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MEDICAL ASSISTANCE/CHILDREN’S HEALTH 
INSURANCE 

 
 
 
             EARNED INCOME TAX CREDIT 
 
 
 
      FREE HELP WITH FILING TAX RETURN 
 
 
 
 
       SNAP (FOOD STAMPS) 
 
 
 

 
        CHILD CARE ASSISTANCE 
 
 
 
 
        ASSISTANCE WITH CHILD  

SUPPORT 
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• Medical Assistance/Children’s Health Insurance (doctor visits,  
    medicine, hospital care, and checkups) 
• Earned Income Tax Credit (more take home pay) 
• Child Care Assistance 
• SNAP Benefits (Food Stamps) 
• Child Support 

 
 Families who get off of welfare because of work may still get 

family health coverage for parents and children for up to 1 year!  It’s called 
Extended Medicaid. 

 After 1 year, depending on family income, the children are still 
likely to get health coverage through Virginia’s Children’s Health 
Insurance Programs.  

 

Example: In 2010, a mother with two children under age 19 can have income of $2,823 a 
month and still get health insurance coverage for her children. 

 

Children’s Health Insurance in Virginia 
Covers Children Under Age 19 Even When: 

 
 Both parents live in the home. 
 One or both parents work. 
 The family is not receiving TANF. 
 The family has a car, a house and/or a savings account. 

 
To obtain children’s health insurance, an application must be filed providing information 

such as the family’s income and the ages of the children.  A family can apply at their local 
department of social services and, in some areas, they can apply at a regional hospital or health 
department or rural health clinic.   
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Low income families (with children) who work part time or full time can get  
more take home pay through the Earned Income Tax Credit (EITC). The amount of 
extra money depends on income and family size.  In 2010, a family with two 
qualifying children can earn up to $40,363 a year and qualify for the EITC.  A family 
does not have to owe any taxes to get the EITC.  

 
There are two ways a family can get the extra EITC money. 

  They can get all the extra EITC money when they file their federal 
tax return.  

 
 

 They can get part of the extra EITC money in advance with each pay-  
 check and the rest when they file their tax return.  

To get the extra money in advance with each paycheck, the employee must file 
Form W-5 with their employer. Employees can get Form W-5 from their employer  
or case worker. (It does not cost the employer any money because it is taken out of the 
employee's federal withholding taxes.)  

 

Example:  In 2010, a family with one or more children with gross income less than $35,535 a 
year could receive up to $3,050 in extra EITC money.  The family could get the $3,050 when they 
filed their federal tax return or they could get $152.50 per month and the remaining $1,220 when 
they filed their federal tax return. 

 
 The EITC money is not counted as earned income when applying for 
Children’s Health Insurance, Temporary Assistance for Needy Families 
(TANF), Supplemental Nutrition Assistance Program (SNAP), Supplemental 
Security Income (SSI) or housing assistance.   

 
 

 
 

 
B032-03-0155-05-eng          TANF Transmittal 45 



THE VIRIGINIA INITIATIVE 
FOR EMPLOYMENT NOT 
WELFARE PROGRAM (VIEW)                                       TANF MANUAL                                                                    
                                                                                                                                                                      APPENDIX E 
                                                                                                   11/10                                                                   PAGE 5 
 

 
 

 Assistance with child care may be available.  
A family with limited income may qualify for  
child care assistance.  
 Due to limited funding, the family may be 
placed on a waiting list. A family can get 
information on child care assistance at their 
local Department of Social Services.  
 

SNAP 

 Low income families may qualify for SNAP benefits 
while working full time.  For example, in 2010, a family of 
three with gross income of $1,984 or less a month may 
qualify to receive SNAP benefits.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To learn more about benefits available for low income working families, call your local 
Department of Social Services or visit us on the Internet at www.dss.virginia.gov/benefit/. 
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• Medical Assistance/Children’s Health Insurance (doctor visits,  
    medicine, hospital care, and checkups) 
• Earned Income Tax Credit (more take home pay) 
• Child Care Assistance 
• Supplemental Nutrition Assistance Program (SNAP)  
• Child Support 

 
 
 

 
 
 
 
 
 Families who get off of welfare because of work may still get family health 

coverage for parents and children for up to 1 year!  It’s called Extended Medicaid. 
 After 1 year, depending on family income, the children are still likely to get 

health coverage through Virginia’s Children’s Health Insurance Programs.  
 

Example:  In 2010, a mother with two children under age 19 can have income of $2,823 a 
month and still get health insurance coverage for her children. 

