 

‐Is the training meaningful? Do they offer opportunities for 

participants to enhance their occupational and interpersonal 

skills and be transitioned into unsubsidized employment? 

5. Training capacity of the organization or agency ‐Will the 

participants receive the type of training that is needed for 

them to be competitive in the local job market? 

6. 6. Capacity of the training site staff to supervise participant’s ‐

Will participants receive adequate supervision and 

encouragement? 

7. Attitudes of the training site staff about individual 

employment plans (IEP), reassignments, transfers and 

unsubsidized placements of participant’s ‐Will the staff 

encourage participants to accept new training assignments or 

placements in private‐sector jobs? 

8. Potential for permanent employment of the participant at the 

training site ‐Will the training sites consider the participant for 

a permanent placement with their agency? Will the 

organization seek additional funds to hire a participant? 

9. Role of the participant within the agency ‐Will the participant 

be given the same consideration and treatment as other staff 

members? 

10. Willingness to complete necessary paperwork ‐Will the 

training site staff submit the required forms and reports in a 

timely manner, e.g. timesheets, participant evaluations? 
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11. Willingness to prepare a comprehensive training plan ‐Will the 

training site supervisor be willing to renegotiate the job 

description when the participant learns new skills or is ready to 

handle new duties? 

12. Ability of the organization to provide a safe working 

environment with adequate space and equipment for the 

participant to do the job ‐Is the work area clean, obstacle free 

and orderly 

13. Willingness of the organization to allow time for participants 

and supervisors to attend mandatory SCSEP training meetings ‐

Are they willing to provide transportation assistance if 

needed? 

14. Willingness to sign the Host Agency Agreement ‐Will the 

training organization staff agrees to support the participant’s 

work experience and employment goals? 

5. Responsibilities of the Host Agency 

Training sites must: 

1. Develop a Training Plan jointly with the sub grantee for each participant 

2. Meet all Maintenance of Effort requirements (see Section O for these 

requirements) 

3. Consider participants for every training opportunity for which they qualify 

and employ them in their current positions (or similar ones) when funds 

become available 

4. Encourage and assist participants with their ongoing job searches 

5. Actively support the participant’s individual employment plan (IEP) goals 

6. Provide orientation to the training site, its activities, and the participant’s 

day‐to‐day responsibilities 

7. Provide a copy of the Training Plan to the participant and the participant’s 

supervisor before the assignment begins or by the first day of work 

8. Provide supervision and training as outlined in the training plan 

9. Permit the participant to attend required meetings and training provided by 

the SCSEP agency. 
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10. Make no changes in a participant’s work schedule, tasks, supervisor,  place of 

work, or status without notifying and receiving approval from the SCSEP sub 

grantee 

11. Report to the SCSEP staff any difficulties that cannot be satisfactorily 

resolved or which could hinder completion of the training plan 

12. Assist the monitoring and evaluation processes by conferring with the 

project monitor during site visits or contacts 

13. Furnish any tools, equipment, or supplies required by the participant to 

perform training assignments; 

14. Provide the SCSEP program with time and attendance records, activity 

reports/evaluations, and accurate in‐kind contribution records on a timely 

basis 

15. Provide safe, sanitary, and drug‐free working conditions and any necessary 

employee liability coverage to the extent required by law and complies with 

Section 504 of the Rehabilitation Act of 1973 

16. Report all on‐the‐job accidents by calling the SCSEP agency staff within 24 

hours of the incident 

17. Complete a supervisor’s accident report and provide requested follow‐up 

information and reports 

18. Ensure that participants work no more than the total number of hours 

authorized by the SCSEP agency (Volunteer or over‐time hours are 

prohibited. If hours in excess of authorized hours are worked, whether 

requested by the agency or volunteered by the participant, the Host Agency 

will be in breach of contract.) 

19. Attend annual training of supervisors’ meetings as scheduled by the SCSEP 

agency; 

20. Not displace any current employee or volunteer with a participant, or assign 

a participant to perform the tasks of an employee on layoff, or replace a 

Federal or state funded position (other than SCSEP) with a participant 

21. Prohibit discrimination on the basis of race, color, religion, sex, national 

origin, handicap, age, political affiliation or opinion, or ancestry 

22. Ensure compliance with the nepotism policy mandated by the SCSEP 

23. Not allow participants to be involved in any activity that could be construed 

as political in nature or that will benefit any private profit‐ making firm or any 

organization that maintains, operates, or constructs any facility used as a 

place for sectarian religious instruction or worship 

24. Support transfers to other sites that will provide participants with new 

opportunities to upgrade skills and achieve their goals 
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The sub grantee should discuss these responsibilities thoroughly with the Host 

Agency before completing the Host Agency Agreement. 

6. Host Agency Agreement 
 

1. Purpose 

The purpose of the host agency agreement is to clarify the 

responsibilities of both the training site agency and the sub grantee. The 

agreement describes how the two organizations will work together to 

support the goals and objectives of the SCSEP project and the participant. 

2. Requirements 

All participating Host Agency must complete and sign a Host Agency 

Agreement. The agency’s Executive Director or a person in a corresponding 

position must sign the agreement annually. The original is retained by the 

sub grantee and the training site agency is given a copy for its files. 

No Host Agency Agreement may be negotiated for a period exceeding 

the ending date of the sub grantee’s grant period. The agreement must be 

renewed at the start of a new grant period. For example, for program grant 

period that ends June 30, the Host Agency agreement must be renewed prior 

to July 1. (All sub‐grantees will renew Host Agency Agreements during the 

month of May or June) 

3. Location of the Training Site 

The sub grantee must assign participants to training sites in or near the 

communities where they reside. Whenever possible, training site assignments 

should be offered within the service area of the sponsoring organization. If no 

training sites are available in the local community, opportunities may be sought 

in contiguous communities, including across State lines where employment 

centers exist. These sites must be within a reasonable distance from the 

participant’s residence. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Host Agency 

               DARS‐SCSEP 

Effective Date:   

 

 

Host Agency 

1. Purpose 

The purpose of the training aspect of the SCSEP is to prepare 

participants for unsubsidized employment while providing services to 

the community either through the expansion of existing services or the 

establishment of new ones. 

2. Requirements 

Allowable host agency assignments include: 

(a) Positions developed and supervised by the sub grantee and 

(b) Positions established in consultation with an eligible host agency which  

will be supervised by the staff of the training site agency. 

 

All host agency assignments must be developed with regard to the 

participant’s skills, abilities, and interests and with the intent of preparing 

the participant for an unsubsidized employment position. 

3. Limitations on Training Site Assignments 

Priority should be given to training site assignments which 

(a) Deliver services to the low‐income elderly and the elderly in general, or 

(b) services to the economically disadvantaged in the local community 

(c) To support SCSEP’s objective to promote community service, priority 

should be given to training assignments where participants are delivering 

services directly to the community rather than clerical, maintenance, or other 

support roles. 

4. Evaluation Criteria 
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Training site assignments should be evaluated using the following criteria: 
 

1. The appropriateness of the Training Plan with respect to the 

participant’s skills, abilities, and interests 

2. The contribution the assignment will make to the 

development of the participant’s occupational skills 

3. The likelihood that the participant will obtain unsubsidized 

employment after a reasonable period of time on the training 

assignment 

4. The amount and level of training be provided by the 

training agency staff 

5. The opportunities the assignment will provide for career 

advancement 

6. The innovative nature of the services be offered 

7. Does the training assignment support community service 

8. Utilize Labor Market Information from the Virginia 

Employment Commission in selecting host agency that will 

prepare participants for in‐ demand industries and 

occupations 

Diagram of SCSEP Job Training Process 

A flow chart of the SCSEP training process follows. 
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SCSEP Training Plan 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Training Plan 

               DARS‐SCSEP  

Effective Date:   

 

Training Plan 

 

1. Purpose 

The participant’s IEP should be the basis for the training assignment. 

With input from the participant, the sub grantee and the host agency 

should work together to develop a Training Plan that will result in the most 

effective use of the participant’s interests, skills, and abilities. The Training 

Plan is comparable to a job description. 

2. Requirements 

The Training Plan must be explained during orientation and completed 

before a participant begins his or her training assignment. The Training Plan 

must contain the following: 

a. A summary that clearly states the expected outcome 

of the training assignment 

b. A list of the tasks required by the training assignment written 

in measurable terms so the participant’s work performance 

can be assessed 

c. A description of the tasks the participant needs to complete 

and the skills the participants must develop to be competitive 

in the private sector job market (This description should be 

based on the participant’s employment goal and should be in 

the standard terminology used in the workplace) 

d. A description of the orientation and the on‐site training the 

participant will receive 

e. A schedule detailing days and hours the participant will train.  

The host agency supervisor may not change this without 
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notifying the sub‐grantee coordinator, and drafting a new 

schedule. 

f. A plan for reviewing and updating the description as the 

participant develops new skills and is given increased 

responsibilities. The sub grantee staff shall monitor Training 

Plan on an ongoing basis and update them as needed. 

3. Limitations on Host Agency Assignments 

Sub grantees’ training site assignments are limited in the following ways: 

a. Participants may not be assigned to projects involving the construction, 

operation, or maintenance of any facility used or to be used as a place 

for sectarian religious instruction or worship. 

b. Participants may not work on projects, which primarily benefit 

private, profit‐making businesses except in cases where the 

participant is on a 502(e) project. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Maintenance of Effort Requirements 

               DARS‐SCSEP  

Effective Date:   

 

Maintenance of Effort Requirements 

Employment of participants funded under this project should be 

only in addition to employment that would otherwise be funded by 

the sub grantee or training site without SCSEP assistance. All 

activities funded under the project: 

(a) Should result in an increase of employment opportunities in 

addition to those that would otherwise be available. Must not 

reduce the number of employment opportunities or vacancies 

that would otherwise be available to individuals not 

participating in the program. 

