	TANF STUDENT ACCOUNTING

	INSTRUCTIONS

	CLIENT NAME

	 1. FIRST
	Enter the student’s first name here

	 2. MI
	Enter the student’s middle initial here

	 3. LAST
	Enter the student’s last name here

	 4. COUNTY
	Use your mouse to left click on the down arrow.  A drop down list will appear.  Select the county of the student’s residence with your mouse pointer. 

	 5. SSN
	Enter the Social Security Number of the student here

	CIP NUMBERS

	 6. CIP NUMBERS
	Enter CIP code here. For students enrolled in other types of technical training (i.e. short term, niche market) refer to 2000 CIP Codes (Appendix A). For students enrolled in fulltime or half time technical training refer to the Program/ CIP Crosswalk  (Appendix B).

	DEMOGRAPHIC INFORMATION

	 7. SEX
	Use your mouse pointer and left click on male or female for the gender of the student

	 8. AGE
	Enter the age of the student here

	9. RACE
	Race - Complete with the individual student's racial classification, preferably based on self-identification.  If a student refuses to identify his or her race, use institutional identification.  

· American Indian or Native Alaskan - A person having origins in any of the original peoples of North America, or who maintains cultural identification through tribal affiliation or community recognition.

· Black, not of Hispanic Origin - A person having origin in any of the black racial groups of Africa.

· Hispanic, a person of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish culture or origin, regardless of race.

· White, not of Hispanic Origin - A person having origins in any of the original peoples of Europe, North Africa, or the Middle East.

· Asian or Pacific Islander - A person having origins in any of the original peoples of Far East, Southeast Asia, Indian subcontinent, or Pacific Islands.  This area includes, for example, China, Japan, Korea, Philippine Islands, Samoa, India, and Vietnam.

Use your mouse to left click on the down arrow.  A drop down list will appear.  Select the appropriate choice with your mouse pointer.  Your choices will be:  

         0 – American Indian

         1 – Black

         2 – Hispanic

         3 – White

         4 – Asian  

	10.  DISABILITIES
	Disability -  A disabled individual is anyone with any disability (as defined in section 3(2) of the Americans With Disabilities Act of 1990), which includes any individual who:

· has a physical or mental impairment that substantially limits one or more of the major life activities of that individual,


· has a record of an impairment as described in paragraph (1) of this definition, or

· is regarded as having an impairment described in paragraph (1) of this definition.

This definition necessarily includes any individual who has been evaluated under Part B of the IDEA and determined to be an individual with a disability who is in need of special education and related services and any individual who is considered disabled under Section 504 of the Rehabilitation Act of 1973.

"Disability," when applied to individuals, "means individuals who are mentally retarded, hard of hearing/deaf, speech or language impaired, visually impaired/blind, seriously emotionally disturbed, orthopedically impaired, autistic, head injuries or persons with specific learning disabilities who, by reason thereof, require special education or related services and who, because of their disabling condition, cannot succeed in the regular Careertech education program without special education assistance."  

NOTE: All students identified as being disabled must have the proper documentation on file in the event of an audit.
Use your mouse pointer to left click on the down arrow.  A drop down list will appear.  Select the appropriate choice with your mouse pointer.  Your choices will be:

         0 – Not Disabled

         1 – Mental Retardation

         2 – Hearing Impaired, Including Deafness   

         4 – Speech Or Language Impaired

         5 – Visually Impaired, Including Blindness

         6 – Seriously Emotionally Disturbed

         7 – Orthopedically Impaired

         8 – Other Health Impairment

         9 – Specific Learning Disability

         B – Autism

         C – Head Injuries

	11.  DISADVANTAGED
	Disadvantaged - Individuals who have economic or academic disadvantages and who require special services and assistance in order to enable them to succeed in career and technology education programs.  This term includes individuals who are members of economically disadvantaged families, migrants, individuals of Limited English Proficiency, and individuals who are dropouts or are identified as potential dropouts from secondary schools.  

NOTE: All students identified as being disadvantaged must have the proper documentation on file in the event of an audit.
"Academically Disadvantaged" refers to persons:

· who score at or below the 25th percentile on a standardized achievement or aptitude test,

· whose secondary school grades are below 2.0 on a 4.0 scale (where the grade "A" equals 4.0), or 

· who fail to attain minimum academic competencies.

