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Purpose: 

The Office of Child Development and Early Learning is issuing this communication to inform the 
Child Care Information Services (CCIS) agencies of the expansion of job retention services for 
individuals receiving Supplemental Nutrition Assistance Program (SNAP) benefits.  The County 
Assistance Office (CAO) will begin to offer expanded job retention services to individuals who 
start working after participating in a SNAP Employment and Training (E&T) activity. 
 
Background: 

Pursuant to 7 CFR § 273.7(c)(1)(viii), the Department of Human Services (DHS) has elected to 
offer job retention services to individuals who start working after participating in a SNAP E&T 
program.  Individuals may receive up to 90 days of job retention services after securing 
employment, and may receive supportive services — including subsidized child care services — 
for this entire period.  A job retention activity is considered the final step in the individual’s E&T 
regimen as outlined in the individual’s Employment Development Plan. 
 
Discussion: 

Effective immediately, the CAO may begin to enroll individuals who start working after 
participating in a SNAP E&T activity, in a job retention E&T activity.  The new job retention E&T 
activity will display in the Client Information System (CIS) and Pennsylvania’s Enterprise to Link 
Information for Children Across Networks (PELICAN) Child Care Works (CCW) as Activity Code 
93 (AC-93).  Individuals with a SNAP E&T AC-93 will be eligible for supportive services including, 
but not limited to, child care and transportation. 
 
The expanded job retention services are designed to help individuals achieve satisfactory 
performance, retain employment, and increase earnings over time — keeping households on 
track towards self-sufficiency.  SNAP job retention services are targeted for a specific sub-group 
of individuals who have been participating in a SNAP E&T activity and secure new work.  If an 
individual remains enrolled in the existing E&T activity, the individual may be eligible for special 
allowances, including child care, to support that activity only. 
 
 
 



EXAMPLE: An individual is participating in the Keystone Education Yields Success (KEYS) 
program and finds employment prior to completing community college.  The 
CAO determines eligibility for SNAP child care based only on the hours the 
individual is in school, not the hours the individual is working.  However, if an 
individual who is participating in the KEYS program graduates from community 
college and subsequently obtains employment, that individual may be eligible 
for child care for the hours he or she is working, since the individual is no 
longer enrolled in school. 

 
NOTES: 

 SNAP job retention services may not be used by vocational education or advanced 
degree program participants during scheduled semester breaks, as these individuals 
intend to re-enroll for the next semester. 
 

 An individual who participated in the Temporary Assistance for Needy Families (TANF) 
Road to Economic Self-Sufficiency through Employment and Training program 
immediately prior to requesting job retention services is not eligible for SNAP job 
retention services. 

 
The individual must report the loss of employment to the CAO, if it occurs during the 90-day job 
retention period.  An individual becomes ineligible for job retention services on the 90th day after 
the job retention activity is opened or when employment ends, whichever occurs first.  When 
an individual who is enrolled in a SNAP E&T program and is receiving SNAP-funded child care is 
subsequently opened by the CAO in AC-93, SNAP-funded child care may continue for up to 90 
calendar days.  In addition, the individual will remain eligible for the entire 90-day period even if 
SNAP benefits close due to excess income. 
 
Per the procedures below, both a SNAP and Low Income case will be opened simultaneously.  If 
the Low Income case does not have a waitlist, the SNAP case will be closed and the family 
converted only to the Low Income case.  If the Low Income case continues with a waitlist, the 
SNAP case remains open until the end of the 90 day period.  Snap is then closed and the family 
will continue in the que for the Low Income case. 
 
Procedures: 

The CCIS will receive an update in the CIS Inbox indicating the AC-93 has been opened by the 
CAO in CIS.  When the CCIS receives this update, the CCIS must determine whether the family 
is meeting the work-hour requirements for low-income child care.  If the CCIS determines the 
family is meeting the work-hour requirements, the CCIS must complete the following steps in 
PELICAN CCW: 
 

1. Create, manually, a low-income case using the information transferred from and/or found 
in CIS. 
 

NOTE: The CCIS may not require the family to submit a Subsidized Child Care 
Application. 