(b) Shall not result in the displacement of currently 

employed workers, including partial displacements 

such as reductions in hours of non‐ overtime work, 

wages, or employment benefits. 

(c) Shall not employ or continue to employ any 

participant to perform work the same or 

substantially the same as that performed by any 

other person who is on layoff. 

(d) Shall not impair existing contracts for services or result in 

substitution of Federal funds and other funds in connection 

with work that would otherwise be performed; and 

(e) Shall not substitute SCSEP jobs for existing Federal or state 

assisted jobs. The training site supervisor must sign the 

Host Agency Agreement asserting that the training position 

provides a new or expanded service and is not in violation 

of the Maintenance of Effort policy established by the U.S. 
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Department of Labor. 
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SENIOR COMMUNITY SERVICE EMPLOYMENT 

PROGRAM (SCSEP) 

Community Service Work Training 

               DARS‐SCSEP 

Effective Date:   

 

 

Community Service Work Training Assignments 

 

Maximum Hours of Work 

 Each participant shall be given a work schedule, and it must be followed. A copy of 

the work schedule shall be placed in the participant’s file. 

 Participants will be assigned to community service training between 18‐22 hours 

.However, the sub grantee may temporarily increase decrease participant hours, if 

necessary. Participants must understand that the change in hours is a temporary situation. 

For more information see Section Q‐Training Site Hours. 

 A participant may not volunteer to do work at a training site. A participant also may 

not get paid to work hours beyond their regular work schedule, without approval of the 

sub grantee SCSEP staff 

Compensation 

 SCSEP is a work‐training program and wages are fixed at the minimum wage level: 

whichever is higher of the State or Federal current minimum wage. 

 This amount is not subject to change based on individual performance or training 

assignment. 

Supervision of the Training Site 

 Supervision of SCSEP participants is a fundamental responsibility of the 

training site supervisory staff. Host agency must provide the participant with adequate 

orientation and instruction about job responsibilities and safe work habits. 

 Supervision shall be provided on a daily basis. Further, SCSEP participants shall 

receive supervision and training at the same rate (more frequently if necessary) as regular 

employees who perform comparable jobs. Ensuring adequate and effective supervision is 
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one of the sub grantee’s monitoring responsibilities. 

Participant Attendance at Host Agency Staff Meetings 

 Sub grantees should encourage training site agencies to include SCSEP participants 

in their regular staff meetings. This practice allows participants to learn about agency‐

initiated projects and to actively participate with other employees on these projects. In 

addition, it gives the employees of the training site agency an opportunity to get to know 

the SCSEP participants and accept them as coworkers. 

Duration of Enrollment Individual Durational Limit 

 DARS has implemented a durational limit policy that adopts the 48 month limit on 

all participants without the possibility of a waiver. The clock for this measurement started 

on July 1, 2007. A participants’ prior time in the project does not count. The sub grantee 

must terminate any participant who reaches the 48 month durational limit. NOTE: 

Participants are not automatically entitled to remain in the program for 48 months. 

 SCSEP participants are encouraged to complete their job readiness training and 

obtain unsubsidized employment within 27 months or less of enrollment in the program 

or as soon as they become job ready in order for the sub grantee to meet the Average 

Project Durational Limit of 27 months. The Individual Employment Plan (IEP) will address 

individual goals and timelines for obtaining unsubsidized employment. 

 Participants will be provided a copy of the SCSEP Individual Participant Durational 

Limit Policy during orientation and annually at recertification. The host site agency will be 

provided a copy of the SCSEP Individual Participant Durational Limit Policy during 

orientation and with the host site agreement. The participant and the host site supervisor 

will sign the orientation checklist received and read the policy. 

 Active participation in the regular SCSEP funded programs will count toward the 

individual durational limit. Approved breaks will not be counted toward the individual’s 

durational limit. 

 SCSEP participants who have reached their 48 month durational limit will be 
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terminated from the program with 30 days written notice. Any relevant documentation 

will be placed in the participants file. 

 To ensure that participants maximize their accomplishments while in SCSEP, the 

participant will be assessed at least twice a year to ascertain job readiness, to identify 

barriers to gaining employment and to identify additional training and supportive services 

needed. The participant will be enrolled in training programs to enhance current skills or 

help them attain new job skills. The participant may be transferred to a new host site if 

there is the potential for new work skills to be obtained. The Individual Employment Plan 

(IEP) will be updated and goals and timelines reevaluated at least every 6 months. 

 If employment is not attained before 42 months of SCSEP participation, in the 42nd 

month, the sub grantee staff and the participant will develop an exit transition IEP that will 

plot the participant’s exit strategies. The Exit Transition IEP will include the following 

service from the SCSEP sub grantee staff: 

� Assist participants with resumes, interview skills, referral to job openings 

and job fairs and the utilization of the computer learning center to assist 

participants in job search to help them gain employment using various 

career and job resources. Identify supportive services that will aid the 

participant in their transition out of SCSEP, e.g. subsidized housing, 

energy assistance, food stamps, SSI and Medicaid. 

� Assist participant if requested, to developing a Post‐SCSEP budget that 

does not include SCSEP wages. 

� Referral as appropriate to Virginia’s “One Stop” centers, other 

Workforce Investment Act partners and other organizations that will 

help them in their transition out of SCSEP but remain active and 

maintain connectivity to the community, e.g. Senior Companion, 

AmeriCorps, American Red Cross, Volunteers of America. 

� With the permission of the participant, alert the participant personal 

support system, e.g. family, case workers, to their loss of income from 

SCSEP and increased need for support. 
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Participants will minimally receive notification letters that they are 

approaching the end of their four years/48 months on SCSEP project staff, 90 

days before the time limit is reached and 30 calendar days termination notice 

before the four year time limit is reached. 

Operating Motor Vehicles for the Training Site Agency 
 

a. Requirements 

Only staff members are allowed to operate a motor vehicle. 

b. Driving 

Under most circumstances, participants are not allowed to drive their 

vehicle as a part of host agency duties. However, a participant may 

drive a vehicle belonging to the host agency if it is listed as a duty on 

the Training Plan, and has been approved by the SCSEP program staff, 

and is covered by the host agency’s insurance policy. No participant 

may provide any “incidental driving” for the host agency (i.e., driving 

two blocks to the post office, driving a few blocks to pick up lunch, 

etc.) at any time. 

If a host agency has participants who are authorized to drive as a part of 

their Training Plan, the host agency is responsible for collecting and 

maintaining all necessary paperwork for the participant who is driving. 

This may include the following documents: agreement of continuous 

liability coverage ($100,000/$300,000), agency insurance information, 

insurance declaration pages, official driving record of the participant, and 

a copy of the participant’s valid driver’s license. The host agency should 

consult its insurance agency to confirm what documentation is necessary 

to minimize its liability in the case of accident. 

SCSEP is in no way liable for participants who drive for the host agency. 
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SENIOR COMMUNITY SERVICE EMPLOYMENT 

PROGRAM (SCSEP) 

Training Site Hours 

               DARS‐SCSEP 

Effective Date:   

 

Training Site Hours Policy 

Background: 

 Participants must be part‐time.  An hours limit is not strictly defined by the 

Department of Labor, but Section 641.577 of the SCSEP Final Rule, dated September 1, 

2010, addresses the question of a limitation of community service assignment (CSA) hours 

for SCSEP.  This section states:  “While there is no specific limit on the number of hours that 

may be worked in a community service assignment, a community service assignment must 

be a part‐time position.  However, the Department strongly encourages grantees to use 

1,300 hours as a benchmark and good practice for monitoring community service hours.” 

 This breaks down to twenty five (25) CSA hours per week.  Addition or subtraction 

of hours from a weekly schedule may negatively affect both the participants and the host 

agency where they are placed.  If extra funds exist, sub‐grantees will be encouraged to 

enroll more participants rather than increasing hours for current participants. 

 It is important to note that some flexibility with hours is essential, in order to allow 

participants to make up missed hours in a particular week, or to attend training that is 

outside of the time spent at a host agency. 

1. Policy 

 Participants may not exceed an average of 30 community service hours per week 

for each pay period unless the sub‐grantee has gained prior approval by submitting an 

email request to the SCSEP Project Director at VDARS.  Approval will be based on the 

following: 

1. Available budget of sub‐grantee and grantee 

2. Benefit of increased hours to the participant 

3. Compliance with maintenance of effort requirements and host agency rules 

A copy of the email must be kept on‐site at the sub‐grantee office, as well as at the grantee 
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office (electronic format is acceptable). 

 This policy should be communicated with all participants and host agencies on an 

annual basis, at minimum. Participants should report any increase in hours by host agency 

supervision to their local SCSEP coordinator, as this is not permitted. 

 Increasing hours should never replace recruitment and enrollment of new 

participants as a way to expend funding.  
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SENIOR COMMUNITY 

EMPLOYMENT PROGRAM (SCSEP) 

Monitoring of Training Sites 

              DARS‐SCSEP  

Effective Date:   

 

 

Monitoring of Training Sites 

 
1. Requirements 

Sub grantees must visit training sites at least annually. A written summary of 

each monitoring visit must be prepared by the sub‐grantee by completing a host 

agency monitoring form. 

