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Objectives
• Monitoring Findings & Changes
• Employment Services

− Highlight Key Job Aids
− Learning Gateway Trainings
− Other Relevant Trainings

• Refugee Case Errors
− Identify common issues
− Understand key indicators
− Review case and documentation examples

• ACF Reporting
− Overview of reporting requirements
− Family Members Missing from the Assistance Unit
− Examine relevant case scenarios



• DSS-8228 not completed in 
entirety.

• Terminated employment and 
income not verified.

• Child support calculation 
incorrect.

• OVS not run at 
recertification and/or 
application.

• The face to face interview 
requirement not met at 
recertification.

• Failed to document the 
virtual platform used for 
completing recertification. 

Common Monitoring Findings
Cash Assistance Employment Services

• Initial MRA-B/Outcome Plan 
(OCP) not developed within 
5 days of application.

• No verification of work 
registration with NC 
WORKS.

• No activities assigned for 
review month. 

• OCP not revised and 
updated every 12 weeks.

• No sanction entered for 
noncompliance.

• No documentation of 
recommended study hours 
in record.



• Case closure untimely.
• Eligibility process not completed in NC FAST.
• Earned income not counted in the WFS eligibility 

process.
• No documentation located in record the DSS-

5027 was provided to the client.
• Learning Needs Screening Waiver checked 

instead of initialed.
• Original DSS-5027 Section C does not include 

the services dates. 

Common Monitoring Findings
Services for Families Below 200% of Poverty

Work First Services(WFS) 



• Large County 
– Previously: 300 or more
– Change: 126 or more 

cases
• Medium County 

– Previous: 201-299 cases
– Change: 51 – 125 cases

• Small County
– Previous: 1 – 200 cases
– Change: 50 or less cases

Monitoring Changes
County Sizes Case Selections

• Cases pulled, if available,  
for Work First Cash 
Assistance, Employment 
Services, IV-D Non-
Cooperation, 200% of 
Poverty Services

– Large – 20 cases per 
section

– Medium – 15 cases per 
section 

– Small – 10 cases per
Caseloads are declining statewide. Counties have been reclassified 
by size to reflect this trend. Starting this cycle, medium and large 
counties will have more cases reviewed to ensure a thorough 
compliance check. Details will follow on the next slide. 



Monitoring Changes
• Large Counties - Annually

− Cumberland, Durham, Forsyth, Guilford, Johnston, Mecklenburg, 
New Hanover, Pitt, Robeson, Wake, Wayne

• Medium Counties – every 3 years
− Alamance, Bladen, Brunswick, Buncombe, Burke, Cabarrus, 

Catawba, Cleveland, Columbus, Craven, Davidson, Edgecombe, 
Gaston, Halifax, Harnett, Haywood, Iredell, McDowell, Nash, 
Onslow, Orange, Randolph, Richmond, Rockingham, Rowan, 
Rutherford, Scotland, Surry, Union, Vance, Wilkes, Wilson

• Small Counties – every 3 years
− Alexander, Alleghany, Anson, Ashe, Avery, Beaufort, Bertie, Caldwell, 

Camden, Carteret, Caswell, Chatham, Cherokee, Chowan, Clay, Currituck, 
Dare, Davie, Duplin, Franklin, Gates, Graham, Granville, Greene, 
Henderson, Hertford, Hoke, Hyde, Jackson, Jones, Lee, Lenoir, Lincoln, 
Macon, Madison, Martin, Mitchell, Montgomery, Moore, Northampton, 
Pamlico, Pasquotank, Pender, Perquimans, Person, Polk, Sampson, 
Stanly, Stokes, Swain, Transylvania, Tyrrell, Warren, Washington, 
Watauga, Yadkin, Yancey



WF Section 118: Work Requirements and 
Services

Work First Section 118 details program requirements such as:
• Job Search
• Work Experience
• Training
• Disability Accommodations
• Outcome Plan Creation

It also includes step-by-step guidance on:
• NC Works registration (required for job search)
• Time limits (24-month State limit / 60-month Federal limit)
• ADA accommodations & functional assessments
• Developing and documenting Outcome Plans/MRA-Bs

This slide gives a high-level overview of Section 118 of the Work First 
Manual, which outlines the employment-related requirements and 
supportive services available to Work First participants.

