
To:  

SSAI SCSEP Project Directors and Coordinators 
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Manager, Quality Assurance

Subject:  
SSAI PY2017 Recertification Instructions and Webinar Reminder
Date:

January 12, 2018
All SSAI participants will be recertified during March 2018, including any participants who were enrolled in February 2018 and most importantly, any participants who were transitioned to your project in the last few months.  Annual recertification of SCSEP eligibility is a federal requirement.  Participants on Approved Break must be recertified.  Participants who have an active worker’s compensation claim; they can be recertified when they return with a doctor’s release.  All recertification data entry in both the SSAI Webtool and SPARQ must be entered by close of business, Friday, March 30, 2018.  
Planning is important to having a successful recertification month; therefore, SSAI has provided this Recertification Checklist and Readiness Calendar to assist you.  We also will be hosting a mandatory webinar Tuesday, January 23, 2018 – 2:00 to 3:30 pm Eastern/ 1:00 pm to 2:30 pm Central.  
To join AT&T Connect Conference:
--------------------------------------------

Click here: https://connect1.uc.att.com/service13/meet/?ExEventID=82179403&CT=W
The annual review for continued eligibility is the focus of recertification; and we want you to also focus on improving data entry activities in SPARQ.    
You will need the following documents available for each recertification appointment:

1. Recertification Notice for PY2017 – use this template to notify the participants of their scheduled recertification appointment 
2. Recertification - Income Worksheet 
· If doing recertification on-line: enter information in the SSAI Recertification Webtool.   Instructions to the Webtool will be published separately. The Webtool is available in SSAI’s Website at http://www.seniorserviceamerica.org by clicking on the Partner/Subgrantee Sign in Link to access the partners section.  After entering the information for each participant print the form and obtain signatures; enter the information in SPARQ
· If doing recertification remotely:  manually complete both pages and obtain signatures; when back in the office, enter information in the SSAI Recertification Webtool (see above); after entering the information print the form; enter the information in SPARQ  
· Important Note:  SSAI subgrantees must plan for dual data entry into first, SSAI’s Recertification Webtool and second, SPARQ.  Entry of data into both systems is mandatory
3. One copy of the Policy and Procedure Manual 203 Eligibility Requirements and 204 Computing Income for Eligibility
4. SCSEP Family Size Statement Form and Self-Attestation Form for Zero Income (if needed) 
5. SCSEP Case Management Note Form or the case note format you currently use
6. Record of Offer of Physical Examination to Participant – obtain signature and enter date in SPARQ
7. Release Form – obtain signature and new date

8. Recertification Termination Notice Template(s) 
The first, for participants found over income during the recertification interview.
Note:  a 30-day written notice is required and the exit date is to be 30 calendar days following written notice.  The Participant may continue in their Community Service Assignment until the exit date.

The second to be used when a participant fails to show or attend the recertification meeting.  Note:  a 30-day written notice is required and the exit date is to be 30 calendar days following written notice.  The Participant is to be placed on approved break until the exit date.
Required forms:  Will be posted on SSAI’s Website by clicking on the Partner/Subgrantee Sign-In link to access the partners section:  http://www.seniorserviceamerica.org.  There will be a dedicated section for recertification, titled “Recertification PY2017.”  
Retain Documentation:  All supporting documentation with the data validation requirements are to be copied and kept together.  The required documents are: Recertification - Income Worksheet or the SSAI Webtool print out, signed and dated; eligibility documentation to include income worksheets and family size documentation; evidence that participants either accepted the physical offer or signed a waiver if that physical was declined during recertification; relevant case notes; and any forms completed to update MIN Characteristics.
Questions:  Please contact us at 301-578-8989, or scsephelp@ssa-i.org.  Additionally, SSAI will post to the Partners Page on its Website, Frequently asked Questions and all other information regarding recertification.  
Thank you.  
Cc:   Subgrantee Executive Directors
- 1 -
- 2 -