 

Children’s Health Insurance in Virginia 
Covers Children Under Age 19 Even When: 

 Both parents live in the home. 
 One or both parents work. 
 The family is not receiving TANF. 
 The family has a car, a house and/or a savings account. 

 

To obtain children’s health insurance for children, an application must be filed providing 
information such as the family’s income and the ages of the children.  A family can apply at their 
local department of social services and in some areas they can apply at a regional hospital or 
health department or rural health clinic.           
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Low income families (with children) who work part time or full time can get  
more take home pay through the Earned Income Tax Credit (EITC). The amount of 
extra money depends on income and family size.   
A family does not have to owe any taxes to get the EITC.  

 
 There are two ways a family can get the extra EITC money.  

 They can get all the extra EITC money when they file their federal tax 
return. 

 
 They can get part of the extra EITC money in advance with each pay-  

 check and the rest when they file their tax return.  
To get the extra money in advance with each paycheck, the employee must file 
Form W-5 with their employer. Employees can get Form W-5 from their employer. 
(The advance does not cost the employer any money because it is taken out of the 
employee's federal withholding taxes.)  

 

Example:  In 2010, a family with one or more children with gross income less than $35,535 a 
year could receive up to $3,050 in extra EITC money.  The family could get the $3,050 when they 
filed their federal tax return or they could get $152.50 per month and the remaining $1,220 when 
they filed their federal tax return. 

 
 
 
 
 
 

 
 
  
In 2009, a parent (with two children) on welfare 
without a job and no other income could get 
$3,840 in TANF for the entire year. 

If the same parent went to work earning $14,500 
a year ($1,208 per month), the parent would get 
a pay check plus $5,028 in EITC money. 

 
There is more good news! The EITC money is not counted as earned income for Children’s 
Health Insurance, Temporary Assistance for Needy Families (TANF), Supplemental Nutrition 
Assistance Program (SNAP), SSI or housing assistance.   
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 Depending on income, parents who get 
off welfare because of work may get some 
help with child care expenses for up to 12 
consecutive months, beginning with the first  
month in which they are no longer on welfare!  The parent must ask for help 
with child care expenses.  It’s called Transitional Child Care (TCC). 
 After 12 consecutive months of being off welfare, the parent might still  
be able to get some help.  The parent will still have to pay a fee. 

SNAP 

 Parents who get off welfare because of work may still receive  
some assistance through the Supplemental Nutrition Assistance  
Program (SNAP).  

Example: In 2010, a family of three with gross income of $1,984 or less a month 
may qualify to receive SNAP benefits.    

 
 
 
   
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

  EITC Cash      Child Care      Medical Assistance/Children’s Health Insurance    
  Supplemental Nutrition Assistance Program (SNAP) 

To learn more about leaving welfare for work (including getting child support), call your  
local Department of Social Services or visit us on the Internet at www.dss.virginia.gov/benefit/ 
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Virginia Department of Social Services 

Temporary Assistance for Needy Families (TANF) Displacement Grievance Form 
Virginia Initiative for Employment not Welfare (VIEW) 

Date________________ 
 
Name of Employee______________________________    Home  Phone #____________________________ 
 
Address_______________________________City______________  State                  Zip Code ___________ 
 
Work Phone #____________________Best Time To Call_________A.M.________P.M ________________  
 
 
Name of Employer_________________________________  Phone #________________________________ 
                                   (Whom grievance is filed against) 
 
Employer's Address __________________________________________________Apt. #________________ 
 
Supervisor's Name________________________________________________________________________ 
 
City_____________________________________State________________________Zip ________________ 
 
Brief description of grievance, include dates.____________________________________________________ 
_________________________________________________________________________________ 
____________________________________________________________________________  ____ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________ 
 
Employee Signature____________________________________________     Date    __________________ 
All of the above information is correct to the best of my knowledge. 
 
 
 

 
 
 
 
 
 

 
This form must be received by the Virginia Department of Social Services no later than sixty days after the alleged 
incident of Displacement. 