 

2. Assess and confirm eligibility under the low-income child care program. 



 

3. Place the child (ren) on the waiting list. 
 

4. Authorize and enroll the child (ren) from the waiting list and immediately close the 
corresponding SNAP case if funding becomes available within the 90-day period of SNAP 
job retention services. 

 
 

5. Generate and send the following correspondence: 
 

 Waiting List Funds Available Letter 

 Enrollment Summary 

 

6. Manually set a tracking date alert to change the funding stream on day 77 in the 90-day 
period of SNAP job retention services to discontinue care in the SNAP case and send an 
Adverse Action Notice (AA) to the parent/caretaker (p/c). 
 

7. De-select the “CC Request” for each child in the SNAP case as follows: 
 

a. If funds become available under the low-income child care program on or before 
day 77, use the reason “Voluntary Withdrawal,” click SAVE and determine 
eligibility in the SNAP case.  The CCIS must pay for child care using the low-
income case when funds become available. 
 

NOTE: PELICAN CCW will not generate an AA for the SNAP case, which is 
appropriate because child care will continue uninterrupted under a 
different funding stream (i.e., low-income).  The CCIS must manually 
generate and send a Confirmation Notice to the p/c using the short 
description “Child Care Program Transfer to LI.” 

 

b. If funds do not become available by day 77, use the reason “No Need for Care,” 
click SAVE and override eligibility as follows: 
 

i. Select “Determine Eligibility” from the “Select…” drop-down box in the 
SNAP case. 

 

ii. On the Child Care Program page, click ASSESS ELIGIBILITY. 
 

iii. On the Family Composition Eligibility Results page: 
 

A. Click the “Eligibility” drop-down box and select “Ineligible” as the 
“Eligibility Status for the case. 
 

B. Click the “Override Reason” drop-down box and select “Outside 
System Scope.” 

 

C. Enter “Override Comments” indicating the reason eligibility for 
enrollment was overridden. 

 

D. Click UPDATE under the “Failure Reason Code” section on the 
Family Composition Eligibility Results page. 



 

iv. Select “Roll-Up” as the “Failure Reason” and click SAVE on the Failure 
Reason Codes page. 

 

v. Click “Individual Results” on the Family Composition Eligibility Results 
page. 

 

vi. On the Individual Eligibility Results page: 
 

A. Click the “Eligibility Status” drop-down box and select “Ineligible 
Adult” for the p/c. 
 

B. Click the “Override Reason” drop-down box and select “Outside 
System Scope.” 

 

C. Enter “Override Comments” indicating the reason eligibility for 
enrollment was overridden. 

 

D. Click “Update” for the p/c whose eligibility is being overridden, 
add “FS Working Only - AA – Job Retention Services Expired” as 
the “Failure Reason” and click SAVE on the Failure Reason 
Codes page. 

 

E. Click “Save and Return.” 
 

F. Click “Confirm” when the desired results are achieved. 
 

NOTE: PELICAN CCW will generate an AA for the case.  
The CCIS must send the AA to the p/c because 
child care will not continue uninterrupted since 
funding is not available under the low-income 
program. 

 

c. Discontinue subsidized child care services under the SNAP child care program on day 
90. 

 

NOTES:  

 The child (ren) will remain on the low-income waiting list, subject to 55 Pa.Code 
§ 3041.133 (relating to waiting list). 
 

 If the p/c appeals the discontinuation of child care services under the SNAP 
child care program, the CAO must assist the local CCIS in preparing for the 
hearing because the ineligibility resulted from the CAO discontinuing 
participation in SNAP job retention services. 

 
If the SNAP benefit closed due to excess income prior to the end of the 90-day period, the p/c will 
remain eligible for job retention services.  The CCIS will need to contact the CAO to request a 
mock SNAP budget be opened that will allow for the child care payment. 
 

 



Next Steps: 

1. Share this information with appropriate staff. 

2. Direct questions to your subsidy coordinator.  


