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Welfare to Work Handbook
“Pathway to Self-Sufficiency”
Welcome to the Welfare to Work Program. The information in this handbook will help you understand
how the Welfare to Work Program works for you and your family.
Your Employment Services Social Worker will meet with you and explain the steps you will take in the
Welfare to Work Program. You will meet regularly with your Employment Services Social Worker
while you are participating in the program. Talk with your Social Worker whenever you have a
question or do not understand what you are required to do in the Welfare to Work Program.

How Can the Welfare to Work Program Help Me?
The purpose of the Welfare to Work Program is to help you prepare for work and find a job. Finding a
job will help you become self-sufficient and your family will enjoy a better way of life. Your job will help
you serve as a positive role model for your children, increase your self-confidence, and build your
future.
The Welfare to Work Program has been designed with you in mind. You can succeed.
 Welfare to Work helps you find a job to become self-sufficient.
 Your Employment Services Social Worker will help you to set and achieve goals with
individualized case management.
 Your worker is with you every step of the way and will assist you with important supportive
services.
 Through Welfare to Work, everyone wins. We look at the whole picture to best serve your
needs, so you are successful.
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What Should I Know About Welfare to Work Time Limits?
As of July 1, 2011, there is a four-year (48-months) total lifetime limit on cash aid for adults. Your 48month clock starts in any month or partial month in which you begin to receive a cash grant. There
are exceptions to the 48-month time limit rule. Your Employment Services Social Worker can explain
the exceptions to you. The time limit does not apply to children.

How Many Hours Will I Participate in Welfare to Work Activities?
Single Parent Families:
If you are a single parent and you have a child or children over the age of 6 you must participate 130
per month (on average 30 per week). If you have a child under the age of 6 you must participate at
least 87-hours per month (on average 20- hours per week).

Two-Parent Families:
If you are an adult in a two-parent CalWORKs family and you are not exempt, you and/or the other
parent in your assistance unit must participate in assigned Welfare to Work activities for a total of at
least 152-hours per month (on average 35-hours per week). Both parents may participate to meet the
152-hours per month requirement. If one parent is exempted or sanctioned, the other parent must
meet all the hourly requirements.
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Who Must Participate in the Welfare to Work Program?
Mandatory Participants:
You will participate in the Welfare to Work Program if you are a California Work Opportunity and
Responsibility to Kids (CalWORKs) cash aid recipient, and you are not exempt. You are called a
“mandatory participant.” If you are a mandatory participant, you must:
 Keep appointments made by your Employment Services Social Worker.
 Sign activity agreements and attend all assigned activities.
 Meet all Welfare to Work requirements.
 Maintain required attendance in your assigned activities.
 Provide proof of satisfactory progress in your assigned activities.
 Not quit your job or lower your earnings.
We will determine if you must participate in Welfare to Work when:
 You apply for aid or when your eligibility is determined for renewal.
 You have a change in your exemption status.

Exemptions:
If you are physically or mentally unable to work, you may qualify for an exemption from Welfare to
Work participation requirements. Exemptions will be discussed on page 14.

5

What Will I Be Doing?
There are many paths open to Welfare to Work participants. Your path may not involve every step in
the Welfare to Work Program. A lot depends on your education and job history. Remember: The
purpose of Welfare to Work is to help you prepare for work and find a job so that you can support
yourself and your family.

You will complete the following steps in the Welfare to Work Program:

Appraisal:
Your first activity in Welfare to Work is an Online CalWORKs Appraisal Tool (OCAT) appraisal
appointment with your Employment Services Social Worker.
Together, we look over your work history, job skills, education, and other information about you and
your family. We also review your need for transportation, childcare and other resources. This
information helps you and your Employment Services Social Worker decide your next steps in the
program.
Following Appraisal, most participants are assigned to a Job Search activity lasting four weeks.
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Learning Disabilities Screening:
Many people have a learning disability, but don’t know it. You can find out if you have a learning
disability by answering some questions. This is called a “screening.”
Did You Know?
 Up to 2 out of 5 adults on aid have learning disabilities.
 Most people with learning disabilities are of above–average intelligence.
Why Get screened?
 You can learn your strengths and find ways to make it easier for you to learn and
help you be more successful at school and on the job.
 The county can help you get into the right kind of Welfare to Work activity, such
as training.
Some signs of learning disabilities:
These are signs you may have a learning disability. People with learning disabilities can have
a lot of problems with some of these things but do great with others.
 Do you have a hard time filling out forms? Following directions? Getting people to
understand what you are trying to say?
 Were you in Special Ed Classes in School?

