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FOREWORD

In answer to an apparent need, a revision of the
Certification Manual issued August, 1936, has been prepared
for your use by the Public Assistance unit of the State Board
of Control, the state agency designated by the Works Progress
Administration as responsible for the supervision and interpre=
tation of all policies and procedures dealing with eligibility
for certification to the Works Progress Agministration.

The actual responsibility for basic certification
continues to be assumed by the local certification officers who
have been approved and who will be instructed and supervised by

the field supervisors of the Public Assistance unit.

All previous instructions which conflict with the

following are hereby rescinded.

All questions and problems should be directed to your
field supervisor or to this office where they will be given prompt

attention.




SECTION A

GENERAL CERTIFICATION PROCEDURE

“Phevexeoutivessecretary-ofwthencoufity welTare boardwismbhe 0fficial
“Certifying-offeer Tor WPA end"NYA employient. WPA requires that the
existence of need be ascertained by the certifying agency. This usually
Tnecessitatessanvactual homewinvestigationseither by the executive secretary
or by a member of the staff working under the executive secretary.

Every new certification must have a case record, including a budget,
on file in the county welfare office. The file shall be available for in-
Iapection by the field supervisor of the Public Assistance unit, State Board
of Control, and by the assistant supervisor of employment of the WPA district
office.

It is advisable that WPA be kept informed of any change in status
of an At Work case known to the executive secretary if that change affects
eligibility,

The assistant district supervisor of employment for WPA will con- )
- sult with the executive secretary at least every ninety days to reconcile

the Awaiting Assignment files of WPA and of the county offices In many /
counties, a number of Awaiting Assignment cases have not been visited or
otherwise investigated for a long period of time, Every case awaiting as-
‘;uignment 1s required to satisfy the certifying officer in person or by let=
i jiier of continued need for relief every sixty dayses After a client has been
notified of this ruling, his certification shall be canceled if he does not
h,fﬁlfll the requirement,

After each consultation between the executive secretary and the
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"assistant district supervisor of cmployment for WPA, lettoers of confirmation

of the business transacted will be written by the assistant district SUper=

visor of employment to the executive secretary with coples to the MPA dis~

trict supervisor and the WPA state employment division,




SECTION B

CERTIFICATION ELIGIBILITY

Cases eligible for certification as being "in need of relief! may
be divided roughly into three general types:
(1) Those in need of rolief ang receiving it,
(2) Those who are in need of relief and have been refused be-
cause of low relief standards used by the relief office

taking the application, but who would be eligible for aid
in an office using approved standards.

Those who have not applied for relief but who are getting
along on a sub-relief standard of living. (This type of
case 1is not to be solicited, but if such a case applies
for employment, even though he does‘not want relief, his
need may with propriety be investigated,

(Points 2 and 3 apply particularly to the rural areas.)

All investigations to determine need of relief shall be based upon
the principles and requirements of the manual entitled Standards for Relief™
issued in March, 1936, by the State Relief Agency. The standards set forth
in that bulletin are of prime importance in dealing with cases falling under
types 2 and 3, and are also of importance in checking office standards used
for determining eligibility for persons on relief,

- The.nininun. budge tfor=thondeterninamtion=of=oligibiliby-for-Tpr=
.gﬁn&*ﬁiﬁa&i@n&ahgg;a,;nglydg_itﬁmafﬁom=f00d}'shﬁlté?"(bﬁmputed on“the-basis
-
of-actual-rent-patd; Provided-it_docs.-nob exceed a reasonable maximum), -
-elothing, fuel, light,.health and -housshora and-incidantal-person&i~expenaas.
- based upon-the-membership.of. the Family,.

Although "in need of relief™ is the basic eligibility requirement,

-1t 1s amended and conditioned by the various supplementary WPA requirements

8ot forth in Mr, Hopkins' Administrative Order No. 65 of the Works Progress

Administration, Among the pertinent points laid down by that order affecting

> certification for eligibility, the following are quoteds:
-4




"Section 13. Persons in need whose names have not heretofore been
placed upon relief rolls shall be eligible for employment and shall be
certified as in need in the same manner as persons whose names have heretofore
appeared on relief rolls,"

"Section 14, Farmers in rural areas who are in need and who need
employment to supplement their farm income shall be eligible for certification

and for employment." (Persons who are receiving assistance from the Farm

Security Administration, however, are not eligible for employment on the

Works Program.)

All certifications of farmers should not only carry address

and directions for reaching, but also the township or other

legal description of the farmer'!s location.