 
Mail to:  Virginia Department of Social Services 
               801 E. Main Street 

                     TANF Unit 9th Floor 
                      Richmond, Virginia  23219 
 
*  45 CFR 261.70 (a)  

        TRANSMITTAL    43  

Displacement means employing or assigning a Temporary Assistance to Needy Families (TANF) Community Work Experience 
Placement (CWEP), Full Employment Program (FEP) or other subsidized employment participant when:  1)  The employer has 
terminated the employment of an employee, or the employee's current position, or otherwise caused an involuntary reduction in its work 
force in order to fill the vacancy with a subsidized participant, 2 )  An individual is hired while another person is on layoff, including 
seasonal layoff, from  the same or substantially equivalent position;  3)  The employer has reduced the hours of an employee in the same 
or substantially equivalent position to less than full time in order to employ or assign a subsidized participant:  or;   4)  The employment 
or assignment results in the impairment of an existing contract for services.*  The Virginia Department of Social Services will act as a 
mediator to assist in resolving the grievance.  Any suggestions made by the Department of Social Services are not binding to either party. 
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Barriers To Employment  
 
 

All VIEW participants must be offered screening for learning disabilities, mental health disabilities, 
alcohol and substance abuse within 90 days of signing the APR.  Participants whose screenings indicate 
the possible presence of a disability will, with the client’s agreement, be referred for an in-depth 
evaluation.  A barrier code is entered into ESPAS after verification of the barrier by another agency or 
professional qualified to identify the specific barrier.  Verified barriers to employment and their codes 
are listed below. 
 

 
 
01- Learning Disability 
 
02– Domestic Violence 
 
03– Mental Health 
 
04– Physical Disability 
 
05– Substance Abuse 
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CODING OF VIEW COMPONENTS IN ESPAS 
 (COMPONENT ASSIGNMENTS: CODING, REPORTING, and DOCUMENTATION)  

 
Examples of Possible 

Assignments 
Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS  

How the Hours Will 
Be Reported in the 

TANF Data 
(Federal) Report 

How the Hours 
Should Be 

Documented in 
the VIEW Case 

Record 
 

Core Work Activities 
 Assignments should be 

at least 20 hrs/ wk 
  

Job Search 
 
Hours will be combined with Job 
Readiness & Limited to 4 
consecutive wks and 120/ 180 total 
hrs per 12-month period. 
 

Core Note: Assignments to JS/ JR 
should only be entered in ESPAS 

when the hours will be used to 
meet the participant’s work 

requirement.  If the hrs will not 
be needed to meet the 

requirement, the ESW should not 
formally assign the activity – 

instead the ESW should simply 
encourage the participant to 

complete these additional helpful 
activities.   

Job Search and Job 
Readiness Assistance (this is 
one activity) 

 

Individual 
Assignment will be based on contact 
hours. 

Core Component 01; no descriptor. Job Search and Job 
Readiness Assistance 

Job Search form 

Group 
Assignment will be based on contact 
hours. 
 

Core Component 02; no descriptor. Job Search and Job 
Readiness Assistance 

Monthly attendance 
form completed by 
service provider/ ESW 
and VIEW Job Search 
form 

Job Club 
Assignment will be based on contact 
hours. 
 

Core Component 03; no descriptor. Job Search and Job 
Readiness Assistance 

Monthly attendance 
form completed by 
service provider/ ESW 
and VIEW Job Search 
form 

Job Readiness 
 
* May include substance abuse/ 

Core Component 04; no descriptor. 
 
 

Job Search and Job 
Readiness Assistance  

Monthly attendance 
form completed by 
service provider or 
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Examples of Possible 
Assignments 

Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS  

How the Hours Will 
Be Reported in the 

TANF Data 
(Federal) Report 

How the Hours 
Should Be 

Documented in 
the VIEW Case 

Record 
mental health treatment. 
 
Hours will be combined with Job 
Search & 
Limited to 4 consecutive wks and 
120/ 180 total hrs per 12-month 
period. 

ESW 

     
Unsubsidized Employment – Full 
time 
(at least 30 hrs/wk) 

Core Component 25; descriptor will be 
033. 

 
Employment Type will either be 

1, 3, or 6. 
 

Unsubsidized Employment At initial employment 
and every 6 months 
thereafter: 
Statement from 
Employer; or 
Paystubs; or 
Printout from the Work 
Number  
 
Monthly Job Follow-
Up Contact form or 
VIEW Job Follow-Up 
form 
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Examples of Possible 
Assignments 

Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS  

How the Hours Will 
Be Reported in the 

TANF Data 
(Federal) Report 

How the Hours 
Should Be 

Documented in 
the VIEW Case 

Record 
Unsubsidized Employment – Part 
time 

Core When this is the only assignment, 
use Component 23 (Job 

Development & Job Placement); 
no descriptor.  Also, enter the 

employment information at the 
bottom of the screen. 

 
 

When there is another 
assignment, enter that component 
in ESPAS and enter the part time 
employment information at the 

bottom of the screen. 
 