"Economically Disadvantaged" refers to persons who are eligible for or receiving any of the following:

· The Program for Aid to Dependent Children under Part A of Title IV of the Social Security Act (42 U.S.C. 601)

· Benefits under the Food Stamp Act of 1977 (7 U.S.C. 2011)

· To be counted for purposes of Section 1005 of Chapter 1 of Title I of the Elementary and Secondary Education Act of 1965, as amended (Chapter 1) (20 U.S.C. 2701)

· Free and reduced-price meals program under the National School Lunch Act (42 U.S.C. 1751)

· Participation in programs assisted under Title II of the JTPA

· Pell grant or assistance under a comparable state program of need-based financial assistance

· Determined to be low-income according to the latest available data from the Department of Commerce or the Department of Health and Human Services Poverty Guidelines
Use your mouse pointer to left click on the down arrow.  A drop down list will appear.  Select the appropriate choice with your mouse pointer.  Your choices will be:

         0 – Not 

         1 – Economically

         2 – Academically

         3 – Both 1 and 2

	12.  LEP
	Limited English Proficiency (LEP) - Refers to individuals: 

· who were not born in the United States or whose native language is a language other than English;

· who come from environments where a language other than English is dominant; or

· who are American Indian and Alaskan Natives and who come from environments where a language other than English has had a significant impact on their level of English language proficiency; and

· who by reason thereof, have sufficient difficulty speaking, reading, writing, or understanding the English language enough to deny those individuals the opportunity to learn successfully in classrooms where the language of instruction is English or to participate fully in our society.

Use your mouse pointer and left click to select Yes if the student is limited English proficient or No if the student is not limited English proficient.                                                                              

	13.  DISPLACED HOMEMAKER
	Displaced Homemaker – An adult individual who:

· has been providing unpaid services to family members in the home, and 

· has been dependent on the income of another family member but is no longer supported by the income; and

· is unemployed or underemployed and is experiencing difficulty in obtaining or upgrading employment.
Use your mouse pointer and left click to select Yes if the student meets at least one of the above requirements.  Select No if the student does not meet any of the above requirements.

	14.  SINGLE PARENT
	Single Parent - An individual who:

· is unmarried or legally separated from a spouse; and
· has a minor child or children for which the parent has either custody or joint custody.
Use your mouse pointer and left click to select Yes if the student meets the requirements or No if the student does not meet the requirements.

	15.  SINGLE PREGNANT  

WOMAN 
	Single Pregnant Woman - An individual who:

· is unmarried or legally separated from a spouse, and
· is pregnant.
Use your mouse pointer and left click to select Yes if the student meets the requirements or No if the student does not meet the requirements.

	16.  DISLOCATED WORKER
	Dislocated Worker – The term “dislocated worker” means an individual who:

· has been terminated or laid off, or who has received a notice of termination or layoff, from employment;
· is eligible for or has exhausted entitlement to unemployment compensation; or 
· has been employed for a duration sufficient to demonstrate, to the appropriate entity at a workforce center referred to in section 134 (c), attachment to the workforce, but is not eligible for unemployment compensation due to insufficient earnings or having performed services for an employer that were not covered under a State unemployment compensation law; and 

· is unlikely to return to a previous industry or occupation;

· has been terminated or laid off, or has received a notice of termination or layoff, from employment as a result of any substantial layoff at, a plant, facility, or enterprise;

· is employed at a facility at which the employer has made a general announcement that such facility will close within 180 days; or 
· for purposes of eligibility to receive services other than training services described in section 134(d)(4), intensive services described in section 134(d)(3), or supportive services, is employed at a facility at which the employer has made a general announcement that such facility will close;

· was self-employed (including employment as a farmer, a rancher, or fisherman) but is unemployed as a result of general economic conditions in the community in which the individual resides or because of natural disasters; or 
· is a displaced homemaker.

Use your mouse pointer and left click to select Yes if the student meets at least one of the above requirements.  Select No if the student does not meet any of the above requirements.

	17. TANF
	TANF (formerly AFDC) - An individual who is receiving financial assistance from Temporary Assistance to Needy Families.

If the student is receiving financial assistance through Temporary Assistance for Needy Families (TANF), use your mouse pointer and left click Yes.  If the student is not receiving financial assistance through TANF, use your mouse pointer and left click No.

	18. WIA
	WIA (Workforce Investment Act – formerly JTPA)- An adult individual who during his or her technology enrollment has been determined eligible for WIA participation and is receiving training or services funded under the Act.

If the student is in WIA use your mouse pointer and left click to select Yes.  If the student is not in WIA use your mouse pointer and left click to select No.  You do not need to be the one that made the referral.  

	19. ADULT OFFENDER
	If the student is an adult offender, use your mouse pointer and left click on Yes.  If the student is not an adult offender, use your mouse pointer to left click on No.