Presenter Notes
Presentation Notes





Employment Services

Helpful Job Aids
• Work First Work Eligibility Referral
• Creating Work First Outcome Plan 

Goals Objectives and Activities
• Entering Participation Hours
• Viewing Participation Hours
• Job Quit Penalty



Employment Services – Job Aids Cont’
Work First Work Eligibility Referral

This job aid describes how to create a Work Eligibility referral to an 
Employment Services case manager as well as providing the next 
step to create the Outcome Plan. 

Creating Work First Outcome Plan Goals, Objectives, and 
Activities

This job aid describes how to create a new Work First Outcome plan. 
It is important to  ensure that Outcome Plans are individualized, 
realistic, and tied to measurable goals. Remember: every participant 
must have a plan that aligns with their situation and barriers.

Entering Participation Hours
This job aid describes how to enter work activity participation hours 
and absences for a Work First Case.
Note: This job aid should be used once the worker has 
scheduled hours. 



Employment Services Job Aids Cont’

Viewing Participation Hours
This job aid describes how to view Work First participation activity 
and view hours on a calendar or as a list. It helps you double-check 
what’s already been entered—very helpful during audits or when 
preparing for case reviews.

  Job Quit Penalty
This outlines the process for applying a penalty when a participant 
quits a job without good cause. It's important to follow proper 
documentation steps to ensure fairness and compliance.

These job aids are designed to improve consistency, reduce errors, 
and support staff in completing critical tasks. They’re especially 
helpful when training new team members or reviewing tricky cases. 

Another support tool is the CSDW ACF-199 Error Queries (run 
monthly) to catch issues like missing Outcome Plans.



Employment Services 
Learning Gateway Trainings

• Work First Section 118 Work Requirements 
and Services

• Work First Section 118 How to Develop a 
Meaningful MRA Plan of Action

• Successful Case Management for Work First 
Families

• NC Fast and the Outcome Plan….So How 
Does this Work?

• Work First Section 118 Understanding 
Participation Rates

• Work First General Overview

The Learning Gateway trainings are essential tools for both new and seasoned 
staff. They’re designed to deepen understanding of Work First policies, translate 
those policies into practical action, and equip case managers with the skills and 
confidence to manage cases accurately and effectively.



Employment Services 

Recommended Training Opportunities
• Work First Participation Rates Training
• Understanding the Work First Two-Parent 

Participation Rate and Strategies for 
Success

• The Art of Open- Ended Questions
• Interviewing Skills PowerPoint

Access these trainings online at:
https://www.ncdhhs.gov/divisions/social-services/county-staff-

information/training#WorkFirst-995 

This slide highlights several valuable training resources available on 
the NCDHHS website. Whether you're new to Work First or looking to 
refresh your skills, these tools offer practical strategies and insights 
that you can apply right away. 

Presenter Notes
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This slide highlights several valuable training resources available on the NCDHHS website. Whether you're new to Work First or looking to refresh your skills, these tools offer practical strategies and insights that you can apply right away.
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Community Resources and Partnerships
Strong community connections are essential for 

building effective Outcome Plans. 

 Some examples of Key Community Partners are:
• NCWorks 
• Local Community Colleges
• Employment and Independence for People with Disabilities(EIPD) 

(formerly Vocational Rehabilitation) 
• Goodwill 
• Homeless Shelters / Soup Kitchens 

Case managers are encouraged to build and maintain strong local 
partnerships to improve participant outcomes.  



Community Resources and Partnerships
Strong community partnerships improve Outcome Plans and 
support participant success.
Key partners include:
• NCWorks – job readiness, career exploration, and virtual 

tools.
• Community colleges – accessible training and education.
• EIPD – tailored support for individuals with disabilities.
• Goodwill – job skills, financial literacy, and work 

experience.
• Shelters & soup kitchens – offer structured work 

experience and promote accountability.
Case managers should actively maintain local partnerships to 
boost outcomes.