Employment Type will either be 
2, 4, or 6. 

Unsubsidized Employment 
 
*The Component 23 
assignment is not reported 
but must be entered in the 
Assessment Data portion of 
the ESPAS screen to allow 
the ESW to enter the part 
time employment 
information at the bottom of 
the ESPAS screen.  The part 
time employment hours will 
be reported based on the 
information entered at the 
bottom of the screen. 
 

At initial employment 
and every 6 months 
thereafter: 
Statement from 
Employer; or 
Paystubs; or 
Printout from the Work 
Number  
 
Monthly Job Follow-
Up Contact form or 
VIEW Job Follow-Up 
form 

Unsubsidized Employment – Self 
Employment 

Core  After calculating the number of 
countable hours (based on 

formula in 1000.13C, follow 
instructions for Full or Part time 

as shown above. 
 

Employment Type will be 6. 
 

Unsubsidized Employment At initial employment 
and every 6 months 
thereafter: 
Tax Records; or 
Third party 
documentation; or 
Proof of Business 
Expenses (including 
but not limited to 
receipts) 
 
Monthly Job Follow-
Up Contact form or 
VIEW Job Follow-Up 
form 
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Examples of Possible 
Assignments 

Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS  

How the Hours Will 
Be Reported in the 

TANF Data 
(Federal) Report 

How the Hours 
Should Be 

Documented in 
the VIEW Case 

Record 
Subsidized Employment 
  
* Full Employment Program (FEP) 
is the only subsidized employment 
assignment. 

Core Component 26; descriptor 
required.  The first digit will 

always be 0; the last two digits 
will be chosen from the list on 

Page 10 of Chapter B. 
 

Employment Type will be 5. 

Subsidized Private Sector 
Employment 

At each assignment to 
FEP: 
Statement from 
Employer to verify 
wages and hours; or 
Paystubs; or 
Printout from the Work 
Number 
 
Monthly VIEW 
Attendance 
/Performance Rating 
Sheet and Job Follow-
Up Contact form or 
VIEW Job Follow-Up 
form 

     
On–the–Job Training (OJT) 
 
With the exception of sheltered 
workshop employment, an OJT 
position that pays less than minimum 
wage does not meet the definition of 
employment and is not a countable 
work activity. 

Core Component 19; descriptor 
required. 

On-the-Job Training At initial employment 
and every 6 months 
thereafter: 
Statement from 
Employer; or  
Paystubs; or 
Printout from the Work 
Number 
 
Monthly Job Follow-
Up Contact form or 
VIEW Job Follow-Up 
form 

Apprenticeship offered by college or 
training program 

Core Component 19; descriptor 
required. 

On-the-Job Training At initial employment 
and every 6 months 
thereafter: 
Statement from 
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Examples of Possible 
Assignments 

Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS  

How the Hours Will 
Be Reported in the 

TANF Data 
(Federal) Report 

How the Hours 
Should Be 

Documented in 
the VIEW Case 

Record 
Employer; or  
Paystubs; or 
Printout from the Work 
Number 
 
Monthly Job Follow-
Up Contact form or 
VIEW Job Follow-Up 
form 

Paid College Work Study Programs 
offered by college or training 
program 

Core Component 19; descriptor 
required. 

On-the-Job Training At initial employment 
and every 6 months 
thereafter: 
Statement from 
Employer; or  
Paystubs; or 
Printout from the Work 
Number 
 
Monthly Job Follow-
Up Contact form or 
VIEW Job Follow-Up 
form 

Paid Internships offered by college 
or training program  (Ex: student 
teaching) 

Core Component 19; descriptor 
required. 

On-the-Job Training At initial employment 
and every 6 months 
thereafter: 
Statement from 
Employer; or  
Paystubs; or 
Printout from the Work 
Number 
 
Monthly Job Follow-
Up Contact form or 
VIEW Job Follow-Up 
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Examples of Possible 
Assignments 

Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS  

How the Hours Will 
Be Reported in the 

TANF Data 
(Federal) Report 

How the Hours 
Should Be 

Documented in 
the VIEW Case 

Record 
form 

Sheltered Workshops 
 
     *Wages for these assignments   
       may be less than minimum  
       wage. 

Core Component 19; descriptor 
required.  

 
 First digit of the descriptor will 

be 5. 

On-the-Job Training At initial employment 
and every 6 months 
thereafter: 
Statement from 
Employer; or  
Paystubs 
 
Monthly Job Follow-
Up Contact form or 
VIEW Job Follow-Up 
form  

Training offered through WIA Core Component 19; descriptor 
required. 