What is the screening like?
 The screening is very simple. It only takes about 15-minutes. It is just a few questions about
your learning experiences and health.
 The screening is confidential, and it is your choice if you want to do it. Let your Employment
Services Social Worker know if you want to be screened.

What happens after the screening?
 The screening will help you decide if you want a referral to a specialist to find out if you have a
learning disability.
 The specialist can help you find your strengths and weaknesses so the county can help you
get the services you need.
 It is your choice if you want to see a specialist for an evaluation. Let your Employment
Services Social Worker know if you want to be referred to a specialist.

What

Is
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Welfare to Work Activities
Participating in More Than One Activity at a Time:
You may be assigned to participate in more than one activity at the same time to help you reach the
participation requirement of 87, 130, or 152 hours per month. The activities must be consistent with
the recommendations of your assessment. You are required to participate in each of your assigned
activities.

Assessment:
You will participate in Assessment during your initial job
readiness workshop. You may attend Assessment directly after your Appraisal appointment based on
the availability of job readiness workshops and testing dates.

The purpose of Assessment is for you and your
Employment Services Social Worker to put together a
plan to help you get a job.
To do this a qualified third-party evaluator will:
 Appraise your abilities, interest, work history and
education.
 Compare your skills and the jobs available in your
area.
 Consider any physical or mental disabilities you have
that limit your ability to work
 or participate in activities.

If you are in a Self-Initiated Program (SIP), an activity agreement may be signed based on your
Appraisal.
You may be sent to complete an Assessment if you need another activity at the same time so that
you are participating in Welfare to Work activities for the required number of hours per month. For
more information about a SIP please refer to page 10.

Post Assessment Appointment:
When your Assessment Report is completed, you will meet with your Employment Services Social
Worker to discuss your assessment results and prepare and sign your Welfare to Work activity
assignment based on these results and your goals.
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Unsubsidized Employment:
Employment with a public or private employer, either parttime or full-time, where you earn a wage that meets or
exceeds the current minimum wage may be assigned as
an approved activity. Pay stubs must be provided for
verification.

Self-Employment:
Profitable self-employment that is not subsidized. You
must earn a net profit (after expenses) that equals or
exceeds the minimum wage for the number of hours you
work. You will need to do a business plan for your worker.

Job Search and Job Readiness Assistance:
Job Readiness workshops help you learn job seeking and self-sufficiency skills. Job search consists
of contacts with potential employers. All job contacts are reported to your Employment Services
Social Worker.
CalWORKS Connect is a job readiness workshop that provides job search assistance.

Work Study:
Paid employment at the school or college where you are attending an educational program.

Vocational Education/Training:
Education and training courses geared toward a specific license,
degree, or certificate for employment. Vocational education
and/or training must be approved in your Assessment Report.

Adult Basic Education/GED/High School Diploma:
Basic reading and mathematical skills geared toward attaining
your High School Diploma, General Education Development
certificate (GED) or improving your English (ESL).
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CONNECTING POINT:
CAREER COUNSELING - Find the career that fits your values, goals, and skill set and put a plan in
place to get the job.
EMPLOYMENT SKILLS TRAINING - Sharpen your employment skills through dynamic, hands-on
activities that focus on the fundamentals for success. Refine your resume and cover letter and
enhance your interview skills.
WORK EXPERIENCE - Find unpaid internships in the industry of your choice.
NAVIGATION - Identify any obstacles preventing you from getting and keeping the job you want. Get
support navigating those barriers and connecting to community resources.

Self-Initiated Programs (SIPs):
Parents who are enrolled in an undergraduate degree or certificate program at the time of their first
Welfare to Work Appraisal appointment may be able to continue in that program without Assessment
approval.
The parent must be making satisfactory progress in the program. The program must provide
education and training that will likely lead to a job. A program will be determined to lead to a job if it is
on the list of programs that the County Welfare Department and local education agencies and
providers agree leads to in-demand employment.
There are special rules for SIPs. Talk to your Employment Services Social Worker about your
program to determine if it meets the rules for a SIP.
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What is Satisfactory Participation?
Attendance:
When you sign your activity agreement, you agree to attend and complete each of your assigned
activities. You agree to attend each activity for the required number of hours per week. You cannot be
absent or late more times than your activity provider allows. Any absence must be reported to your
Employment Services Social Worker prior to the start of your activity.

Satisfactory Progress:
All participants are required to make satisfactory progress
toward completing their assigned activities. Satisfactory
progress in your assigned activity may include skills
improvement, academic advancement, and obtaining a
license or certificate. Satisfactory progress includes
regular attendance.

