
 

 

 

P-2335 VERIFICATION AND DOCUMENTATION 
OF COUNTABLE ACTIVITIES (B21-02) 
 
Hours that are entered into ACCESS are reported to the federal government to 
use in the calculation of Vermont’s WPR (see Reach Up Services WPR procedure 
2315). If work participation hours have been entered in ACCESS, they must be 
verified, and documentation must be there to support them.  
 
Each year there is an independent audit of the Reach Up program, and part of 
that audit is verifying that adequate documentation of countable activities that 
are entered into ACCESS has been collected. 
 
Entering hours into ACCESS 
 
Participant hours must be entered into the WORK panel (F6) or a JINC (Job 
Income) panel in ACCESS by the 12th of the following month.   
 
Case Managers are responsible for entering participant hours (including 
CSP/WKEX, Job Search, Educational Activity etc.). 
 
Only enter hours when verification is received. 
 
Hours are rounded by weekly total—do not round each day 
 
• 0.5 and above is rounded up 
• 0.4 and below is rounded down 
 
If information is missing from JINC, the hours may not pull through for the WPR.  
 
Federal Calendar 
 
The Federal Calendar determines which days count in the month. It is different 
than a typical calendar. See Federal Calendar and Holiday Lists. 
 
The Federal Calendar month starts on the first Saturday of the month and will 
count all days of that week preceding the Saturday, even if they were in the 
prior month.  
 
Example: The first Saturday of October 2020 is 10/3/20. All hours entered in the 
week from Sunday 9/27/20 to Saturday will count for the month of October.  
 
 

https://vermontgov.sharepoint.com/sites/AHS-DCF/ESD/SitePages/RU-Federal-Calendar-%26-Holidays-Lists.aspx


 

 

 

Excused absences and holidays (Reach Up Services rule 
2343.6) 
 
The use of excused absences and holidays is allowed for all countable unpaid 
activities. Excused absence and holiday hours are calculated by the hour. 
 
For participants involved in more than one unpaid activity, excused absences 
and holidays must be documented by the activity as well as by the hour and 
entered accordingly on ACCESS.  
 
Example: if a participant was scheduled to attend a CSP and vocational training 
on an approved holiday, the hours will need be documented on each activity 
separately.  
 
Documentation for excused absence and holiday hours 
 
Excused absences and holiday hours should always be documented in a 
participant’s case notes. 
 
Other documentation may include: 
 
• Excused Absence Log for Case Management file (640EA-CM) 
• Participant Excused Absence Log  (640EA-P) 
• Student Education Report (642ED) 
• Participant Attendance Report (625AR) 
 
Excused absences 
 
Participants are allowed a maximum of 16 hour per month of excused absence 
time based on the Federal Calendar, and a total of 80 hours in a rolling 12-
month period.  
 
Once the rolling 12-month period begins, all excused absences in the prior 12 
months will be counted, even if the case has closed and re-opened. 
 
If a participant reaches their maximum monthly and/or yearly limits, their 
excused absences will no longer count towards the WPR.  Participants may still 
be excused from their activity, but they will not get credit for those hours. 
 
Excused absence hours should correspond to the number of hours the 
participant has been absent on a day they were scheduled to participate in a 
countable unpaid activity.  

https://vermontgov.sharepoint.com/sites/AHS-EXTClientForms/DCFESDFormsLibrary/640EA-CM%20Excused%20Absence%20Log%20-%20Case%20Manager%202020.pdf
https://vermontgov.sharepoint.com/sites/AHS-EXTClientForms/DCFESDFormsLibrary/640EA-CM%20Excused%20Absence%20Log%20-%20Case%20Manager%202020.pdf
https://vermontgov.sharepoint.com/sites/AHS-EXTClientForms/DCFESDFormsLibrary/640EA-P%202020.pdf
https://vermontgov.sharepoint.com/sites/AHS-EXTClientForms/DCFESDFormsLibrary/642ED%2010-15.pdf
https://vermontgov.sharepoint.com/sites/AHS-EXTClientForms/DCFESDFormsLibrary/625AR%2010-15.pdf.


 

 

 

 
Example: if a participant left one hour early – use one hour of EA. 
 
Reasons for using excused absences should be clearly documented in case 
notes.  Whenever possible, excused absences should be approved in advance by 
a Reach Up team member. 
 
Making up hours instead of using excused absence hours 
 
Participants have the option of making up missed hours provided they do so in 
the same Federal Calendar month.  
 