Staff should discuss the following items with the participant and his or her 

supervisor during the monitoring visits: 

(a) Participant’s duties ‐  review the training description as outlined in the 

Training Plan and compare the tasks the participant is actually doing 

(b) Supervision ‐ evaluates the supervision the participant receives to determine if 

is appropriate considering the participant’s abilities and assigned 

tasks 

(c) Participant’s development ‐ review the progress the participant has 

made on the IEP action steps 

(d) Training ‐  review the training the participant has received since the last visit 

and identify additional training needs 

(e) Safety factors ‐  review the steps taken to ensure participant safety 

(f) Supportive services ‐ identify and/or review any supportive services the 

participant needs or receives 

(g) Additional factors ‐  identify any issues that have arisen for the 

participant or the supervisor since the last monitoring visit 

2. Safe Working Conditions 

The Older Americans Act and Federal regulations require that SCSEP sponsors 

create and maintain safe working conditions for participants. 

a. Sub grantee Responsibilities for Safety 
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To ensure participant safety, sub grantees must: 

(1) Conduct a safety review of each new training site and at least 

once a year thereafter 

(2) Conduct a safety review each time a new SCSEP participant is 

assigned to the training site by completing the safety monitoring 

report 

(3) Provide training to participants on safe work practices and 

encourage them to use these practices at all times at their 

training sites 

(4) Advise participants to report unsafe work conditions to their 

supervisors for corrective action 

(5) Encourage participants to report unsafe conditions that have not 

been corrected to the SCSEP monitor 

(6) Promptly follow up with the training site supervisor to resolve any 

unsafe or unhealthy conditions; 

(7) Provide accident report forms to all training sites and review the 

form with participants and training site supervisors to ensure that 

they know how to complete them 

(8) Keep a copy of all accident reports 

(9) Use the Host Agency Safety Checklist (see Appendix A) for the 

annual safety review and file the checklist in the training site 

record. 

(10) Follow up on all corrective actions that need to be taken as 

identified in the annual review. 

b. Responsibilities of Training Sites for Safe Workplaces 

To provide a safe place for each participant to work, the training site must 

(1) Promptly correct any unsafe working area or unhealthy condition 

that a participant is exposed to 

(2) Immediately report any accident or injury that involves an SCSEP 
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participant to the SCSEP staff (e.g.: Failure to report a participant’s 

accident or injury may make the training site ineligible for 

continued participation in the SCSEP) 

(3) Promptly prepare a written accident report and send it to the 

Program Coordinator 

(4) Include all SCSEP participants in any safety training given to 

regular staff members’ ‐ especially training on how to use safety 

equipment, first aid kits, and fire extinguisher. 

3. Monitoring Documentation 
 

               SCSEP Monitor Report 

The Host Agency Monitoring Report should be completed annually following 

the visit. Items needing follow‐up should be noted. 

Evaluation Form 

The effectiveness of the training site should be assessed annually. The 

Supervisor Evaluation Form should be used to document the Host Agency 

Supervisor’s Evaluation on participant. Supervisor evaluation can assess the 

amount and quality of supervision and training participants receive, the efforts 

the site makes for participant development, and the training site’s commitment 

to participants and SCSEP project goals. 

4. Host Agency Rotations 
 

Participant growth and development is the primary focus of the community 

service assignment. The probability that a participant will be placed in an 

unsubsidized employment position decreases, however, as a participant remains 

in a training position beyond an appropriate time period. 

Host Agency monitoring visits should identify participants who can increase 

their chances for unsubsidized employment through a new training assignment. A 

host agency transfer can provide the participant with opportunities to learn new 

skills and can create new possibilities for unsubsidized employment. 
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A host agency transfer should be the result of a careful evaluation of the 

participant’s progress. 

(a) Factors to Consider 

The training site monitor is responsible for assessing the participant’s 

progress at the training site and making recommendations about training 

site transfers. The following factors should be evaluated: 

(1) The requirements of the participant’s training assignment 

(2) The training being provided to the participant 

(3) The level of the participant’s skills and abilities 

(4) The possibility of upgrading the participant’s assignment at 

the current site 

(5) The participant’s general job performance, age, and health 

(6) The location of the host agency in relationship to the 

participant’s residence 

(7) The participant’s progress toward meeting his or her IEP 

goals 

(8) The amount of support and encouragement provided by 

the host agency supervisor to motivate the participant to 

reach his or her training and employment objectives 

(9) The possibility that the host agency will hire the 

participant 

(10) The possibility of additional training at the current host 

agency 

After evaluating these factors and discussing the suitability of the current 

training assignment with the participant and the training site supervisor, 

the SCSEP staff will prepare a report that should include a 

recommendation that the participant either remain in the current 

assignment, be upgraded at the current training site, or be transferred to 

another training assignment. 
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(b) Implementing a Host Agency Transfer 

When a training site transfer is approved, the following procedures apply: 

(1) The participant and the training site shall be notified in 

writing at least 30 days prior to the transfer 

(2) All objections to the transfer must be made in writing 

before the date of the transfer. The objection and other 

related materials should be sent to the SCSEP staff. 

(3) SCSEP staff must identify new training sites that are within 

a reasonable driving distance of the participant’s home. 

New training sites must offer increased opportunities for 

skills development and unsubsidized employment. 

(4) SCSEP staff will schedule a conference with the participant 

to determine the most suitable training site and a tentative 

date for the transfer. 

(5) SCSEP staff shall notify the participant’s existing training 

and the new training site of the transfer date. 

(6) Documentation of the transfer should be filed in the 

participant’s record. 

(7) Project staff and the new training site supervisor will 

provide the participant with an orientation to the new 

work training assignment. 

(8) To facilitate a smooth transition from one training site to 

another, additional support services or referrals to other 

community agencies should be provided when needed. 

(9) A new SCSEP Community Service Assignment Form is 

completed. 

 



For Public Comment  90 

SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Participant Status, Wages, and Fringe 

Benefits 

              DARS‐SCSEP 

Effective Date:   

 
 

Participant Status, Wages, and Fringe Benefits 

 

1. Status of Participants 

Individuals who participate on any SCSEP project funded by Title V of 

the Older Americans Act (OAA) are not Federal, State, County employees or 

employees of the organization including host agency at any time during 

their program participation.  Participants are trainees in a federal grant. 

2. Wages Paid to Participants Attending Orientation or Training 

SCSEP participants attending orientation or training shall be paid the 

Federal, State, or local minimum wage, whichever is higher. 

3. Wages Paid for Work on Community Service Training Assignments 

While engaged in productive, part‐time community service work under 

the project, SCSEP participants shall receive wages at a rate no less than the 

highest of the following: 

(a) The current minimum wage as established by the Fair Labor Standards 

Act, as amended 

(b) The State or local minimum wage for the most nearly comparable 

covered employment 

(c) The prevailing rate of pay for persons employed in similar occupations by the 

local project sponsor 

NOTE: Minimum wage must be implemented when it occurs (do not wait 

until the new grant year). 

 

As of July 1, 2019, all Virginia SCSEP participants are paid at the state minimum wage rate of 
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$7.25/hour. 

Fringe Benefits 

Fringe benefits shall be administered uniformly to all participants within a 

project. 

4. Required Benefits 

Fringe benefits that must be provided to participants employed under a 

project shall include: 

• All fringe benefits required by law and by Federal regulations, e.g. 

FICA 

• Physical examinations; and 

• Workers’ compensation coverage. 

A discussion of physical assessment and workers’ compensation coverage 

follows. 

1. Physical Examinations 

A physical exam shall be offered to each participant 

annually. The physical assessment is a fringe benefit, not 

an eligibility factor. The examining physician shall provide, 

to the participant only, a written report of the results of the 

assessment. If the participant offers to provide a copy of 

the report to the sub grantee, they will decline the offer. 

The sub grantee is not entitled to a copy of the results of 

the physical and should not maintain a copy in the 

participant’s files. The results are the property of the  

participant only 

Physical Exam Waiver: A participant may refuse the 

physical exam. The sub grantee must document the 

refusal with a signed waiver. The waiver must be signed 

within 60 work days after the participant begins a 
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community service assignment. Participants may refuse 

subsequent annual exams, but a signed waiver must 

document each refusal. A copy of the waiver shall be 

placed in a separate file, in a secure location. 

2. Workers’ Compensation 

Sub grantees shall provide workers’ compensation 

coverage for participants. 

(b) Allowable Benefits 
 

The following fringe benefits shall be administered uniformly to all 

participants: 

� If the participant is to be out due to health reasons or other personal 

reasons for longer than 3 days, the sub grantee may place the 

participant on approved leave. The leave will be documented in the 

case notes and into the appropriate fields in SPARQ. If the participant 

is out for 3 days or longer, the sub grantees may require a doctor’s 

note indicating that the participant is able to return to the training site. 

� Sub grantees must provide compensation uniformly to participants for 

recognized federal holidays only if the Host Agency is closed on these 

federal holidays AND the participant is scheduled to work. The 

federal recognized holidays include: 

• New Year’s Day 

• Martin Luther King 

• Presidents Day 

• Memorial Day 

• Independence Day 

• Labor Day 

• Columbus Day 

• Veterans Day 
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• Thanksgiving Day 

• Christmas Day 

 
If the host agency is closed on additional holidays (e.g. the day after 

Thanksgiving), the participant shall have the opportunity to make up 

those hours. 