"Section 15. No person under the age of 18 years, and no person
whose age or physical condition is such as to make his employment dangerous
to his health or safety, or to the health or safety of others may be employed
on a project. This section shall not be construed to operate against the
employment of physically handicapped persons otherwise employable, where such
persons may be safely assigned to work which they can perform."

"Section 16, Only one nember of a family group may be employed
on projects as defined herein, This provision shall not be construed to
interfere with the part-time employment of a youth member of the family by
the National Youth Adninistration or the enrollment of a member of the family
in the Civilian Conservation Corps."

"Section 17. The fact that a person is entitled to or has re-
ceived either adjusted service bonds or a Treasury check in payment of an

adjusted compensation certificate shall not be considered in deternining

actual need of such employments"




"Section 18, No alien illegally within the limits of the United
States or alien who has not, prior to June 21, 1938, filed a declaration of
intention to become an American citizen which is valid and has not expired,
shall knowingly be given employment or continued in employment on any project."

"Part V - Sec. 18 = Treatment of Aliens.

It is not intended that WPA make a review of the working load,.
When a report is received, indicating that a person currently
employed is ineligible, the Social Worker in the Division of
Employment shall make the necessary investigation. A Worker
will be declared ineligible who, within 15 days (or longer in

unusual éircumstances) cannot ﬁroduce evidence of citizenship

or that his papers of declaration of intention were issued by

the clerk of court prior to June 2lst, 1938, and are dated

not more than seven years before the date of investigation,"

"Section 19. Preference in employment on projects shall be given
in the following order:

(a) Veterans of the World War and the Spanish War and veterans

of any campaign or expedition in which the United States has

engaged who are in need and are American citizens.

(b) Other American citizens, Indians and other persons owing

Allegiance to the United States who are in need, and

(c) Those aliens in need whose declaration of intention to

become American citizens were filed prior to June 21, 1938

and which are valid and have not expired,"

"Section 24, Persons who are qualified for assignment to projects

and who are eligible as specifically provided by law and by these regulations




shall not be discriminated against on any grounds whatsoever, such as race,
religion, membership in a labor organization or political affiliation.

A communication from the Works Progress Administration carries
the following statement:

"The Works Progress Administration shall accept certification

of persons who are unemployed, seeking work, immediately availe-

able for employment, and in need, when such persons are certi-

fied by the authorized certifying agency,

"Active strikers cannot be said to be seeking work or to be

immediately available for employment until the strike is
settled, "
Additional pertinent points of unemployment requirements are:

"(1) In determining eligibility, legal settlement shall not
be a requirement,"

"(2) In determining whether an applicant is eligible for cer=
tification, earnings of the person legally responsible
for support, plus readily convertible assets shall be
weighed against budgetary requirements of the family.
Small savings, the ownership of small amounts of unpro-
ductive property, protective insurance policies, or the

ownership of an automobile, should not preclude certifica=

tion."




SECTION G
MISCELLANEQOUS INSTRUCTIONS
(1) Eygry individualeihoskssnanedsers anseiigiblomenployahTe=for
WPA-employment=should.bo, registetad-with bho-H TiEe—

(2) If a case is certified end later closed, and later again be~
comes eligible for certification, it may be re-certified on WPA Form 600,
Across the top of the form write "Second Certification", and make a note in the
corment section that the  case was previously certified, The same procedure

is to be followed for possible ‘subsequent re-certification,

(3) If, by chance, certification forms are lost in the WPA Office

and e request is made for a duplicate copy, write the word "duplicate" across

4

the top of the form,

(4) WPA Form 601 is no longer used to indicate special changes in
the fanily situation, but only to give routine acts, such ag changes in address,
except in cases of persons who previously were not available for assignment,
but now are available, With this exception Form 600 is used to give all
changes in family situations,

(5) 1In femilies where a member removes himself from the parental
group and sets up a separate household for himself, he may be entitled to
independent certification if he qualifies under the eligibility requirement,
In such cases 600 forms should be s ent through on both families to indicate
the change in femily status, Where two or more family units are living to-
gether as one household for economic reasons, the natural head of each family
group may be certified to WPA if the WPA earnings arc necessary for the self~
support of each group. Such certification is possible, of course, only in
those instances where under normal economic conditions these femily groups
would be living separately, In cases where the head of the household or

s e




some other member in the household is working full time or part time in
privete employment, indicate the emount of such work in the Comment Section
and the days of the week on which it is done,