 
First digit of the descriptor will 

be 8. 

On-the-Job Training Statement from WIA 
representative 
 
Paystubs 
 

     
Vocational Education and 
Training 

Core Limited to 12 months in a 
lifetime. 

Vocational Educational 
Training 

 

Associate degree programs and post-
secondary baccalaureate level 
programs directly related to 
employment (for up to 12 months).  
Note: This will include self-initiated 
education programs. 
 
 
Up to one hour of unsupervised study 
or homework time can be counted for 
each hour of scheduled class time. 

Core Component 09; descriptor 
required. 

 
First digit of the descriptor for 

Associate degree programs will 
be 3. 

 
First digit of the descriptor for 
post-secondary baccalaureate 

level (4 yr) programs will be 2. 
 

Vocational Educational 
Training 

VIEW Education and 
Training Activities 
Attendance Report 
 
Statement from 
instructor to verify 
expected hours of 
unsupervised 
homework/ study time 
 
Proof of grades at the 
end of the semester/ 
quarter/ course 
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Examples of Possible 
Assignments 

Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS  

How the Hours Will 
Be Reported in the 

TANF Data 
(Federal) Report 

How the Hours 
Should Be 

Documented in 
the VIEW Case 

Record 
Copies of Certificate(s) 
or Diploma received 

Certificate program (for up to 12 
months) 
 
Up to one hour of unsupervised study 
or homework time can be counted for 
each hour of scheduled class time. 

Core Component 10; descriptor 
required. 

 
First digit of the descriptor will 

be 3 or 4. 
 

Vocational Educational 
Training 

VIEW Education and 
Training Activities 
Attendance Report 
 
Statement from 
instructor to verify 
expected hours of 
unsupervised 
homework/ study time 
 
Proof of grades at the 
end of the semester/ 
quarter/ course 
 
Copies of Certificate(s) 
or Diploma received 

     
Community Work Experience 
(CWEP) 
 
Maximum assignment of 32 hrs/ wk.  
A calculation (based on SNAP and 
TANF benefits) must be used to 
determine assignment hours.  See 
policy at 1000.13E. 

Core Component 21; descriptor 
required. 

Work Experience VIEW Attendance/ 
Performance Rating 
Sheet 
 
Copy of VIEW 
Referral to Work Site 
form 
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Examples of Possible 
Assignments 

Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS  

How the Hours Will 
Be Reported in the 

TANF Data 
(Federal) Report 

How the Hours 
Should Be 

Documented in 
the VIEW Case 

Record 
Public Service Program (PSP) 
 
Maximum assignment of 35 hrs/ wk.   
*To be placed in this activity, the 
participant must have Medicaid 
unless the PSP site agrees to provide 
coverage under its own Workers’ 
Compensation plan. 

Core Component 27; descriptor 
required. 

Community Service 
Programs 

VIEW Attendance/ 
Performance Rating 
Sheet 
 
Copy of VIEW 
Referral to Work Site 
form 
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Examples of Possible 

Assignments 
 

Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS 

How the Hours Will 
Be Reported in the 
TANF Data 
(Federal) Report 

How the Hours 
Should Be 
Documented in 
the VIEW Case 
Record 

 
Non – Core Work 

Activities 

  
Assigned after minimum 
20 hrs/wk in Core Work 

Activities 

  

Job Skills Training Non-Core Component 18; descriptor 
required. 

Job Skills Training Directly 
Related to Employment 

 

Associate degree program (if cannot 
be assigned to a Vocational 
Educational Training activity due to 
12 month lifetime limit) 
 
Up to one hour of unsupervised study 
or homework time can be counted for 
each hour of scheduled class time. 

Non-Core Component 18; descriptor 
required. Component 17 if self 

initiated. 
 

First digit of the descriptor will 
be 3. 

 

Job Skills Training Directly 
Related to Employment 

VIEW Education and 
Training Activities 
Attendance Report 
 
Statement from 
instructor to verify 
expected hours of 
unsupervised 
homework/ study time 
 
Proof of grades at the 
end of the semester/ 
quarter/ course 
 
Copies of Certificate(s) 
or Diploma received 

Post-secondary baccalaureate level 
programs directly related to 
employment (if cannot be assigned to 
a Vocational Educational Training 
activity due to 12 month lifetime 
limit) 
 
 
Up to one hour of unsupervised study  

Non-Core Component 11; descriptor 
required.  Component 16 if self-

initiated. 
 