When a participant knows in advance they will need to be absent, they may also 
plan ahead and “bank” hours, as long as they do so in the same Federal 
Calendar month.  
 
Both of these options should be discussed with a Reach Up team member as 
soon as possible. 
 
Holidays  
 
Only certain holidays are allowed to count for holiday hours. The following is a 
list of typical federal and Vermont state holidays that are usually allowed each 
year. The day of week and date will vary depending on the calendar.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The number of hours a participant will receive for a holiday should not exceed 
the number of hours they were scheduled to be in attendance for that day. 
 

Sample of Approved Federal Holidays 



 

 

 

Example: If a participant was scheduled to be at a work site for 3 hours, and it is 
an “approved” holiday, count 3 hours as holiday time used. 
 
Observed holidays 
 
Participants are awarded holiday time on the day the placement closes for the 
observed holiday.  If a holiday falls on a weekend and the worksite is closed on 
the observed day instead the participant would be able to use holiday time. 
 
If the holiday falls on a weekend and the worksite does not observe the holiday 
on a different day, the participant only gets the actual holiday itself if they were 
scheduled to work on that day.  
 
Participants can only receive holiday hours on either the holiday itself, or the 
observed holiday, not both. 
 
Participant completes hours on day of holiday they were scheduled 
 
If a participant completes hours on a holiday they are awarded double time.  
 
Example: Participant is scheduled to complete hours on a Wednesday, which is 
New Year’s Day, and an approved holiday. The participant could choose to work 
on the holiday and get credit for holiday hours and their verified scheduled hours 
(essentially double time). 
 
Case Manager Support 
 
For more information on what type of verification is needed for countable 
Activities, see the Verification Documentation Desk Aid. 
 
See the Federal Calendar and Holiday list found on the SharePoint page Federal 
Calendar and Holiday Lists for the annually updated information.  
 
  

https://vermontgov.sharepoint.com/sites/AHS-DCF/ESD/GuidanceProgram/Verification-Documentation-Desk-Aid.pdf?web=1
https://vermontgov.sharepoint.com/sites/AHS-DCF/ESD/SitePages/RU-Federal-Calendar-%26-Holidays-Lists.aspx
https://vermontgov.sharepoint.com/sites/AHS-DCF/ESD/SitePages/RU-Federal-Calendar-%26-Holidays-Lists.aspx


 

 

 

Confirming hours after they are entered 
 

 
 
Enter CASE D TIME and then press F10 to show the following: 
 
• Hours that are scheduled 
• Hours that have been entered as verified for each category of activities 
• Total number of hours entered for each participant (core and non core) 
 
Problem with hours sticking in ACCESS 
 
If there is a problem with verified hours remaining visible in ACCESS (also 
known as “sticking”), contact COPS (AHS.DCFESDCOPS@vermont.gov ) as early 
as possible, so it can try be fixed in time.  
 

mailto:AHS.DCFESDCOPS@vermont.gov


 

 

 

Excused hours in CASE D TIME 

 
Excused absence (EA) hours are tracked in ACCESS. CASE/D/Time F5 will display 
12 months of Excused Absence hours. From CASE D TIME, press F5 to get the 
calendar of excused hours to open. 

 
The excused absence calendar will show the excused absences in the 12 months 
prior to the period that is being displayed in ACCESS. In the example above the 
period being displayed is June 2016.  
 
 
 



 

 

 

Entering Excused Absence and Holiday’s into ACCESS 
 
A participant’s Excused Absence and Approved Holiday hours are entered for a 
WKEX/CSP on the JINC panel by selecting F8. 
 

 
 
From WORK C, select Work Placements and go to the JINC for the correct 
WKEX/CSP. Press F5 to go to the 3rd JINC screen, and then press F8.  
 
A participant’s Excused Absence and Approved Holiday hours are entered for all 
other activities on the Work panel by selecting F6. 
 

 
 
From WORK C press F6.  


	AGENCY OF HUMAN SERVICES
	DCF
	Department for Children and Families

	Manual Maintenance
	P-2330 PAID EMPLOYMENT ACTIVITIES(Reach Up Services rule 2350.1)(B21-02)
	Unsubsidized Employment
	Self-Employment (including child care income)
	Self-employment weekly hour calculation

	P-2335 VERIFICATION AND DOCUMENTATION OF COUNTABLE ACTIVITIES (con’t)(B21-02)
	P-2335A V&D Sample Process