	20. JUVENILE OFFENDER
	If the student is a juvenile offender, use your mouse pointer and click on Yes.  If the student is not a juvenile offender, use your mouse pointer and click on No.

	21. MARITAL STATUS
	Use your mouse pointer and left click on the down arrow.  A drop down list will appear.  Select the appropriate choice with your mouse pointer.  Your choices will be:

         M – Married

          S – Single

          D – Divorced

          P – Separated

          L – Legally Separated

         W – Widowed

	22. NUMBER OF DEPENDANT 

       CHILDREN
	If the student claims dependant children, enter the number of children claimed here.  

	23.  NUMBER OF OTHER 

       DEPENDANTS
	If the student claims other dependants, enter the number of other dependants claimed here.

	24.  SECONDARY ED
	Use your mouse pointer and left click on the down arrow.  A drop down list will appear.  Select the appropriate choice with your mouse pointer.  Your choices will be:

         1 – Received High School Diploma

         2 – Received GED

         3 – Less than 12 years in Secondary Ed.

	25. POST SECONDARY ED
	Use your mouse pointer and left click on the down arrow.  A drop down list will appear.  Select the appropriate choice with your mouse pointer.  Your choices will be:

         1 – None 

         2 – Some

         3 – Associate

         4 – Baccalaureate

         5 – Masters

         6 – Doctoral

	TANF PROGRAM DATES

	26.  ENROLLMENT
	Enter the date the student enrolled in the TANF Vocational Program.

	27.  COMPLETION
	Enter the date the student completed the TANF Vocational Program.

	VOCATIONAL DATES

	28.  TRAINING ENROLLMENT:
	Enter the date the student enrolled in vocational training.

	29.  COMPLETION:
	Enter the date the student completed vocational training.

	TANF INTERRUPTION DATES

	30. TANF INTERRUPTION 

DATES
	Enter the date the TANF interruption began in the left column, under FROM.  Enter the date the TANF interruption ended in the right column, under TO.  You can enter up to 5 interruption dates.

	SERVICES & VOCATIONAL TRAINING RELATED FEES

(Provided by the Technology Center)_

	31.  MENTAL HEALTH ACCESS
	Use your mouse pointer and left click to select Yes if The technology center has provided accommodations on-site for mental health services for TANF students or No if there are no accommodations made by the technology center on-site.

	32.  EMPLOYABILITY SKILLS
	Use your mouse pointer and left click to select Yes if the student received assistance with employability skills or No if the student did not receive assistance with employability skills.

	33. CLOTHING INCLUDING 

       UNIFORMS
	Use your mouse pointer and left click to select Yes if you provided the student with clothing or uniforms or No if you did not provide the student with clothing or uniforms.

	34.  JOB REFERRAL
	Use your mouse pointer and left click to select Yes if the student received a job referral from the program or No if the student did not receive a job referral from the program.

	35.  BASIC ACADEMIC SKILLS
	Use your mouse pointer and left click to select Yes if the student received assistance with basic academic skills or No if the student did not receive assistance with basic academic skills.

	36.  REPAIR OR OTHER TRANSPORTATION   

SERVICES


	Use your mouse pointer and left click to select Yes if the student was provided with repair or other transportation services or No if the student was not provided with repair or other transportation services.

	37. CERTIFICATION EXAMS 

        & RELATED FEES


	Use your mouse pointer and left click to select Yes if the student received assistance with certification exams & related fees or No if the student did not receive assistance with certification exams & related fees.

	38.  BOOKS
	Use your mouse pointer and left click to select Yes if the student received assistance for the purchase of any books or No if the student did not receive assistance for the purchase of books.

	39.  TOOLS
	Use your mouse pointer and left click to select Yes if the student received assistance for the purchase of tools or No if the student did not receive assistance for the purchase of tools.

	40.  MEDICAL EXPENSES 

       (I.E. SHOTS & PHYSICALS)
	Use your mouse pointer and left click to select Yes if the student received assistance with payment of any medical expenses or No if the student did not receive assistance with the payment of medical expenses.

	41.  OCCUPATIONAL FEES
	Use your mouse pointer and left click to select Yes if the student received assistance with occupational fees or No if the student did not receive assistance with occupational fees.

	42. GENERAL EDUCATIONAL            DEVELOPOMENT DIPLOMA (GED)
	Use your mouse pointer and left click to select Yes if the student received assistance towards gaining their GED or No if the student did not receive assistance towards a GED.

	43.  DENTAL WORK
	Use your mouse pointer and left click to select Yes if the student received assistance with any dental work or No if the student did not receive assistance with dental work.