Immigration Enumerators
• Alien/USCIS Number: Also referred to as A-number; unique number ranging 

from six to nine digits assigned to a noncitizen by the Department of 
Homeland Security (DHS) or former immigration and Naturalization Services 
(INS)

• Card Number / I-797 Receipt Number: A unique 13-character identifier that 
USCIS applies to each application or petition it receives.  USCIS uses this 
number to identify and track its cases .
− Consists of three letters – for example, EAC, WAC, LIN, SRC ,NBC, MSC, 

ZAR, SLA or IOW and 10 numbers.
− Found on I-797 Notices of Action, Permanent Resident Cards, 

Employment Authorization Documents.

• I-94 Number (I-94#) An 11-character identifier found on Form I-94 
Arrival/Departure Record.   May contain only numbers, or both numbers and 
a letter. 

• SEVIS Identifier: Unique identifier from the Student and Exchange Visitor 
information System printed on Form I-20 or Form DS-2019 in the top right 
corner, consists of a letter (N) followed by 10 numbers. 



Immigration Enumerators
• Certificate of Citizenship Number: This number can be found at the 

top right-hand corner of the certificate; contains an A followed by 7 
digits.  May also contain 2 letter prefixes, such as AA, AB, OS, or EE. 

• Certificate of Naturalization Number: Generally, 8 alphanumeric 
characters found in the upper right-hand corner of the certificate 
marked in red. 

• Visa Number: Also known as the visa foil number, is the red number 
printed on the bottom right of the visa document.  The number of an 
US visa may contain seven or eight alpha-numeric characters. 

• Foreign Passport Number: Sometimes it can be used to locate an 
applicant’s records in our systems when used in combination with 
other immigration enumerators. 

• Social Security Number: (for initial verification only)



The Transportation Company And Transportation 
Security Administration (Travel Document)

Presenter Notes
Presentation Notes
The Transportation Company and Transportation Security Administration is also called Travel Document. 

No need to request social security numbers – see the highlight in yellow. 




Various Immigration Documents
I-551 Permanent Resident Card

(Green Card)



Various Immigration Documents

I-766 Employment Authorization Document 



Various Immigration Documents

I-766 Employment Authorization Document 



Various Immigration Documents



Sample Documentation – I-94



Other Sample Documentation 



Other Sample Documentation 



• FNS 
• Medicaid 
• Work First 
• Refugee Cash Assistance 

(RCA)
• Refugee Medical Assistance 

(RMA)

Common Errors
Communication Errors 

(Recipient Reports 
Information known to Agency) Alien Details Errors 

• Current Alien Status  
• Alien Status on entry
• Date of Entry 
• Country/Region of Origin
• Country/Region of Citizenship
• Country/Region of Birth
• Registration Number / 

Document Number (A#)



Examples of Common Errors
Screen shot of NC FAST alien evidence



Notice of Action I-797 
Granting Asylum



Refugee and Immigration Information
Website for USCIS webinars

• https://www.uscis.gov/save/current-user-
agencies/save-webinars 
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Refugee and Immigration Information
Webinar Site including calendar



ACF-199 Reporting

Fully include 
participants in 

federal reporting

Maintain a strong 
participation rate

Avoid compliance 
issues and 

funding losses. 

ACF-199 reporting is critical to the integrity and performance 
of North Carolina’s Work First Program. When cases are 
excluded due to incomplete ACF-199 data, the WPR declines 
putting the state at risk for federal penalties and potential 
reductions in funding. Therefore, we need to make sure all 
eligible participants are properly included in federal reporting 
to maintain a strong participation rate and avoid compliance 
issues and funding losses.  
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ACF-199 Error: Family Members Missing from 
the Assistance Unit (AU)

What's the Error?
• Required family members are not included 

in the Assistance Unit (AU)
• Case is excluded from ACF-199 reporting
• Work Participation Rate (WPR) may be 

affected
  
Common Causes
• Incorrect AU setup in NC FAST
• Missing eligible parent or child
• Data not updated at application or 

recertification

How to Prevent It
• Carefully review family composition
• Ensure all Work Eligible individuals and 

required participants are in the AU



ACF-199 Error: Family Members Missing from the 
Assistance Unit (AU)

The ACF-199 requires demographic and participation data for every 
individual in the assistance unit. If someone like a parent or eligible child is 
missing, the case will error out and be excluded from federal reporting, 
negatively affecting the Work Participation Rate (WPR).
This often happens when family composition is entered incorrectly in NC 
FAST, especially during applications or recertifications. For instance, a 
child may be mistakenly left out due to an eligibility oversight.
To prevent this:
• Carefully review the assistance unit setup, particularly in complex 

households.
• Ensure demographic fields (race, marital status, DOB) are complete—

missing data defaults to “unknown” and causes exclusions.
• Education errors continue to be a significant area of concern. Don’t 

overlook updating education evidence at both application and 
recertification.