In the event a host agency cannot accommodate the participants 

rescheduled holiday hours, the sub grantee is to arrange for approved 

activities for the participant that is consistent with their IEP. These 

activities are to be added to the IEP and noted in case notes. 

 
All holiday hours must be accounted for within the pay period for 

which the holiday takes place. 

� Leave without pay (Approved break) 

 

Approved Break Policy 

Leave without pay, of no more than two weeks, will be 

granted to a participant if requested. The participant’s community 

service assignment slot will be held open until their approved break 

ends. There is no guarantee that the participant will be placed back 

with the same host site agency. An approved break is to be 

documented in detail in the participant’s file, case notes and entered 

into their IEP into SPARQ. 

The sub grantee will place an individual on the program waiting 

list if the break is longer than two weeks. Exceptions will be made for 

those providing proof of illness or care giving in accordance with the 

Family Medical Leave Act. 

Sub grantee staff will obtain appropriate return to work 

documentation prior to the participants return to the community 

service assignment if the break is due to illness. The documentation is 

to be part of the participant’s permanent file and noted in case notes 
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that it was receive. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Placement into Unsubsidized Employment 

             DARS‐SCSEP 

Effective Date:   

 

 

Placement into Unsubsidized Employment 

 

The State requires sub grantees to work diligently to help job‐ready 

participants find jobs in the private and public sectors. Diligent action helps 

participants with career advancement and increases the number of individuals who 

may be enrolled and served by the program. 

1. Counting Entered Employment 

The Common Measure entered employment requires that the former 

participant have earnings in the second quarter after the quarter of exit to 

be counted as an unsubsidized employment placement. 

For the purposes of the data collection system and performance measures, 

a quarter always means a calendar quarter: July 1‐September 30; October 

1‐ December 31; January 1‐March 31; and April 1‐June 30.  

2. Entered Unsubsidized Employment Goal 

The State of Virginia negotiates the Entered Unsubsidized Employment 

goal annually with Department of Labor staff. If a sub grantee does not reach 

at least 80 percent of the negotiated goal during an annual program 

performance period, the sub grantee shall submit a plan for corrective 

action. The plan must clearly describe the steps that will be taken to ensure 

that the goal will be met in the future. 

3. Methods to Achieve Entered Employment Goal 

Sub grantees may use the following methods to reach the placement goal: 

(a) Contacting or networking with private or public employers for the 

purpose of job development 

(b) Encouraging Host Agency to hire participants as regular employees 

(c) Providing assistance to participants seeking unsubsidized employment 
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through job search skills training, job clubs, and job referrals, and by 

arranging job interviews. 

(d) Coordinating with State employment agencies/Job Service offices, WIOA 

providers, one‐stop career centers, and other employment and training 

programs 

(e) Reaching out to the employment community through advisory councils, 

public service announcements, flyers, brochures, and hot lines 

 
4. Recording Unsubsidized Employment Placements 

An unsubsidized employment placement must be reported on the Unsubsidized 

Employment Form and entered into SPARQ. 

The sub grantee shall use the Unsubsidized Employment Form to record 

placement information. This form can be found at  

https://olderworkers.workforcegps.org/resources/2018/11/13/19/51/SCSEP‐

OMB‐Approved‐Forms 

If a participant is placed after he she is terminated, the placement may be 

counted by the project if the placement occurred within 90 days of the termination 

and if the placement can be attributed to assistance the individual received from 

SCSEP. For instance, if a former participant received job seeking skills training and 

then finds a job, the placement can be counted by the sub grantee. 

However, if the former participant cannot be confirmed as still employed after 

30 calendar days, the placement should be reported as other terminations in the 

current quarter. If the former participant can be confirmed in the subsequent 

quarter as still employed after 30 calendar days, the placement may be counted on 

that quarterly report. 

5. Unsubsidized Employment Employer Satisfaction Surveys and Follow Up 

Unsubsidized employment Employer Satisfaction Surveys and Follow 

ups are required to ensure the success of the placement to obtain 

https://olderworkers.workforcegps.org/resources/2018/11/13/19/51/SCSEP-OMB-Approved-Forms
https://olderworkers.workforcegps.org/resources/2018/11/13/19/51/SCSEP-OMB-Approved-Forms
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information to measure achievement of the negotiated goals for 

retention, average earnings and retention at 1 year. 

SCSEP Follow‐up Policies and Procedures 

Three required follow‐ups are to be conducted. Results of the follow‐

ups are to be recorded in the SCSEP Performance and Results Quarterly 

System (SPARQ). Each follow‐up must be completed in the program year 

in which the reporting quarter falls. 

In Program Year 2018, three performance goals were updated to keep 

SCSEP closer in line with measurements used by the Workforce 

Innovation and Opportunity Act.  Those goals are: 

Common Measures Prior to 

PY 2018 

Common Measures PY 2018 

and Later 

Entered Employment (2nd 

Quarter after Exit) 

Employment Rate‐2nd 

Quarter after Exit 

Employment Retention (4th 

Quarter after Exit) 

Employment Rate‐4th 

Quarter after Exit 

Average Earnings Median Earnings 

Regular follow‐up can identify problems and give staff an opportunity to 

initiate actions to deal with them before a former participant is 

terminated or leaves a job. 

Follow‐up contacts may be made by telephone, mail, or personal visit. 

During the follow‐up contact, the Program Manager or designee should: 

1. Determine if both the former participant and the employer are 

satisfied with the placement 

2. Identify any current or potential problem that 

could result in a termination of the former 

participant; and 
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3. Offer job counseling or referrals to community 

agencies, when appropriate, to resolve any 

issues 

4. The SCSEP Unsubsidized Employment Follow‐Up form 

and case notes should be used to document follow‐up 

contacts. (See Appendix A for a copy of the form.) 

5. Follow‐up activities must be properly documented in the 

participants file. 

6. Official records that establish that any wages 

were earned by the participant, including but not 

limited to: 

a. Written statement of earnings from the employer; or 

pay stubs Signed self‐attestation, if employer has not 

provided information on wages and reasonable effort 

(e.g. 3 unanswered calls or messages) were made by 

the sub grantee to obtain this information, Participant 

signed self‐attestation will be acceptable but all 

efforts must be case noted in the client’s file. 

b. A calculation of the participant’s earnings, based on 

hourly rate and hours worked, is not acceptable 

documentation. 

 

6. Re‐enrollment after Placement 

Former participants who lose their unsubsidized positions through no fault of 

their own or due to illness, may be re‐enrolled, provided that the re‐enrollment 

occurs within one year of termination from the program and that they meet all 

required eligibility factors.  Refer to Section B of Part Three of this manual for 

enrollment policies. The 48 month durational limit is lifetime‐the participant will 

NOT begin a new 48 month duration in the program if they re‐enroll. 

7. Right of Return 
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The right of return is designed to afford participants a 30‐day trial period in 

unsubsidized employment. It is limited to participants who exit for unsubsidized 

employment but do not work for a total of 30 days within the first 90 days of exit. 

They are allowed to return to the program within 90 days without being subject 

to the priorities of service. Their exit is reversed, and they are treated though 

they never left the program. You do not fill out a new Participant Form for them.  

You must assign a returning participant to a host agency, either the one the 

participant left or a new one. You must create a new host agency assignment 

even if you reassign the participant to the old host agency. If there is no slot 

available at the time the participant seeks to return, the participant should be 

placed on an approved break in participation (field 15a the  Community Service 

Assignment Form) and given the next available assignment. 

 

8. Participant and Host Site Satisfaction Surveys 

 

The sub grantee will alerting participants and host agencies that surveys will be 

sent to them in the mail by a Department of Labor (DOL) contractor. The DOL 

contractor will mail the surveys on behalf of the Commonwealth of Virginia during 

the first week in January. Participants and host agencies are much more likely to 

read and respond to the surveys if they are aware that the surveys are coming 

and that the sub‐grantees are part of the survey process. A DOL Subcontractor on 

behalf of the Commonwealth of Virginia grantee, not the sub grantee, will mail 

the surveys. 

To prepare participants and host agencies for the arrival of the surveys, sub‐ 

grantees should use any in‐person or telephone interaction with participants and 

the host agency contact persons to convey the following information. 

� SCSEP staff will ask participants and host agencies to complete a short, 

confidential survey to tell about their experience with SCSEP 

� The survey will be sent by the US Department of Labor 
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� SCSEP is very interested in the evaluation of services 

� The survey information will be used to improve services to customers 

� Host sites and participants should be encouraged to respond to the survey 

when they get it 

 Pre‐survey letters from the sub grantee to participants significantly increase 

survey returns if the participant receives a pre‐survey letter shortly before they 

receive the survey form from the State. This is because participants, unlike host 

agencies, do not understand their connection with the Commonwealth of Virginia 

and DARS and tend to relate to SCSEP solely on the local level. A pre‐survey letter 

template will be sent out prior to survey mailing. The letter should not be 

modified substantively without checking with the State. Sub grantees should send 

this letter to their participants. The letter should be prepared as follows: 

• Printed on sub grantee/local project letterhead stationery 

• Customized with the name and address of the participant 

• Signed in blue ink by the sub grantee 

• A postage stamp affixed to the envelope 

• The SCSEP Staff’s name in the return address field of the envelope 

 

 

 

 

 

 

 

 

 

 

 

 
 



For Public Comment  101 

SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Terminations and Voluntary Exit of 

Participants 

             DARS‐SCSEP  

Effective Date:   

 

Termination 

 

Purpose: 

  SCSEP sub‐grantees are required to give all SCSEP participants a written copy 

of the Department of Aging and Rehabilitative Services (DARS) SCSEP termination 

policy during initial enrollment, along with a verbal explanation of this policy.  This 

policy must be applied fairly and consistently in terminating SCSEP enrollment for 

all participants.  Participant should only be terminated for cause when it is clear 

that a program violation has occurred and a record of the issue or incident, along 

with progressive discipline, is properly recorded in the participant’s file. 