Completion of Welfare-to-Work Activity Assignments:
The requirements for each of your activity assignments will be explained to you. Our goal is for you to
complete each assigned Welfare to Work activity. You will have successfully completed an
assignment if:
 You attended all the required hours and/or obtain the objective of the activity assignment.
 It is determined that you will not benefit from further participation in that activity.
 It is determined a different activity will be more appropriate for you.
 You go off cash aid.
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What are Supportive Services?
We understand that you may need help with childcare, transportation, and work or training expenses
to participate in your Welfare to Work activities. Your Employment Services Social Worker will discuss
your need for supportive services and tell you how we can help pay the expenses. We can pay for
these supportive services if other funding sources are not available to pay all or part of the costs. You
may be able to get an advance when you begin an activity.

Childcare:
You can get paid childcare while you work and/or
participate in other Welfare to Work activities. You can
receive childcare for each child in your CalWORKs
assistance unit who is 13 years old or younger. You may
get help for a child who lives with you, but is not in your
CalWORKs assistance unit, when not having childcare
keeps you from getting a job or participating in Welfare to
Work.
Your Employment Services Social Worker will refer you to Sierra Nevada Children’s Services. You
can choose the childcare provider you want such as a childcare center, licensed in-home childcare
provider, relative, friend, or neighbor. If you do not have a childcare provider, you can receive help
finding someone to provide care for your children.
If your childcare provider is not licensed, he or she must be fingerprinted for registration (unless this
person is your child’s aunt, uncle, or grandparent). We cannot pay if the person you choose to
provide childcare is in your CalWORKs assistance unit, is the child’s legal guardian, or the child’s
parent or a person under 18 years of age.
Payments are made directly to the childcare provider.

Transportation:
We can help pay transportation costs for traveling to and
from your Welfare to Work activities and to take your
children to and from your childcare provider. You can get a
monthly bus pass, or you can request monthly mileage
reimbursement. You must provide proof of a valid CADL,
current registration and insurance.

Work or Training Needs (Ancillary Payments):
We can help you with work or training related costs that you need for your job or to participate in your
assigned Welfare to Work activities. These costs may include books, tools, uniforms or interview
clothing. Ask your Employment Services Social Worker about our Incentives Program!
NOTE: If you are paid more money for childcare, transportation, and/or work or training related needs
than is required for you to participate in your Welfare to Work activities, you will have to pay the
money back. You must use the money for the reason it was issued to you. If you are paid more
money than you need to participate, you must call your Employment Services Social Worker
immediately.
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What Happens if I Do Not Cooperate with Welfare to Work Program
Requirements?
If you are a mandatory participant in the Welfare to Work Program, you must cooperate with Welfare
to Work Program requirements unless you have a good reason for not participating. (See the Section
titled “Good Reasons for Not Participating” on page 15.)
You must contact your Employment Services Social Worker immediately if there is a reason you
cannot participate. They will work with you to help resolve any problems.
If you fail or refuse to cooperate with the Welfare to Work Program requirements, the following will
happen:

Cause Determination:
If you do not meet Welfare to Work Program requirements, you will receive a Notice of Action in the
mail giving you an appointment to meet with your Employment Services Social Worker and explain
why you did not participate. You will have twenty calendar days (20) after the date of the notice to
meet with or call your Employment Services Social Worker.
If the County decides you have a good reason for not doing what the Welfare to Work Program
requires, your Employment Services Social Worker will help you meet the program requirements.
If you do not have a good reason, you can agree to sign a Compliance Plan. If you meet the
requirements of the Compliance Plan, no penalties will be applied to you.

Financial Sanctions for a Mandatory Participant:
A financial sanction takes place if you do not have a good reason for not participating and you do not
resolve the problem by signing and completing a Compliance Plan.
When a financial sanction takes place, you will not receive aid for yourself until you cure your
sanction, so the cash aid grant for your family is lower each month. You cannot participate in the
Welfare to Work Program or receive supportive services while you are sanctioned.

Sanctions for Two-Parent Families:
If a parent who must participate in the Welfare to Work Program causes a financial sanction, the
other parent must participate in the Welfare to Work Program (unless the other parent is medically
exempt or has good cause for not participating). If the other parent is required to participate and does
not cooperate with the program requirements, both parents will lose their cash aid due to financial
sanctions.