	44.  CAREER DEVELOPMENT
	Use your mouse pointer and left click to select Yes if the student has received career development services and/or activities or No if the student did not receive career development services and/or activities. 

	45.  LIFE SKILLS TRAINING
	Use your mouse pointer and left click to select Yes if the student received life skills training or No if the student did not receive life skills training.

	FOLLOW UP INFORMATION

	46.  COMPLETION CODE
	Use your mouse pointer to click on the down arrow.  A drop down list will appear.  Select the appropriate choice with your mouse pointer.  Your choices will be:

         0 – N/A

         1 – Continuing in vocational program this year

         2 – Deceased student, not in Voc Prog this year

 3 – Transferred to another Voc Prog at same/other school

         4 – Transferred to another school (unknown prog enrolled)

         5 – TANF case closed (not caused by failure to fully participate in the program). 

         6 – Left before completion, obtained sufficient technical skills

         7 – Left before completion, without sufficient technical skills

         8 – Completed the entire technical training prog

         9 – Completed prep srvcs only.

Note: Do not use the completion code 5 (TANF case closed) unless the joint partnership (County DHS and the technology center’s program) decided to discontinue providing services and/or training to the students. DHS would prefer that we continue to train and place the student, when there has been expenditures(s) for on-going services and/or training by the program (i.e. tuition) prior to the case being closed.

	47.  EMPLOYMENT STATUS
	Use your mouse pointer to click on the down arrow.  A drop down list will appear.  Select the appropriate choice with your mouse pointer.  Your choices will be:        

 0 – N/A

         1 – Employed full-time civilian at least 30 hrs/week

         2 – Employed part-time civilian less than 30 hrs/week

         3 – Employed full-time military

         4 – Unemployed but actively seeking employment

         5 – Not in the Labor Force and not seeking 

               employment

         6 – Employment status is unknown

	48.  EDUCATIONAL STATUS
	Use your mouse pointer to left click on the down arrow.  A drop down list will appear.  Select the appropriate choice with your mouse pointer.  Your choices will be:

         0 – N/A

         1 – Not attending school

         2 – Attending high school or AVTS as secondary 

               student

         3 – Attend area, private, or non-collegiate school – adult

         4 – Attend public or private college as an adult

         5 – Educational status unknown

	49.  GED STATUS
	Use your mouse pointer and left click on the down arrow.  A drop down list will appear.  Select the appropriate choice with your mouse pointer.  Your choices will be:

         0 – Does not apply

         1 – Completed GED

         2 – Did not complete GED

         3 – Presently working on GED

	50.  DOT CODE
	Enter the job code found in the Dictionary of Occupational Titles.

	51.  JOB TITLE
	Enter the job title of the student

	52.  JOB RELATED
	Use your mouse pointer and left click to select Yes if the student’s job is related to his/her training or No if the student’s job is not related to his/her training

	53.  SALARY
	Enter the student’s salary or hourly wage when employed.  In the next field you will specify hour, week, month, or year.

	54.  PAY PERIOD
	Use your mouse pointer to left click on the down arrow.  A drop down list will appear.  Select the appropriate choice with your mouse pointer.  Your choices will be:

         0 – N/A

         1 – Hour

         2 – Week

         3 – Month

         4 – Year

	55.  HOURS WORKED PER    

       WEEK
	Enter the number of hours the student works per week

	56.  SELF EMPLOYED
	Use your mouse pointer and left click to select Yes if the student is self employed or No if the student is not self employed


TANF Funded Program CIP Code

90.0200
Preparatory Services







	STUDENT ACCOUNTING CODES


All fields are self explanatory except for the following codes:

TS 1 = Personal Counseling

TS 2 = Employment Skills

TS 3 = Clothing

TS 4 = Job Referral

TS 5 = Basic Education, Remediation, Educational Enhancement

TS 6 = Repair or Transportation

TS 7 = Certification Fees

TS 8 = Books

TS 9 = Tools

TS 10 = Medical Assistance

TS 11 = Fees

TS 12 = GED attained as the result of preparatory services (yes or no)

TS 13 = Dental

TS 14 = Life Skills

TS 18 = Passed GED (no numeric code)

MIL = Status Code (active student, completed, transferred, etc.)

Conter = Education status (are they continuing education)

Rel = employment status (working/1, unemployed but seeking/4)

Jobti = DOT Code

Jdut = employer

Extsts = related to training (yes or no)

Wage

Perd = pay period

Hrs = number of hours worked per week

I13 = Flag for current year (n if it last year, y if it is an old year, __this year)

Ventdte = vo tech start date

E13 = votech end date

Ts1 = career guidance

W1st = self employed
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