First digit of the descriptor will 
be 2. 

 

Job Skills Training Directly 
Related to Employment 

VIEW Education and 
Training Activities 
Attendance Report 
 
Statement from 
instructor to verify 
expected hours of 
unsupervised 
homework/ study time 
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Examples of Possible 
Assignments 

 

Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS 

How the Hours Will 
Be Reported in the 
TANF Data 
(Federal) Report 

How the Hours 
Should Be 
Documented in 
the VIEW Case 
Record 

or homework time can be counted for 
each hour of scheduled class time. 

   Proof of grades at the 
end of the semester/ 
quarter/ course 
 
Copies of Certificate(s) 
or Diploma received 

Certificate program (if cannot be 
assigned to a Vocational Educational 
Training activity due to 12 month 
lifetime limit) 
 
Up to one hour of unsupervised study 
or homework time can be counted for 
each hour of scheduled class time. 

Non-Core Component 18; descriptor 
required. Component 17 if self 

initiated. 
 

First digit of the descriptor will 
be 3 or 4. 

 

Job Skills Training Directly 
Related to Employment 

VIEW Education and 
Training Activities 
Attendance Report 
 
Statement from 
instructor to verify 
expected hours of 
unsupervised 
homework/ study time 
 
Proof of grades at the 
end of the semester/ 
quarter/ course 
 
Copies of Certificate(s) 
or Diploma received 

Individual courses or a series of short 
term courses 
 
Up to one hour of unsupervised study 
or homework time can be counted for 
each hour of scheduled class time. 

Non-Core Component 18; descriptor 
required. Component 17 if self 

initiated. 

Job Skills Training Directly 
Related to Employment 

VIEW Education and 
Training Activities 
Attendance Report 
 
Statement from 
instructor to verify 
expected hours of 
unsupervised 
homework/ study time 
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Examples of Possible 
Assignments 

 

Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS 

How the Hours Will 
Be Reported in the 
TANF Data 
(Federal) Report 

How the Hours 
Should Be 
Documented in 
the VIEW Case 
Record 

    Proof of grades at the 
end of the course(s) 
 
Copies of Certificate(s) 
or Diploma received 

Instruction in a second language for 
participants who have a GED or high 
school diploma 
 
Up to one hour of unsupervised study 
or homework time can be counted for 
each hour of scheduled class time. 

Non-Core Component 18; descriptor 
required. Component 17 if self 

initiated. 

Job Skills Training Directly 
Related to Employment 

VIEW Education and 
Training Activities 
Attendance Report 
 
Statement from 
instructor to verify 
expected hours of 
unsupervised 
homework/ study time 
 
Proof of grades at the 
end of the semester/ 
quarter/ course 
 
Copies of Certificate(s) 
or Diploma received 

Unpaid Internships offered by 
college or training program 

Non-Core Component 18; descriptor 
required. 

Job Skills Training Directly 
Related to Employment 

VIEW Education and 
Training Activities 
Attendance Report 

Unpaid Practicum offered by college 
or training program 

Non-Core Component 18; descriptor 
required. 

Job Skills Training Directly 
Related to Employment 

VIEW Education and 
Training Activities 
Attendance Report 

Job Corps Non-Core Component 18; descriptor 
required. Component 17 if self 

initiated. 
 

First digit of the descriptor will 
be 9. 

Job Skills Training Directly 
Related to Employment 

VIEW Education and 
Training Activities 
Attendance Report 
 
Statement from 
instructor to verify 
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Examples of Possible 
Assignments 

 

Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS 

How the Hours Will 
Be Reported in the 
TANF Data 
(Federal) Report 

How the Hours 
Should Be 
Documented in 
the VIEW Case 
Record 

    expected hours of  
unsupervised 
homework/ study time 
 
Proof of grades at the 
end of the semester/ 
quarter/ course 
 
Copies of Certificate(s) 
or Diploma received 

Americorps Non-Core Component 18; descriptor 
required. Component 17 if self 

initiated. 
 

First digit of the descriptor will 
be 9. 

Job Skills Training Directly 
Related to Employment 

VIEW Education and 
Training Activities 
Attendance Report 
 
 

     
Education Below Post-Secondary Non-Core Note: These activities may be 

offered in non-traditional as well 
as traditional settings. 
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Examples of Possible 

Assignments 
 

Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS 

How the Hours Will 
Be Reported in the 
TANF Data 
(Federal) Report 

How the Hours 
Should Be 
Documented in 
the VIEW Case 
Record 

English as a Second Language (ESL) 
 
Up to one hour of unsupervised study 
or homework time can be counted for 
each hour of scheduled class time.  