How to Cure a Sanction:
If you are currently sanctioned and you want to cooperate with the Welfare to Work Program, contact
your local office for Sanction Orientation dates and times. In order to cure your sanction, you may
need to sign a curing plan and participate for up to 30-days. Once your sanctioned is cured, your
cash aid will be restored the 1st of the following month.
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Who is Not Required to Participate in the Welfare to Work Program?
Exemptions from the Welfare to Work Program:
You do not have to participate in the Welfare to Work Program if you are exempt. You will be required
to provide verification of your exemption. We will continue to review your situation and we may ask
you for additional verification. (If you are eligible for the Cal-Learn program or participated in the CalLearn program, some of these exemptions may not apply to you). Exemptions include:
 You are under 16 years old.
 You are 16, 17, or 18 years old and go to school (not college) full-time.
 You are 60 years of age or older.
 You have a physical or mental disability that is expected to last at least 30-calendar days and
you cannot work or participate in Welfare to Work activities. You must continue to seek
appropriate medical treatment.
 You are pregnant and a doctor states that you cannot work or participate in Welfare to Work
activities.
 You must stay at home to take care of someone in the household who is unable to take care of
him or herself. Your caretaking responsibilities must prevent you from being regularly
employed or being able to participate in Welfare to Work activities on a regular basis.
 You are the non-parent relative caretaker of a child who is a dependent or ward of the court, a
child who is receiving KinGAP benefits or a child at risk of being placed in foster care.
 You are a parent or caretaker relative who chooses to be exempt from Welfare to Work due to
being primarily responsible for the care of a child 23-months or younger. This is a once in a
lifetime exemption.
 You are the parent or caretaker relative of a child 12-weeks or younger and personally
providing care for the child. Our Employment Services Social Worker will review your case with
you if you have a good reason for extending the 12-week exemption period. Good reasons
may include, but are not limited to the availability of childcare, labor market conditions,
availability of transportation, and the medical or health issues of your child. You may be asked
to provide verification to your Employment Services Social Worker.

Volunteers:
If you are exempt from Welfare to Work due to being primarily responsible for the care of a child 23months or younger, you can ask to participate in Welfare to Work activities. You are called a
“volunteer.” As a volunteer, you will have no participation requirements, but you have the option to
receive supportive services while participating in any approved Welfare to Work activity of your
choice.
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What are Good Reasons for Not Participating in the Welfare to Work
Program?
You may have a good reason for not signing your Activity Agreement, for not taking part in one of the
Welfare to Work activities that you agreed to in your Activity Agreement, for not accepting a job offer
or a job referral, for quitting a job, or for reducing your earnings. If you cannot participate in Welfare to
Work, you must discuss this with your Employment Services Social Worker right away.

Reasons for not participating related to you:
 You need transportation assistance and/or work or training related expenses paid for you to
participate and these have not been provided.
 You are the victim of domestic abuse and participating would be harmful to you and your
family.
 Licensed or exempt childcare is not reasonably available during your training, employment or
travel time for:
o A child 10 years of age or younger;
o A child in foster care or an SSI recipient, not included in the assistance unit.
 Travel time to work or training from your home is more than two hours round trip by car, bus, or
other mode of transportation.
 If you are walking because other transportation is not available, the round trip is more than two
miles.
 Travel does not include taking children to and from school or childcare providers.

Reasons for not participating related to your activity assignment or job:
 Accepting a job or work activity would cause you to violate the terms of your union
membership. Your union membership dues must be currently paid.
 Discrimination at the job or training activity because of age, sex, race, color, religion, national
or ethnic origin, physical or mental disability, or marital status.
 The job requires more daily or weekly hours than is normal or customary.
 Conditions at the job or training violate health and safety standards or could cause you serious
injury or death.
 The job or work activity does not provide Worker’s Compensation insurance.
 Accepting a job or work activity would interrupt or interfere with an approved education or
training assignment, except Work Experience or Employment Preparation Program.
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What Happens When I Get a Job?
When you have accepted a job offer you need to tell us. Your Employment Services Social Worker
will ask you questions about the job including:
 The name and address of the company.
 What day did you start?
 How much are you being paid?
 How many hours are you going to be working every
week?
 When do you expect your first paycheck?
There may be some other information that your
Employment Services Social Worker will need depending
on your specific case. If you require anything job related,
you need to let us know right away. Remember we can
help with required work-related expenses.
Just because you start working, that doesn’t mean your
cash aid will stop. Your Employment Services Social
Worker will determine how your cash aid will change and
send you a letter.
Remember that each month, regardless of amount, when you receive a cash grant, that month counts
towards a month on your 48-month clock. You can ask for your cash aid to stop to save eligible
months on your 48-month time clock. Contact your Employment Services Social Worker for more
information.

