3.2.1.4 Who must receive a comprehensive evaluation and when?

A comprehensive evaluation is completed when a participant is approved or likely to be approved
for WorkFirst cash assistance. For two-parent households, separate comprehensive evaluations
must be completed for each participant, using the PDT. In most circumstances, the
comprehensive evaluation should be completed immediately following financial intake.

If the participant is not able to complete the comprehensive evaluation during financial intake,
WorkFirst staff may save/pend the tool, if started, for the Case Manager to finish. At this juncture,
the participant is informed that their local CSO will outreach to them with next steps. WorkFirst
staff in the local office have the option of connecting the participant with their Case Manager
prior to leaving to set up an appointment, if time allows and is otherwise feasible.

NOTE: WorkFirst staff should make an effort to complete the comprehensive evaluation with a
participant at the financial intake, including covering all required topics within the PDT.

Example: Terrance shares in the middle of his comprehensive evaluation at his local CSO that he
needs to pick his children up in 30 minutes. The worker pends the PDT under the reason Customer
is unable to complete. The worker is aware of who Terrance’s Case Manager will be ongoing and is
able to connect them before Terrance leaves the office, which allows him to set up an
appointment before departure.

Example: Talena shares during her comprehensive evaluation that she is struggling with
depression. The worker refers to the Customer Driven Severity Scale and Talena indicates it is
greatly impacting her ability to do normal day to day things and could impact her ability to
participate in activities. Itis very obvious that Talena is struggling with the conversation and
discussing her barrier. The worker checks in and in partnership with Talena they determine to
stop where they are in the process for now. The worker documents the conversation around
Talena’s depression in the Mental Health topic section of PDT and pends the PDT under the
reason Referral to Social Services. The worker lets Talena know her Case Manager will be reaching
out to continue the process.

Participants in sanction status who desire to reengage in WorkFirst participation must also have
their comprehensive evaluation reviewed and updated so it reflects their current circumstances



and supports activity engagement. See WFHB 3.2.3.7 for additional details on using the PDT for
sanction reengagement.

NOTE: Child-only TANF cases aren’t required to have a comprehensive evaluation.
NOTE: Dependent teens aren’t required to have a comprehensive evaluation. It is recommended

that WorkFirst staff document the dependent teen's education activities and other pertinent
information in the dependent teen's eJAS Client Notes.

A comprehensive evaluation is considered active for up to 12 months. Sometimes an update to
the evaluations needs to occur for a participant. This includes:

Scenario WorkFirst staff
The participant leaves TANF cash assistance | Create a new PDT to reflect any changes in the
and then returns. family’s circumstances.
If the participant’s circumstances have Determine if a new PDT is needed to support
changed. engagement in new or existing activities.

NOTE: The PDT “copy over” function can be used for up to 12 months. For more
information see WFHB 3.2.3.
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