Non-Core Component 05; descriptor 
required. 

Education Directly Related 
to Employment for 
Individuals with No High 
School Diploma or 
Certificate of High School 
Equivalency 

VIEW Education and 
Training Activities 
Attendance Report 
 
Statement from 
instructor to verify 
expected hours of 
unsupervised 
homework/ study time 
 
Proof of progress every 
three months 
 
Copies of Certificate 
Received 

General Education Development 
(GED) 
 
Up to one hour of unsupervised study 
or homework time can be counted for 
each hour of scheduled class time.  

Non-Core Component 06; descriptor 
required. 

Satisfactory School 
Attendance for Individuals 
with No High School 
Diploma or Certificate of 
High School Equivalency 

VIEW Education and 
Training Activities 
Attendance Report 
 
Statement from 
instructor to verify 
expected hours of 
unsupervised 
homework/ study time 
 
Proof of progress every 
three months 
 
Copies of Certificate 
Received 
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Examples of Possible 

Assignments 
 

Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS 

How the Hours Will 
Be Reported in the 
TANF Data 
(Federal) Report 

How the Hours 
Should Be 
Documented in 
the VIEW Case 
Record 

     
Adult Basic Education (ABE) 
 
Up to one hour of unsupervised study 
or homework time can be counted for 
each hour of scheduled class time.  

Non-Core Component 07; descriptor 
required. 

Education Directly Related 
to Employment for 
Individuals with No High 
School Diploma or 
Certificate of High School 
Equivalency 

VIEW Education and 
Training Activities 
Attendance Report 
 
Statement from 
instructor to verify 
expected hours of 
unsupervised 
homework/ study time 
 
Proof of progress every 
three months 
 
Copies of Certificate 
Received 

Secondary/ High School 
 
Up to one hour of unsupervised study 
or homework time can be counted for 
each hour of scheduled class time.  

Non-Core Component 08; descriptor 
required. 

 
First digit of the descriptor will 

be either 1 or 4. 
 

Satisfactory School 
Attendance for Individuals 
with No High School 
Diploma or Certificate of 
High School Equivalency 

VIEW Education and 
Training Activities 
Attendance Report 
 
Statement from 
instructor to verify 
expected hours of 
unsupervised 
homework/ study time 
 
Copies of Certificate or 
Diploma received  
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Examples of Possible 

Assignments 
 

Type of 
Work 

Activity 

How the Assignment 
Should Be Entered in 

ESPAS 

How the Hours Will 
Be Reported in the 

TANF Data 
(Federal) Report 

How the Hours 
Should Be 

Documented in 
the VIEW Case 

Record 
 

Other Activities 
 Should not be assigned until 

client has already been 
assigned to required hours in 
Core and/ or Non-Core Work 

Activities. 

  

Other Locally Developed Not a 
countable 
Work 
Activity 

Component 22; no descriptor 
required. 

Not reported Local agency option 

     

 
Non- Active Assignments 

 Should only be assigned when 
the client is not able to 

immediately participate in an 
active component assignment. 

  

Pending  
 
The assignment can be for up to 60 
days and cannot be extended.  

Not a 
countable 
Work 
Activity 

Component 25; descriptor 
required. 

Not reported N/A 

     
Inactive 
 
Assignments can be for up to 30 
days.   
 
A maximum of 3 assignments can be 
made (totaling 90 days). 

Not a 
countable 
Work 
Activity 

Component 24; descriptor 
required. 

Not reported N/A 
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Contact Information 

Local Agencies Served by Refugee Social Services Refugee Employment Programs 
 

VDSS 
Region 

Localities Served by 
RSSEP RSSEP Provider Contact Information Localities Not 

Served by RSSEP
 
Central  
 
 

 
Amelia 
Caroline 
Chesterfield 
Goochland 
Hanover 
Henrico 
Hopewell 
Petersburg 
Powhatan 
Richmond City  
 

 
Refugee Resettlement and Immigrant 
Services Program of Commonwealth 
Catholic Charities  
 
Richmond Office 
1512 Willow Lawn Drive, Suite A  
Richmond, VA 23230  
Phone (804) 545-6289 
 

 
Buckingham  
Charles City 
Cumberland 
Essex 
Fluvanna 
King & Queen 
King William 
Lancaster 
Lunenburg 
Middlesex 
New Kent 
Northumberland 
Nottoway 
Prince Edward 
Richmond County 
Westmoreland 
 