What Services Are Available When I Am Working and No Longer
Receive Cash Aid?
Job Retention Services:
Job Retention Services shifts the focus from preparing you for employment to assisting you with
advancement opportunities. Retention services are available for up to 12 months. You will sign a
Welfare to Work Job Retention Plan with Employment as an activity.
The retention resources that are available to help when you go off cash aid include the following:

Transportation:
You can receive help with your transportation expenses for up to 6- months if you are working.
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Childcare:
When you go off cash aid and are working, assistance with childcare expenses can continue. You will
move into Stage 2 Childcare services. Depending on your income, you may pay a share of your
childcare costs.Other Job-Related Expenses: You may receive help with other job-related expenses
like uniforms or special clothing after you go off cash aid if you are employed.

CalFresh:
Your Employment Services Social Worker will provide information to you about your continuing
eligibility for CalFresh. You will get CalFresh for 5 months after your CalWORKs discontinues.

Earned Income Tax Credit (EITC):
When you work and have low income, you can usually get the Earned Income Tax Credit or EITC.
You must file a federal tax return to get the EITC. The money you get from the EITC will not lower
your cash aid grant. Ask your Human Service Technician for more information.

What Can I Do if I Do Not Agree with Decisions in the Welfare to Work
Program?
State Hearing:
If you disagree with any county decision regarding your Welfare to Work activity, your supportive
services, your participation requirements, or your status (standing) in
the Welfare to Work program, you can ask for a state hearing.
For Welfare to Work financial sanctions, you can use the same process that is used when you
disagree with the action, we take regarding Welfare to Work participation.

Formal Grievance:
Your Employment Services Social Worker will tell you how the grievance process works. If you use
the formal grievance process, you must continue to participate and meet Welfare to Work Program
requirements. If you continue to participate in the program, no penalties will be applied while the
grievance is being decided.
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Welfare to Work Program Summary
 As of July 1, 2011, a four-year (48- months) total lifetime limit on cash aid for adult benefits
was imposed.
 Most adults are required to participate in work, training or educational activities.
 Welfare to Work (WTW) activities help individuals prepare for work and find a job.

Participation Requirements
 Adult recipients in single parent families with a child under the age of 6 participate in
employment or Welfare to Work activities for at least 87-hours per month.
 Single parent families with all children 6 and over participate in employment or Welfare to Work
activities for at least 130-hours per month.
 Adult recipients in two-parent families participate in employment or Welfare to Work activities
for at least 152-hours per month.
 Non-compliance with Welfare to Work Program requirements may result in a reduction of a
cash grant, called a financial sanction.

Welfare to Work Activities
 Employment
 Job Search and Job Readiness
Assistance
 Unpaid Work Experience
 Vocational Training
 Job Skills training related to
Employment
 Education directly related to
Employment
 NOW Workbooks
 NOW Workshops

Other Available Services
 Learning Disabilities screening
 Mental Health services
 Substance Abuse services
 Domestic Violence services
 Transportation assistance
 Child Care assistance
 Job Retention services

 Behavioral Health Counseling
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Quick Reference Resource Guide
Call 2-1-1 for help with resources in your community
(24 hours a day, 7 days a week)

Sierra Nevada Children’s Services (Childcare
Referrals)
530-272-8866
Helping Hands Nurturing Center (Parenting)
530-559-2313
Connecting Point
530-274-5601
Family Resource Center
Grass Valley: 530-273-4059,
Penn Valley: 530-432-1118
Booth Family Center
530-274-3500 (office phone)
Sierra College
530-274-5300

Hospitality House
530-271-7144
Nevada County Adult Behavioral Health
Main 530-265-1437
Crisis Line 530-265-5811
Toll Free 888-801-1437
Truckee 530-582-7803
Crisis Unit 530-265-7207
CHILDREN'S BEHAVIORALOF NEVADA
COUNTY
Grass Valley 530-470-2736
Crisis Line 530-265-5811
Toll Free 888-801-1437
Truckee Behavioral Health - Children's System
of Care
Main 530-582-7729
Crisis Line 530-265-5811

Granite Wellness
530-273-9541
Nevada Union Adult Education
530-477-1225
Kare Crisis Nursery
530-265-6520

DOMESTIC VIOLENCE AND SEXUAL
ASSAULT SURVIVOR SERVICES
Community Beyond Violence-CBV
Main 530-272-3467
24-hour crisis line 530-272-3467

Community Legal
530-265-3425
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