All participants must receive a written SCSEP Termination Notice 30 days prior 

to the date of termination.  All participants must be informed of their right to 

appeal their termination.  The SCSEP Termination Notice must inform participants 

that the termination is subject to the DARS termination policy and procedures. And 

a copy of the Grievance Policy and Procedures must be attached to the sub‐

grantee’s Termination Notice. 

  Reasons for Termination: 

1. Provision of False Information:  If at any time a sub‐grantee determines that a 

participant was incorrectly declared eligible as a result of false information 

knowingly given by that individual, the sub‐grantee must give the participant 

immediate written notice explaining the reason(s) for termination, and may 

terminate the participant 30 days after it has provided the participant with written 

notice. 

2. Incorrect Initial Eligibility Determination: If at any time the sub‐grantee 

determines that it has incorrectly determined a participant to be eligible for the 

program through no fault of the participant, the sub‐grantee will give the 
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participant immediate written notice explaining the reason(s) for termination and 

will terminate the participant’s enrollment 30 days after it has provided the 

participant with written notice.  The participant will be allowed to continue the 

host agency assignment with pay during the 30‐day period. 

3. Termination Due to Income Ineligibility Determined at Recertification: If, at any 

time, the sub‐grantee finds a participant to be no longer eligible for enrollment 

based on income, provider will give the participant written notice explaining the 

reason(s) for termination and will terminate the participant 30 days after it has 

provided the written notice.  The participant will be allowed to continue the host 

agency assignment with pay during the 30‐day period. 

4. Termination Due to Achieving 48 Month Durational Limit: A participant will be 

terminated when he or she meets the 48 month maximum participant duration 

date.  The sub‐grantee must send a notification of termination letter 30 days 

before the 48 month maximum participation date.  The participant will be able to 

continue participating in the program until the date of exit. 

5. Termination Due to Becoming Employed During Enrollment: To qualify for 

enrollment in the SCSEP a participant must be unemployed.  All participants are 

informed that they may not be employed while participating in the program and 

that they must notify the sub‐grantee immediately upon becoming employed.  A 

participant who is discovered to be employed while enrollment without having 

notified the sub‐grantee of the employment will have their enrollment terminated 

immediately from the program.  If this occurs, the participant will be placed on 

Leave Without Pay immediately. The sub‐grantee must send a 30 day letter of 

termination to the participant, and exit them after 30 days. 

6. Termination for Cause: 

There are several reasons to terminate a participant “for cause”.  When warranted, 

a participant may be terminated for certain behaviors and/or conduct. The 

following are specific reasons; however, other similar reasons that demonstrate 

willful misconduct or an intentional disregard of program rules may cause 



For Public Comment  103 

involuntary termination. Termination for cause should be a last resort, and should 

follow the progressive disciplinary process detailed below.  Some permitted 

reasons for termination include: 

• Falsification of official records, such as timesheets 

• Intentional disclosure of confidential or private information obtained from 

the host agency, grantee, or sub‐grantee 

• Theft 

• Physical violence or intentional destruction of property 

• Obscene, abusive, harassing, or threatening language or behavior 

• Sexual harassment of colleagues or others 

• Causing an imminent threat to health or safety 

• Non‐compliance with drug and alcohol‐free policy 

• Frequent tardiness or absences exceeding 3 times within a 30 day period, 

without good cause 

• Failure to regularly attend or properly justify absence from the group 

training meetings or individual monitoring meetings conducted by the 

SCSEP provider 

If a sub‐grantee is considering disciplinary action against a participant that may end in 

involuntary termination, the local coordinator should contact the DARS SCSEP Project 

Director to discuss that process and make the Project Director aware of the issues. 

7. IEP Related Termination Reasons 

If a participant fails, without good cause, to cooperate fully with the sub‐grantee to 

accomplish the goals of his or her IEP strategy, and IEP‐related termination “for cause” 

may be in order.  All IEP‐related violations should be considered on a case‐by‐case 

basis.  Notification of intent to terminate must be submitted by the sub‐grantee to the 

DARS SCSEP project Director prior to any IPE related terminations.  Examples of lack of 

compliance with the IEP without good cause include refusal to: 

• Accept training opportunities outlined in the IEP 

• Accept a new community service assignment to enhance skills development in 
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support of IEP goals 

• Accept supportive services that will enhance their ability to participate in a 

community service assignment consistent with the IEP 

• Participate in sub‐grantee offered services such as job search help, skills 

training, or resume writing 

The IEP‐related termination option should also be used as a last resort.  Before 

considering termination proceedings, the sub‐grantee should make every effort to find 

out why a participant is not cooperating to meet employment and training goals.  For 

instance, a participant may have health or transportation issues that they have not 

disclosed.  A participant must be given a chance to correct the offending actions. 

Written notice shall be given to the participant, citing a specific incident in which the 

participant did not fulfill his or her IEP responsibility. The notice should list the specific 

event(s) cite the jointly signed IEP agreement, and provide a period of 30 days to take 

corrective action. 

Termination for cause (for IEP related and non‐IEP related reasons) should be a 

progressive disciplinary process.  The state director should be informed prior to the 

beginning of the process, and kept informed throughout the process.  All 

communication with the participant should be documented in case notes. 

Step One: Documented Verbal Warning.  The sub‐grantee verbally warned the 

participant and documents the verbal warning in case notes in the participant’s file, as 

well as emailing the State Project Director. 

Step Two: Written Warning.  The sub‐grantee will complete a written warning and send 

it to the participant.  A copy of the written warning will be put in the participant’s file. 

Step Three: Corrective Action.  The sub‐grantee will complete and send to the 

participant a 30‐day Corrective Action Plan.  The Corrective Action Plan must be 

discussed in person and signed by the sub‐grantee and the participant.  To follow up on 

the Corrective Action Plan, the sub‐grantee will issue and request a weekly progress 

report from the participant. 
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The corrective Action Plan, minutes from all meetings with the participant and copies of 

the weekly reports must be included in the participant’s file. 

 

Step Four: Termination.  If a participant fails to comply satisfactorily with the 30‐Day 

Corrective Action Plan, the sub‐grantee will provide a SCSEP Termination Notice to the 

participant informing him or her of the reasons for termination and the effective date, 

which must be a minimum of 30 days after the issuance of the notice. The notice will 

specifically reference the infraction(s) and include the person’s right of appeal in 

accordance with the Complaint Resolution and Grievance Procedures.  The sub‐grantee 

will meet with the participant to: 

• Review the SCSEP Termination Notice 

• Inform the participant of their last day at the host agency, or inform the 

participant that they are being placed on a 30 day unpaid leave of absence until 

the exit date.  During this time SCSEP staff will be available to assist the 

participant in job search activities. 

• Inform the participant of the right to appeal by implementing the Complaint 

Resolution and Grievance Procedures. 

• Have the participant sign the exit paperwork. 

• Have the participant sign the last time sheet. 

• Place a complete set of case notes in the participant’s file. 

SCSEP Termination Notice 

A SCSEP Termination Notice is completed for each participant whose enrollment is 

ended.  It must state that participant’s right to appeal and a copy of the Complaint 

Resolution and Grievance Procedure must be included with the SCSEP termination 

notice.  The signature of the sub‐grantee coordinator or designee is required on each 

termination notice.  A copy of the SCSEP Termination Notice shall be a part of the 

participant’s record.  Sub‐grantee MUST inform DARS on all involuntary terminations 

for‐cause. 

Resigning from SCSEP 
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If a participant decides to leave the program for any reason, two weeks’ notice shall be 

given, and a written letter of resignation must be submitted to the sub‐grantee SCSEP 

coordinator and copied to the host agency supervisor.  A copy of the participant’s 

resignation letter must be kept in the participant file. 

Voluntary Exit of a Participant 

It is essential that the sub grantees follow the appropriate steps for exiting participants 

from the program. Only a sub grantee can exit a participant from SCSEP. Host agency 

supervisors may not exit participant from the program but may request the sub grantee 

to remove the participant from the assignment. 

a. Reasons for Voluntary Exit 

Participants may be exited from the SCSEP project for the following reasons: 

(1) Voluntary resignation exit ‐ voluntary exits may occur because the 

individual no longer wishes to participate in the program, because of 

relocation, is institutionalized or is unable to participate because of 

health reasons, is providing care for a family member or retires 

(2) Unsubsidized employment exit – the participant is job ready and has 

obtained employment with the host site, another employer or is self 

employed 

(3) Death ‐  the participant dies 

 Procedures for Voluntary Exit 

All exited participants will receive 30 days written notice of exit. A copy of the 

notice will be placed in the participants file. The written exit letter must include 

the reason for the exit. 

Participant exits must be documented to the fullest extent possible in the 

participant file, reported on the completed SCSEP Exit Form, Unsubsidized 

Employment Form, if applicable and Follow‐up Form and entered into SPARQ. 