 
 
 

 
Chesterfield 
Goochland 
Hanover 
Henrico 
Powhatan 
Richmond City  

 
Virginia Council of Churches Refugee 
Resettlement Program  
 
Richmond Office 
1214 W. Graham Road, Suite 3  
Richmond, VA 23220  
Phone (804) 321-3305 
 

 
Caroline 

 
Migration and Refugee Services of 
Commonwealth Catholic Charities  
 
Fredericksburg Office 
24 Butler Road  
Fredericksburg, VA 22405  
Phone (540) 899-6507 
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VDSS 
Region 

Localities Served by 
RSSEP RSSEP Provider Contact Information Localities Not 

Served by RSSEP
 
Eastern  
 

 
Chesapeake 
Franklin City 
Hampton 
Isle of Wight 
Newport News 
Norfolk 
Portsmouth 
Suffolk 
Surry 
Virginia Beach 
Williamsburg 
York-Poquoson 

 
Refugee Resettlement and Immigrant 
Services Program of Commonwealth 
Catholic Charities 
 
Hampton Office 
1615 Kecoughtan Road  
Hampton, VA 23661  
Phone: (757) 247-3600 
 
 
 
 
 

 
Accomack 
Brunswick 
Dinwiddie 
Franklin City 
Gloucester 
Greensville-
Emporia 
Mathews 
Northampton 
Prince George 
Southampton 
Sussex 

 
Chesapeake 
Hampton 
Isle of Wight 
Newport News 
Norfolk 
Portsmouth 
Suffolk 
Virginia Beach 
Williamsburg 
 

 
Virginia Council of Churches Refugee 
Resettlement Program  
 
Newport News Office  
11007 Warwick Blvd. 
Newport News, VA 23601  
Phone: (757) 265-8605 
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VDSS 
Region 

Localities Served by 
RSSEP RSSEP Provider Contact Information Localities Not 

Served by RSSEP

 
Northern 
Virginia 
 
 

 
Alexandria 
Arlington 
Fairfax  
Falls Church 
Loudoun 
Manassas City  
Manassas Park  
Rappahannock 
Shenandoah 
 

 
Migration and Refugee Services of the 
Commonwealth Catholic Charities  
 
Arlington Office 
80 North Glebe Road  
Arlington, VA 22203  
Phone: (703) 841-3876 
 
 
Refugee Employment and Training 
Program of the Lutheran Social 
Services of the National Capital Area 
 
Falls Church Office 
7401 Leesburg Pike  
Falls Church, VA 22043  
Phone: (703) 698-5026 

 
Clarke  
Fauquier 
Frederick 
Greene 
King George 
Louisa  
Madison 
Page 
Warren 
Winchester 

 
Culpeper Fredericksburg 
Orange 
Prince William 
Spotsylvania 
Stafford 
Caroline 
 
 
 

 
Migration and Refugee Services 
Catholic Charities of the Diocese of 
Arlington 
 
 Fredericksburg Office 
24 Butler Road  
Fredericksburg, VA 22405  
Phone: (540) 899-6507 
 

 
Harrisonburg/Rockingham 
 

 
Virginia Council of Churches Refugee 
Resettlement Program 
 
Harrisonburg Office  
250 East Elizabeth Street, Suite 109  
Harrisonburg, VA 22802  
Phone: (540) 433-7942 
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VDSS 
Region 

Localities Served by 
RSSEP RSSEP Provider Contact Information Localities Not 

Served by RSSEP
 
Piedmont  

 
Albemarle 
Charlottesville 
Rockbridge-Buena Vista-
Lexington 
Shenandoah Valley 

 
International Rescue Committee  
Charlottesville Office  
609 East Market Street, Suite 104  
Charlottesville, VA 22902  
Phone: (434) 979-7772 
 

 
Alleghany-   
Covington 
Amherst 
Appomattox 
Bath 
Bedford 
Botetourt 
Campbell 
Charlotte 
Craig 
Danville 
Franklin County 
Halifax 
Henry-Martinsville 
Highland 
Lynchburg 
Mecklenburg 
Nelson 
Pittsylvania 
 

 
Roanoke City 
Roanoke County 
 

 
Refugee Resettlement and Immigrant 
Services Program of Commonwealth 
Catholic Charities 
 
Roanoke Office 
820 Campbell Avenue SW 
Roanoke, VA 24016-3536 
Phone (540)-342-7561 
 

 
Western  

 
None None 

 
All 
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