Bottom line: Anyone receiving Work First benefits or impacting the work 
requirement must be included in the assistance unit.



Scenario 1 
A Child-Only case was active and included one 
child who was 17 years old. The child turned 18 in 
August 2023. 
As part of the reassessment process, the system 
evaluated the case and determined that the 
household would be ineligible beginning 9/1/2023 
and placed the decision on hold. 



Scenario 1 (Cont.) 
The on-hold decision for the case was not reviewed 
and accepted by the caseworker until 
recertification in April 2024. 



Scenario 1 (Cont.) 
Due to the case remaining on hold, it remained 
active, and payments continued to be issued to the 
household through case closure.

To prevent ineligible cases from remaining active 
and improper payments being issued, case 
managers must work on-hold tasks daily and work 
the Work First Payments On-Hold for 3 Months 
report each month.  



Scenario 1 Cont’
Accurate ACF-199 reporting is essential to North 
Carolina’s Work First Program. Missing or incomplete 
data can lead to case exclusions, lowering the Work 
Participation Rate (WPR), risking federal penalties, and 
reducing funding.
To prevent this:
• Include all eligible participants to ensure accurate 

federal reporting.
• Work on-hold tasks daily to avoid ineligible cases 

staying active and prevent overpayments.
• Review the Work First Payments On-Hold for 3 Months 

report monthly to catch lingering issues.

For detailed steps, refer to the job aid: Working with 
Changed Decisions.



Scenario 2

An active case includes a mother and two 
children. The Head of Household (HOH) 
reported that one of the children moved 
out of the home in May 2025 but returned 
in July 2025. 
The caseworker must update the Living 
Arrangement evidence for the child to 
accurately reflect this change in 
household composition.



Scenario 2 Cont’
The Proper Way to Manage Living 

Arrangement Evidence



Scenario 2 Cont’ 
End date the living arrangement evidence

.



Scenario 3 

On 9/25/2024, the household contacted the 
agency to report that both children included in the 
case no longer reside in the home. The children 
are now living with a relative out of state.
The case manager should end date the Residency 
evidence effective 9/30/2024 to initiate case 
termination. In accordance with policy, the 
household is entitled to a timely notice. Therefore, 
the case will close effective 10/31/2024.



Scenario 3 Cont’
The Proper Way to Manage Residency 

Evidence



Scenario 3 Cont’

Editing Residency: Make sure both boxes remain 
checked and end date the evidence.



Person Search in NC FAST
Caseworkers must conduct four separate person searches to 
verify the correct person is found or selected: 

1. First Name, Last Name, Gender 
2. First Name, Last Name, Gender, Date of Birth 
3. SSN, if the client has one 
4. First Name (three letters), Last Name(three letters), 

Gender, Date of Birth. 

It is essential that case managers conduct all four person 
searches to ensure the correct individual is identified and 
selected. In instances where a duplicate person is found, 
case managers should refer to the job aid Person Merge for 
proper procedures and steps. 

 

Note: Please refer to the job aids: Searching for Persons, 
Registering Person and Completing a Person Merge for more 
information.  
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Person Search in NC FAST
First Name, Last Name, Gender
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Person Search in NC FAST
First Name, Last Name, Gender, Date 
of Birth
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Person Search in NC FAST
SSN, if the client has one
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Person Search in NC FAST
First Name (three letters), Last 
Name(three letters), Gender, Date of 
Birth.



 

Have questions? Discuss your questions with your agency resources 
such as training staff, lead workers and your supervisors. If there are 
still questions after utilizing your internal agency resources, your 
supervisor may submit a question to:

dss.policy.questions@dhhs.nc.gov

48
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