Signatures must be obtained where indicated. The following documentation 

must be placed in the participant file: 
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(1) Voluntary resignation ‐ Participant Exit Form. (See Appendix A for the 

Exit Form ) 

(2) Unsubsidized Employment – Participant Exit Form, Unsubsidized 

Employment Form and Follow‐up forms as required 

(3) Death ‐Participant Exit Form and Unsubsidized Employment Form – 

Follow‐up information (if applicable) 

b. Voluntary Exit for Performance Measure Exclusions 

The following Exit reasons are excluded from the performance measures with 

acceptable documentation: 

(1) Health and medical 

(2) Family Care 

(3) Institutionalization 

(4) Death 

c. Acceptable Documentation for Exclusions 

Acceptable documentation required for exclusion from performance measures 

for the reason listed above must be included in the participant file is: 

(1) Medical records or other official records are acceptable, including but not 

limited to: 

� Actual medical records; 

� Physician’s statement or other certification from a medical 

professional; 

� Letter from official at medical facility or institution; 

� Psychologist’s diagnosis; 

� Rehabilitation evaluation 

� Disability records; 

� Veteran’s medical records; 
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� Vocational rehabilitation letter; 

� Worker’s Compensation record 

(2) A participant signed self‐attestation or sighed attestation form a 

knowledgeable third‐party 

(3) Detailed case notes (institutionalized only) in addition to the standard 

requirement for all case notes, to establish an exclusion for 

institutionalized, case notes must also detail that the participant is 

receiving 24‐hour care in a facility like a prison, skilled nursing facility or 

hospital and is expected to remain there for at least 90 days. Persons with 

a disability residing in a community based residential facility with or 

without long term care supports is not considered institutionalized. 

Case notes are not acceptable for Health/medical or Family Care. 

d. Acceptable Documentation for b.4 

Approved documentation required for exclusion from performance measures for 

reasons listed in c (4) must be included in each qualifying participant file: 

(1) An official government document or other official record is acceptable, 

including but not limited to: 

(a) Death record or certification, or 

(b) Death notices published through the internet, in newspapers, and 

local funeral homes. 

(2) Signed attestation from a knowledgeable third‐party is acceptable 

Case notes are not accepted as support for validating death. 

e. Referrals 

 When applicable, exited participants should be referred to other potential resources 

or agencies that might help the individual remain self‐sufficient, e.g. Area Agency on 

Aging, Department for Aging and Rehabilitative Services, SNAP, Medicare, Medicaid. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Grievance Procedures 

            DARS‐SCSEP  

Effective Date:   

 

 

Grievance Procedures 

 
The following policy must be fully adopted by all DARS SCSEP sub‐grantees.   

DARS SCSEP sub‐grantees are required to give all SCSEP participants a written copy of the 

DARS Grievance Procedures during the initial enrollment, along with a verbal explanation 

of the policy.  The procedure must be applied fairly, consistently and uniformly.  All 

grievances and rendered decisions must be kept on file.  In notifying the complainant of a 

final decision, the sub‐grantee must advise the complainant of their right to further 

appeal. 

  NOTE: This policy does not cover allegations of discrimination, which should be directed  

 to: 

   Office of Civil Rights 

   U.S. Department of Labor 

   200 Constitution Ave NW 

   Washington D.C., 20210 

 

The complainant should file a written complaint within 90 days in the case of an alleged 

act of discrimination. 

Grievance Procedures 

DARS SCSEP sub‐grantees are committed to a safe training environment.  Any SCSEP 

participant who believes that he or she has encountered differential, irregular, or illegal 

action at a host agency must be directed to take specific actions and follow these steps. 

Step 1. File the written complaint: 

The complainant should first file a written complaint with the DARS SCSEP sub‐grantee 

within thirty (30) days after the alleged incident occurred. 

1. The grievance should clearly explain the circumstances around the incident and the 

incident itself. 



For Public Comment  110 

2. The grievance should be detailed, including date, time, locations, and names of 

people directly involved or witnessing the event. 

Step 2. Informal Hearing: 

After receiving a written grievance, the DARS sub‐grantee should make every effort 

possible to settle the problem, following these steps: 

1. Sub‐grantee must document the receipt of the written grievance. 

2. Sub‐grantee must conduct an interview with the parties concerned.  During the 

interview the following information must be gathered and documented in writing. 

a. Date of the incident or incidents and parties involved. 

b. Description of the problem, action, decision, or condition giving rise to the 

incident and seen by the complainant. 

c. Other pertinent information that might be necessary to resolve the 

grievance. 

d. Sub‐grantees shall render a written decision based on the information 

gathered during the above mentioned interviews within five business days 

from the date of the initial interview.  Such written decision shall include an 

account of all follow‐up steps taken by the sub‐grantee to resolve the matter, 

and a list of advice or recommended solution(s) given to the parties involved 

regarding the merits of the complaint and how to remedy the situation. 

e. Inform the complainant that if he/she is not satisfied with the decision, 

he/she has the right to appeal it. 

f. If grievance can be resolved, the sub‐grantee shall document the resolution 

in writing and submit copes to the parties involved.  The parties must sign 

and date the agreement. 

g. If the complainant accepts this decision, the procedure is complete. 

h. If the complainant does not accept this decision, and files an appeal, then the 

grievance is brought up to the next level of review, which is described below, 

until it reaches the final steps in the process. 

Step 3. Second Hearing: 
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If the first informal hearing does not resolve the issue, a second process shall be followed.  The 

DARS SCSEP Project Director is the next point of contact for grievances. 

1. The complainant shall present the grievance to the sub‐grantee in writing.  This 

should be directed to: 

Title V Project Director 

Virginia Department for Aging and Rehabilitative services 

Division for Aging and Community Living 

1610 Forest Ave, Suite 100 

Henrico, VA 23229 

 

2. Copies of all written grievances shall be made available for all parties. 

3. The DARS SCSEP Project Director will consider the facts and make the decision 

within ten (10) days of receiving all pertinent documentation from the complainant 

and from other involved parties.  The complainant shall have the opportunity to 

present witnesses on their behalf, if appropriate, and will have the opportunity to 

ask questions of the person or persons whose actions are alleged to have caused the 

complaint. 

4. The DARS Project Director’s decision should be based on the information in the file, 

written statements, and testimony given by complainant and involved parties.  The 

decision shall be submitted in writing to the parties involved within five business 

days after the decision is made. 

5. Minutes shall be made of each discussion/meeting involving the grievance.  The 

minutes, along with written statements and other documentation presented at the 

hearing, shall be maintained in the sub‐grantee’s files for at least three years after 

the final dispositions of the grievances.  If the complaint has not been resolved 

through these combined processes, the claimant should follow the policies and 

procedures to file a complaint with the Director of Programs of Aging and 

Community Living at the Virginia Department for Aging and Rehabilitative Services, 

detailed below. 

Step 4. Procedures for Appealing to the State Office: 

If the Second Hearing does not resolve the matter, the complainant may file a written appeal to 
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the Director of Programs, Department for Aging and Rehabilitative Services, Division of Aging 

and Community Living, within thirty business days after the DARS SCSEP Project Director sends 

the written decision.  The appeal should be sent to: 

  Director of Programs 

  Department for Aging and Rehabilitative Services 

  Division for Aging and Community Living 

1610 Forest Ave, Suite 100 

Henrico, VA 23229 

 

The subject of the appeal can be either an alleged wrong decision (substance) or inadequate 

compliance with hearing procedures and policies (process). 

1. The SCSEP sub‐grantee shall prepare for DARS a report summarizing the compliant, 

the formal and informal investigation, and the disposition of the complaint and/or 

the written decision of the sub‐grantee and the state project director. 

2. The Director of Programs will consider the facts and make the decision within 10 

days of receiving all documentation from the complainant and from other involved 

parties, unless additional time is needed.  The complainant shall have the 

opportunity to ask questions of the person or persons whose actions are alleged to 

have caused the complaint. 

3. This decision shall be considered final. The Department of Labor, Employment and 

Training Administration will not review grievances except to ensure that the above 

policy was followed by all involved parties. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Political Patronage/Political 

Activities 

             DARS‐SCSEP  

Effective Date:   

 

Political Patronage/Political Activities 

No sub grantee may select, reject, promote, or terminate a participant based 

on the participant’s political affiliation or beliefs. The selection or advancement of 

participants as a reward for political service or as a form of political patronage, 

whether or not the political service or patronage is partisan in nature, is prohibited. 

Further, the selection of training sites shall never be based on political affiliation. 
 

1. Prohibited Activities for Participants 

Participants may not: 

(a) Engage in partisan or nonpartisan political activities during hours for which 

they are paid with SCSEP funds 

(b) Engage in partisan political activities in which the participant represents 

himself or herself as a spokesperson of the SCSEP 

(c) Be employed or out‐stationed in the office of a Member of Congress, a 

State or local legislator, or on any staff of a legislative committee 

(d) employed or out‐stationed in the immediate office of any elected 

chief executive officer(s) of a State or unit of general government, 

except in the following cases: 

(1) Participants may be assigned to training sites at local 

government agencies provided that the participants’ 

assignments are nonpolitical; and 

(2) The participants’ assignments are strictly program activities 

and are in no way political functions 

NOTE: Documentation attesting to the nonpolitical nature of the positions 

must be submitted to State for approval prior to assigning participants to 

such positions. 



