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 Senior Community Service Employment Program 
All Project Conference Call August 26, 2015 11:00am - 12:00pm
[bookmark: _GoBack]
Roll Call & Introductions
News/Updates/Reminders 
1. Monitoring - The US Department of Labor (DOL) will conduct a monitoring of the California Department of Aging’s SCSEP (CDA) on September 14-17, 2015.  The monitoring includes an overall review of the Senior Community Service Employment Program (SCSEP), fiscal, budget, and administrative operations.  The DOL Federal Project Officer will also conduct an on-site visit at Planning and  Service Area (PSA) 19 – Los Angeles County Area Agency on Aging (AAA), SCSEP as part of the CDA monitoring.
2. Quarterly Report Narratives –DOL has re-instituted a quarterly project narrative (QPN).  Once DOL releases guidance on the QPN, CDA notify the AAA and send a report template to all SCSEP sites.  CDA will summarize the QPN results and submit it to DOL. SPARQ forms – The current SPARQ forms remain in effect until The Office of Management and Budget (OMB) approves the updated SPARQ forms.  SCSEP sites should continue to use the current SPARQ forms.
3. State Plan – The new Workforce Innovation and Opportunity Act (WIOA) gives state the choice of submitting a unified or combined state employment plan. If the California Workforce Investment Board (CalWIB) chooses to develop and submit combined plan CDA’s SCSEP may be included. 
4. Security Awareness – Security Awareness Training certificates should be sent to your assigned SCSEP Specialist via email/scan or mail.  If emailing the certificate, please be sure to encrypt the documents.  The Security Awareness Training should be completed at the beginning of each program year.  All SCSEP staff and participant staff and anyone that handles SCSEP files.  The CDA Security Awareness Training is on the CDA website: http://www.aging.ca.gov/ProgramsProviders/#Resources
5. DOL Customer Service Surveys - Nicky will send out a list of participants as soon as she receives it from DOL.  Participants on the list should be contacted prior to mailing the surveys.  DOL will provide template letters to mail to the selected participants.  Pre-Survey contact (phone calls to the participants) should be completed to ensure that participants understand why they are receiving the survey and why it’s important for them to respond.  It is also important to remind them that their responses are anonymous, and it assists DOL when they report to Congress the effectiveness of SCSEP.  Last year less than 60% of surveys were sent back to DOL.  CDA is part of a Host Agency Pilot Project for Host Agency Customer Service Surveys.  Nicky will send more information as it is released.

SPARQ
1. Quarter 4 has closed.
2. If your site is in need of SPARQ training, please contact Nicky to arrange a training session and discuss details.
3. End of year close “Quarter 5”: 
· All participant data must be entered into SPARQ by Monday September 28, so that any corrections can be made by the 29th.
· SPARQ closes Sept 30th.  
· Everything is looking good on rejects and errors.

Authorized Break in Participation Policy
1. Please be sure to hand out the Authorized Break in Participation (ABP) policy when conducting orientation with new participants.  In addition, please ensure that all host agency supervisors and existing participants receive a copy of the ABP policy.  When the participant receives a copy of the policy is sure to document in their personnel record the date and name of the policy provided to the participant.  A second option is to have the participant sign the policy acknowledging receipt and place a copy of the signed policy in the participant’s records.  If you anticipate that an authorized break in participant go past the allowable 60 day period it can be extended for an additional 30 days, but the SCSEP site must request the extension and include a justification for the extension.   Please keep in mind that an authorized break in participation can not exceed 90 days in total.  
a. 30 days extension requests should be emailed or mailed to the SCSEP State Director, Mary Sibbett with a courtesy copy to your assigned SCSEP Analyst. 
b. Prior to sending the 30 day extension request, contact your SCSEP Analyst to discuss the need for the request.  Once the extension need is established with the analyst then the request can be sent to Mary.
2. Extension requests must be sent one week prior to the expected end date of the Authorized Break in Participation.30 day termination notices must be sent regardless if the participant will be coming back or not after their Authorized Break in Participation.  
a. 30 day termination notices should be sent 30 days prior to the end date for the original break period. 
b. If an extension request was granted, another 30 day termination notice should be sent with the new break period end date as the termination date.  
3. SCSEP Program Memo’s (PM) and attachments providing guidance on 30 day termination notices are PM 14-15 & 11-20
a. CDA PM’s can be found on the CDA website: http://www.aging.ca.gov/PM/

Email Security
1. Please do not email participants social security numbers (SSN), phone numbers, addresses or other personal identifiers.  Please only utilize the participant identification (PID) number in SPARQ.
2. If personal information must be sent to CDA in a document through email, please encrypt the document.  Please send encrypted document password in a separate email.  Contact Nicky if you have questions regarding how to encrypt a document.
3. Side Note: Please protect participant’s confidential information by locking your computer or paperwork when stepping away from your desk.

Healthy Workplaces Health Families Act of 2014 
(Paid Sick Leave)
1. Paid sick leave started on July 1, 2015.
2. Please comply with the paid sick leave law by tracking participant hours.  Participants earn one hour of sick leave for every 30 hours worked.
3. Participants can receive up to 24 hours in one year.
4. CDA’s Chief Legal Counsel is discussing and obtaining information from the state workforce investment board, employment development department and other state agencies working with WIOA grants on their approach on implementing the new paid sick leave law with their federal training programs and trainees.
5. Once more information is gathered and analyzed, CDA will be able to release a Program Memo and Policy regarding paid sick leave.
6. The new law states that employers must allow accrual and transfer of paid sick leave hours from one program year to the next.  
a. Current SCSEP regulations do not allow the accrual or transfer of any sick leave.
b. CDA is looking into the possibility of a obtaining a waiver from DOL for this specific regulation.
c. DOL has provided guidance that they will be look at each state law and its impact on SCSEP on a state by state basis. 
7. Participants should be informed on what the law states when inquiries are made.

On-Site Training and Data Validation
1. Peggy and Nicky will conduct on-site training throughout the year. A preliminary schedule was completed.
2. CDA will customize each AAA’s training for what each AAA needs based on a few factors:
a. Performance Measure goals obtainment rates.
b. Data Validation Results.
c. Requests for specific trainings
3. On-site trainings will include Data Validation (DV) for everyone.  
a. Peggy and Nicky will show staff exactly what is required for DV. 
b. Staff will participate in a mock DV session.
4. CDA will conduct an in state DV this fall.  
a. Each site will have four participant files picked at random. 
i. two files for eligibility review 
ii. two files for performance review  
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