(6) WPA will not accept the re-certification for a person whose
certification has been canceled by WPA beceuse of lack of adaptability to the
program without consultetion and agreement by the Certifying Officer and the

Assistant Supervisor of the Division of Bnployment in that district,

(7) Form 600 will no longer carry the information regarding 'mever

on relief", "previously on relief", and "now on relief", From this time on,
the Certifying Officer shall specify in the comment section one of the followe
ing two phrases: "receiving relief" or '"not receiving relief!,

(8) A case leaving WPA to take private employment will be returned
to WPA employment (when the loss of private job is through no fault of the

worker) only if the worker took the private job after June 7, 1937,




SECTION H

CERTIFICATION, CANCELLATION AND TERMINATION

It is important to note that & certification may be canceled either
before or after the asaigﬁment of a worker to a project, Cancellations will
usually be made by the Certifying Officer, but in some instances cancellations
are made by the WPA Office under conditions indicated below under Part II,

It is important to note that the basis of ceancellation of certifi-

cation differs from that of the original certification, A certification may

be canceled by the Certification Officer only if income or other resources

are sufficient to take care of the femily for a continuous period of about

gix months, The client should be given the benefit of every doubt, and queg=~

tionable cases should be thoroughly investigated. Occasional re-investigation
of a family situation will be & continuing requirement of the local office

and the certification may be canceled if the investigation shows the family
no longer in need as defined-above, Information available in a routine way
through county boards of public welfare, county officials, the S.E.S. Office,
Rural Rehabilitation Supervisors, etc. may be sufficiently active or easily

verifiable to Justify canceling certification,

1. The following points describe the standards and procedures for

carrying out cancellation of certification by the certifying officer:

(1) A wpA certification mey be canceled if there ig income, savings,
or resources (other than WPA wages) which will carry the family
acceptably for a period of about six months, (It is assumed
that the client ig cooperating in the use of these funds,)

This is the most important standard for certifying officers,

since it demands analysis of results and findings of invegti-

gation,




In canceling certifications, the same principle regarding
adjusted service bonds or treasury checks in payment of an
adjusted compensation certificate shall apply as it did to
the certification of eligibility., In considering a case
which possibly should be canceled, the determination of
eligibility shall omit consideration of such adjusted
service bonds or treasury checks,

Because a certain continuity of projects is necessary in

the adult education program, special provisions have been
set up regarding the cancellation of eligibility of teachers,

The text of WPA Letter No. 160 is quoted below for your in-

formationg

"The Adult Education school year is to be divided into three
periods of four months each as follows:

October 1st to February 1lst
February 1lst to June 1lst
June 1st to October 1st

As some of the certifying agents are continuing to review the
At Work loads, cancellations of eligibility may occur at any
time. Any such cancellations coming into a distriect office
will be held subject to the following procedure:

l. In case of a cancellation before the end of the four month
term, the teacher involved may be placed on a non-relief
basis on the project provided such an opening exists.

If no such opening is available, a replacement may be made

from among certified persons if any of satisfactory quali-
fications is obtainable,

If neither of the above alternatives can be applied, the
Assistant District Supervisors will advise the certifying
agencies that the Educational Program teachers whose

eligibility has been canceled, will be allowed to finish
the current term, termination consequent upon the cancel-
lation of eligibility to be made effective as of either
February 1st, June 1st or October 1lst, whichever is the
end of the current term."

T




I, The following points describe the standards and procedures for

carrying out cancellation of certification by the WPA district supervisor of
employment:

"WPA shall issue cancellation Form 602 for assigned workers
when it has been determined that the worker being separated

from the program shall not be re~employed for the following
reasons:

1, The worker ig not occupationally adapted to the WPA pro-
gram because e

(a) He does not produce a reasonable day's work after
a short induction period.

(b) His physical limitation makes his employment danger-
ous to his health or safety, or to the health and safety
of others, B
e ’

e i B,y
2+ The worker is dismissed and no change in priority is ot Mo
deemed advisable,

3. A worker receives other Federal Assistance such as Aid
to Dependent Children, 014 Age Assistance, etc,"

THE "NEED" TYPE OF TERMINATION IS MADE AUTOMATICALLY BY WPA UPON
RECEIPT OF ADVICE FROM CERTIFYING OFFICERS AND IS A REGULAR AND

CONTINUING PROCESS CARRIED OUT IRRESPECTIVE OF WPA QUOTA REGUs
LATIONS.




	00001
	00002
	00003
	00004
	00005
	00006
	00007
	00008
	00009
	00010
	00011
	00012
	00013
	00014