For Public Comment  114 

(e) Be placed in training site positions involving political activities in the 

office of other elected executive officials, except in the following 

situations: 

(1) When the elected official’s office handles nonpolitical activities, a 

participant may be assigned to a nonpolitical training assignment; 

and 

(2) When sub grantees develop safeguards to ensure that 

participants placed in these positions are not, at any time, 

involved in political duties 

2. Prohibited Activities for Project Staff 

A SCSEP project staff member shall not engage in: 

1. Partisan or non‐partisan political activities during hours for 

which the staff member is paid with SCSEP funds, or 

2. Partisan political activities in which the individual 

represents him or herself as a spokesperson of the SCSEP 

3. Hatch Act 

State and local employees shall comply with the Hatch Act, according to the 

provisions of Chapter 15 of Title 5, U.S. Code. The U.S. Office of Personnel 

Management issues regulations pertinent to the Hatch Act. 

The Act covers only, but not all, State and local employees “whose principal 

employment is in connection with an activity which is financed in whole or in 

part by loans or grants made by the United States or a Federal Agency. 

Individuals whose employment does not meet this definition are not governed 

by the restrictions of the Hatch Act. 

Some participants’ political activities may be further restricted due to the 

status of the sub grantee that employs them. 

4. Lobbying 

SCSEP funds shall not be used to influence the legislative process or any 

appropriation pending before the Congress of the United States. No salaries or 
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expenses for any activity designed to affect legislation may be paid with SCSEP 

funds. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Stevens Amendment 

          DARS‐SCSEP 

Effective Date:   
 

Stevens Amendment 
 

     The Stevens amendment, Public law 100.463, Section 8136, is intended to give the federal 

government public credit for federally funded programs and projects.  It requires federal grant 

recipients to include funding information on all publications related to projects that use federal 

funds, including statements, press releases, signs at construction sites, requests for proposals, 

bid solicitations, and other documents that describe projects or programs funded in whole or in 

part with federal money.  The information must state clearly 

 ‐Total cost of the program 

 ‐Dollar amount of federal funds used. 

Sub‐grantees can put a link on marketing material and websites that directs users to the DARS 

SCSEP webpage, which will have this information on hand. 

https://www.vadars.org/olderadults.htm 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Nepotism 

           DARS‐SCSEP  

Effective Date:   

 

 

Nepotism 

1. Restrictions 

The following restrictions apply to SCSEP projects: 

a. No person shall be hired by or enrolled in a project if member of that 

person’s immediate family is employed in an administrative capacity by 

the sub grantee 

b. No participant shall be assigned to a training site if any member of that 

participant’s immediate family is employed in an administrative capacity 

at that training site 

c. If the applicable State or local legal requirement regarding nepotism is 

more restrictive than the requirements in (a) and (b) above, then the State 

or local requirement shall be followed 

2. Definitions 

For the purpose of the SCSEP Program Operations Manual, 

a. Nepotism is defined as favoritism based on kinship 

b. Immediate family includes wife, husband, son, daughter, mother, father, 

brother, sister, son‐in‐law, daughter‐in‐law, mother‐in‐law, father‐in‐law, 

bother‐in‐law, sister‐in‐law, aunt, uncle, niece, nephew, stepparent, 

stepchild, grandparent, and grandchild; and 

c.  Employed in an administrative capacity is defined as those individuals 

who administer SCSEP projects or training sites/host agencies and who 

have responsibility or authority over those with the responsibility for 

selecting participants from among eligible applicants. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Drug‐Free Workplace 

             DARS‐SCSEP  

Effective Date:   

 
 

 Drug‐Free Workplace 

Under Section 5153 of the Drug‐Free Workplace Act of 1988, Federal grant 

recipients are required to certify that they provide a drug‐free workplace by 

taking certain specific actions.  Drug‐Free Workplace Awareness Program 

contains the following restrictions and requirements that must be adhered to: 

(a) Policy ‐ The use, consumption, sale, purchase, transfer, or possession of 

any illegal drug or the illegal use, consumption, sale, purchase, transfer, 

or possession of any controlled substance by a sub grantee’s staff 

member or an SCSEP participant while on training sites or SCSEP office 

premises, or during SCSEP‐sponsored training sessions is absolutely 

prohibited. 

(b) Enforcement ‐  SCSEP sub grantees are responsible for the enforcement of 

this policy 

(c) Disciplinary Action ‐ A participant who violates this policy is subject to 

disciplinary .action, up to and including termination. Appropriate action 

must be taken by the sub grantee for the specific violation. 

(d) Public Notice ‐ Sub grantees must publish a statement notifying employees 

that the use, distribution, and possession of controlled or illegal substances 

is prohibited in the workplace and clearly specify the actions that will be 

taken if an individual violates the restriction. Sub grantees should inform 

participants about the dangers of drug abuse in the workplace, about their 

policy of maintaining a drug‐free workplace, and about any available drug 

counseling, rehabilitation, or other assistance programs in the local 

community where help can be sought for drug problems 

(e) Training Sites ‐  Training sites are required to immediately notify the SCSEP sub 

grantee of any violation of this policy in their workplaces. When a training site 
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knowingly permits the violation of this policy or fails to ensure a workplace free 

from alcohol, drugs, and substance abuse, it risks the immediate loss of the 

services of its SCSEP participants. 
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SENIOR COMMUNITY EMPLOYMENT 

PROGRAM (SCSEP) 

Non‐Discrimination and Equal Employment 

Opportunities 

             DARS‐SCSEP  

Effective Date:   

 

 

Non‐Discrimination and Equal Employment Opportunities 

 

a. Requirements 

Race, creed, color, disability, age, national origin, gender, political 

affiliation, or beliefs cannot be used to exclude a person from 

participation in, deny a person the benefits of, or subject a person to 

discrimination under any project or activity funded in whole or in part with 

SCSEP funds. 

 The sub grantee is responsible for ensuring that no 

discrimination occurs in any project or activity funded SCSEP. The State 

will monitor each sub grantee to ensure that mechanisms have been 

established to comply with equal employment opportunity practices. 

Since SCSEP is a program designed to provide employment and 

training services to low‐income older individuals, it is exempt from the 

requirements of the Age Discrimination in Employment Act (ADEA). 

b. Disability Definition 
 

The SCSEP regulations define “disability” as: a condition attributable to 

mental or physical impairment, or a combination of mental and physical 

impairments, that result in substantial functional limitations in one or more 

of the following areas of major life activity: 

� Self‐care 

� Receptive and expressive language 

� Learning 

� Mobility 
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� Self‐direction 

� Capacity for independent living 

� Economic self‐sufficiency 

� Cognitive functioning 

� Emotional adjustment 

 

The participant is only considered disabled or having a disability if impaired at 

the time of enrollment. Do not count an individual who merely has a history of 

impairment or is regarded as being impaired. The individual must have the 

impairment currently. 

Disability Documentation 

Documentation should be an official government record or other official 

record that indicates that: 

(1) a medical professional made a determination of disability and; 

(2) describe how the determination of disability meets the SCSEP regulatory 

definition as explained in the Data Collection (DC) Handbook, including but not 

limited to: 

� Receipt of Social Security Disability Insurance (SSDI) 

� Other Social Security Administration records 

� School records 

� Sheltered workshop certification 

� Social service records or referrals 

� Community‐based aging and disability organizations 

� Social service agency record or referral 

� Independent Living Center statement 

� Letter from Group Home administrator. 

Note: Not all official documents will suffice to establish disability. For example, a 

state disabled parking sticker is an official document, but it does not establish 

disability for SCSEP purposes unless the state employs the SCSEP definition and 

standard of disability. 
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Alternatively, certification from medical professional or medical records that 

establish specific facts that meet the regulatory definition as explained in the DC 

Handbook are acceptable, including but not limited to: 

� Letter from Drug or Alcohol rehabilitation agency 

� Medical records 

� Physician’s statement 

� Psychologist’s diagnosis 

� Rehabilitation evaluation 

� Disability records 

� Veteran’s medical records 

� Vocational rehabilitation letter 

� Worker’s compensation record 
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Records Management 

 

Sub‐grantees should maintain participant files and host agency files.  The required forms are 

listed below. (All forms can be found on the Charter Oaks website (SPARQ forms) or the DCL 

Sharepoint page. 

A. The following are required forms as part of each participant’s record: 

1. Participant Form 

2. Confidential Statement of Income (with supporting documentation), complete 

annually with intake/recertification 

3. Self Attestation Forms: 

 Homeless or at Risk of Homelessness 

 Not employed 

 Limited English Proficiency 

 Low Literacy Skills 

 Veterans/Eligible Spouse of Veteran 

 WIOA Title I 

 Low Employment Prospects 

 Persistent Unemployment 

4. Third Party Attestation Forms: 

 Homeless/At Risk of Homelessness 

 Number in Family 

 Employed Prior to Participation 

 Zero Income 

 Limited English Proficiency 

 Low Literacy Skills 

5. Employment Eligibility Verification Form I‐9 

6. Physical Exam Offer Waiver (Separate File) 

7. Disclosure on UI Benefits 

8. WIOA Referral Form 

9. Assignment Form 

10. Participant Enrollment Agreement 

11. Participant Need Assessment 

12. Training Plan (with Training Schedule) 

13. Community Service Assignment Form 

14. Orientation Checklist 

15. Individual Employment Plan (IEP) & IEP Progress Review 

16. Recertification Checklist 

17. Recertification Forms 

a. Annual Income Certification with documentation 

b. Third Party Attestation‐ 

i. Number in Family 

ii. Zero income 
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18. Participant Evaluation(s) (Minimum of One Annually) 

19. Host Site Supervisor Evaluation(s)(Minimum of One Annually) 

20. Supportive Services Forms 

21. Case Notes and Activities Log 

22. Exit Form 

23. Transitional IEP 

24. Self Attestations‐ 

a. Form Exclusion 

b. Exclusion after Exit 

25. Unsubsidized Employment Form (if placed) 

26. Self Attestation Wages Form 

27. Third‐Party Attestation Wages Form 

28. Right of Return 

29. Approved Break in Participation Form 

 

Physical forms or physical waiver forms must also be retained, but these should be kept in 

a separate file kept in a locked location.  Sub‐grantees do NOT receive a copy of the 

physical exam, or use results from the physical exam. 

 

Time sheets should also be retained, as they are used in the data validation process each 

year. 

 

B. Required Forms for Host Agency File 

The host agency files must contain the following information: 

1. File checklist 

2. Host Agency Application 

3. Host Agency Letter and Agreement (Update Annually) 

4. In‐kind Funding Statement 

5. Training Opportunities available at Host Agency (NOT A TRAINING SITE DESCRIPTION) 

6. Annual Safety Monitoring Report/Checklist 

7. Maintenance of Effort Form 

8. 501c3 Certification from IRS (if non‐profit) 

 

C. Monitoring 

 

DARS will monitor program and fiscal operations, at minimum, once every three years.  

Monitoring staff will review participant records, host agency records, financial records, 

and any handbooks or SCSEP policies developed by the sub‐grantee.  Interviews with 

participants and host agency supervisors may also take place.  A written report containing 

findings, observations, and any best practices will be issued to the sub‐grantee no later 

than 60 business days after all review is finished (this may include desk review that does 

not take place on‐site).  Sub‐grantees will have 60 business days to respond to any 

findings with a corrective action plan. 
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DARS may monitor more frequently if the SCSEP Project Director has identified a sub‐

grantee as high risk.  Some of the factors that may lead to that identification are: 

A. Prior monitoring findings, particularly if unresolved. 

B. Expenditures not in line with monthly expectations. 

C. Quarterly Progress Reports that indicate sub‐grantee will not meet performance 

goals. 

D. Concerns about mis‐allocation of funds, maintenance of effort violations, or 

other policy violations. 

E. Sub‐grantee filing required reports late, or not filing required reports or 

supplying requested information. 

 

 This list is not all inclusive.   

 

Annual data validation is also required by the Department of Labor.  This takes place at 

each sub‐grantee.  The state SCSEP Project Director will conduct data validation, generally 

within the last two quarters of the year.  Data validation may be combined with a 

scheduled monitoring to save travel costs.  Data validation may take place in person at the 

sub‐grantee office, or sub‐grantee may be required to send records in to the state office 

for data validation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



For Public Comment  126 

 


	Introduction
	Performance Standards
	Reauthorization of the Older Americans Act
	Policy
	Performance Accountability Requirements
	Core Performance Indicators Measures
	Additional Performance Measures
	Customer Satisfaction:
	Any other indicator of performance that the Secretary determines to be appropriate to evaluate services and performance
	Determining Success
	Consequences for Poor Performance
	Virginia’s Performance Requirements for Sub grantee Agencies
	Monitoring of Sub grantee’s Program and Financial Performance
	The Age Discrimination Act

	Overview of Program Operations
	Program Goals
	SCSEP Program Design
	Participant Flow Chart
	SCSEP Participant Flow Chart

	Policies and Procedures
	Recruitment and Outreach
	Purpose
	Requirements
	Monitoring of Recruitment Goals
	Eligibility Determination
	Purpose
	Timing
	Eligibility Criteria
	Computing Family Income
	Computation: [TEGL 12‐06]
	Definition of Family [TEGL 12‐06, Attachment II]
	Definition of Family [TEGL 26‐13, Attachment III]
	Exception to Standard Definition
	CPS Definition of Family:
	CPS Definition of Subfamily:
	Definition of Family Income
	Income Inclusions and Exclusions
	Family income shall not (exclusions) include the following:
	Special Note: TEGL 11‐06
	e.  Procedures for Calculating Annual Family Income
	f.	SCSEP Income Eligibility Guidelines
	Selection Enrollment Priorities
	Purpose
	Criteria for Enrollment Priorities
	Dual Eligibility
	Enrollment Procedures
	All applicants shall be required to review and sign the SCSEP Participant Form at the time of enrollment.
	Over‐Enrollment
	Durational Limit
	Individual Durational  Limit
	Sub Grantee Durational Limit
	Confidentiality (Privacy Act of 1974)
	Procedures When Applicants Are Ineligible
	How to Recertify Current Participants
	Policy
	Procedures for Re‐enrollment and Recertification
	Income Computation for Inter‐Program Transfers
	Procedures to Follow When Participants Are Ineligible
	Employment Verification
	Policy
	Procedures
	Physical Exams
	Purpose
	Timing
	Policy
	Procedures
	During the Application Process
	After Enrollment
	While Participating on a Community Service Training Assignment
	During the Recertification Process
	Documentation
	Refusal of a Physical Assessment
	Cost of Physical Examinations
	Forms
	Comprehensive Assessment
	Purpose
	Requirements
	Methods of Assessment
	The Assessment Interview
	Ongoing Procedures and Re‐assessment
	Recent Assessments Conducted by Other Programs
	Assessment Forms
	Diagram Illustrating the SCSEP Assessment Process
	SCSEP Assessment Process
	Individual Employment Plan
	Purpose
	IEP Requirements
	IEP Review
	Host Site Transfer Policy Based on the IEP Review
	IEP Form
	IEP‐Related Terminations
	DOL’s Criteria for IEP‐Related Terminations
	Additional State Criteria for IEP‐Related Terminations
	Corrective Action
	It shall list the specific event.
	Job Referrals
	Job Offers
	Consider Extenuating Circumstances
	Orientation
	Purpose
	Requirements
	Procedures
	Orientation Checklist
	Orientation to Host Agency
	Follow‐Up Orientation Session for Participants
	Training In Addition to the Community Service Assignment
	Purpose
	Procedures
	Goals for Training
	Occupational and Other Skills Training
	Purpose
	Procedures
	Evaluation of Training
	Reimbursement for Training
	Schedules for Participant Training
	Supportive Services
	Purpose
	Components
	Temporary Transportation Assistance
	Unallowable Travel Costs
	Allowable Travel Costs
	When a participant cannot attend meetings because public transportation is unavailable or inadequate.
	Resources
	Referral Follow‐Up
	The Program Manager or designee should follow up on referrals to ensure that the participant actually receives assistance from
	Training Sites/Host Agencies
	Definition of a Training Site
	Organizations Eligible to a Training Site
	The sub grantee must obtain a copy of the IRS letter that grants the prospective non‐profit training organization 501(c) (3) s
	Training Site Application
	Selection of Training Sites
	Purpose
	Criteria for Selection
	Responsibilities of the Host Agency
	Host Agency Agreement
	Host Agency
	Purpose
	Requirements
	Allowable host agency assignments include:
	Limitations on Training Site Assignments
	Evaluation Criteria
	SCSEP Training Plan
	Training Plan
	Purpose
	Requirements
	Limitations on Host Agency Assignments
	Maintenance of Effort Requirements
	Community Service Work Training Assignments
	Maximum Hours of Work
	Compensation
	Supervision of the Training Site
	Operating Motor Vehicles for the Training Site Agency
	Requirements
	Driving
	Training Site Hours Policy
	Background:
	Monitoring of Training Sites
	Requirements
	Safe Working Conditions
	Sub grantee Responsibilities for Safety
	Responsibilities of Training Sites for Safe Workplaces
	Monitoring Documentation
	SCSEP Monitor Report
	Host Agency Rotations
	Factors to Consider
	Implementing a Host Agency Transfer
	Participant Status, Wages, and Fringe Benefits
	Status of Participants
	Wages Paid to Participants Attending Orientation or Training
	Wages Paid for Work on Community Service Training Assignments
	NOTE: Minimum wage must be implemented when it occurs (do not wait until the new grant year).
	Required Benefits
	Physical Examinations
	Workers’ Compensation
	Allowable Benefits
	Approved Break Policy
	Placement into Unsubsidized Employment
	Counting Entered Employment
	Entered Unsubsidized Employment Goal
	Methods to Achieve Entered Employment Goal
	Recording Unsubsidized Employment Placements
	Unsubsidized Employment Employer Satisfaction Surveys and Follow Up
	SCSEP Follow‐up Policies and Procedures
	6.	Re‐enrollment after Placement
	Right of Return
	Participant and Host Site Satisfaction Surveys
	Termination
	Purpose:
	a. Reasons for Voluntary Exit
	Procedures for Voluntary Exit
	Voluntary Exit for Performance Measure Exclusions
	Acceptable Documentation for Exclusions
	Acceptable Documentation for b.4
	Referrals
	When applicable, exited participants should be referred to other potential resources or agencies that might help the individua
	Grievance Procedures
	Political Patronage/Political Activities
	Prohibited Activities for Participants
	Prohibited Activities for Project Staff
	Hatch Act
	Lobbying
	Stevens Amendment
	Nepotism
	Restrictions
	Definitions
	Drug‐Free Workplace
	Non‐Discrimination and Equal Employment Opportunities
	Requirements
	Disability Definition
	Disability Documentation

	Records Management

