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The intention of the SkillUP program is rapid attachment to work that leads to self-
sufficiency for families. 
Skill up pays for short term (one year or less) skills Training and Support Services.
Program offers job search, education, training, support services – we will discuss 
these activities in detail later in the training
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Those receiving Temporary Assistance cash benefits are required to comply with TA 
work requirements through MWA. 
Enrolling in SkillUP does not guarantee an individual will be placed in their desired 
service or training; enrollment in any education, training or work activities must align 
with the assessment and employment plan and depends on the availability of funding 
at the time of enrollment. 
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Our current providers include 6 agencies throughout the state. They have been 
operating the MWA program for TA recipients for the past ---- years
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ABAWDS – physically able to work & do NOT have children in the home.  Volunteers 
typically meet exemption or exclusion and we will discuss those shortly. FSD will 
always make the determination on ABAWD or Volunteer status.

Any FS recipient that is not classified as an ABAWD by FSD is considered a volunteer

 ABAWDs must meet work requirements to 
continue to receive Food Stamp benefits

 ABAWD hours must be reported to FSD

 ABAWDs may lose/regain Food Stamp 
benefits
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Reminder – All documentation must be sent to FSD at:  
DSS.FSD.Agreements@dss.mo.gov and must be submitted to FSD within 2 business 
days.
Failure to submit ABAWD hours can result in a participant losing benefits or can 
prevent them from regaining benefits.
Staff should never Exit a SNAP app for an ABAWD participant
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Participants may have a change of circumstance while participating in the program. 
(e.g. “I just found out I am pregnant”, “I started a rehab program”.
Must report information to FSD as soon as it becomes known that an ABAWD may 
have become exempt from participation
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We do not track hours on volunteers and they may enroll or withdraw at any time 
without penalty. But we must track employment information on volunteers

Volunteer hours are not transmitted, volunteers do not need to report any hours to 
FSD
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Temporary Assistance (TA) funds have certain limitations that FNS funds do not have.

Staff may need to know the funding source available to their agency. Community 
Action Agencies, Community Partnerships and MWA providers all received TANF 
funding. DWD and Community Colleges have both FNS and TANF funds. 
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Staff must search in MoJobs for participants, if a participant does not have an open 
SNAP application or record in MoJobs send the Eligibility & DCN Form. Staff must 
enter the DCN (SNAP Case Number) on the Public Assistance tab  in the MoJobs 
record.
.
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Participants can request their MoJobs record including case notes, it is very important 
to record only objective information in the case record.
• Case Notes are part of the permanent record;
• Monitors and other staff providing services will read Case Notes; and 
• The participant has the right to receive copies of Case Notes.
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Pages 9 and 10 of handbook. 

Providers must follow DWD Statewide Service Notes Policy
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Participants can request their MoJobs record, including case notes, 
it is very important to record only objective information in the case record.
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Page 11 of the handbook. Providers will hold informational meetings for potential 
Skill Up participants – volunteers and ABAWDS.  How often and how many 
participants per session is based on need and time frames. It is appropriate to hold 
one on one sessions if a group session is not planned.

Must be inclusive of all cultures/languages, refugee populations, limited English 
speaking populations 

Participants may bring a support person (friend, spouse, parent, etc) to the 
information meeting if they wish 
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Emphasis what participants will NOT lose as a result of employment.

Page 32 of the handbook lists the benefits of employment and effect on 

current benefits. This will be discussed later in the training. 

We will also discuss Labor Market Information and how to find it later in the 

presentation
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Page 12 of the Handbook 

Have SkillUP marketing material available. Advise providers they can create their own 
material, but must be approved by FSD before purchase/publication. Referral 
example: Community college sending participant to job center for job search 
assistance.

Mo Services Navigator walks the participant through the process of selecting a 
Missouri county and a particular service from a drop-down menu
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Providers must complete the survey for every new participant that comes in the 
office 
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160 characters – including spaces
Dates of event or when you need it to be sent
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Services should be entered on the day they are provided. If staff are unable to enter a 
service on the day it is provided they can backdate the service up to 15 days in 
MoJobs.
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For ABAWDS, Intensive Case Management is only a countable component if combined 
with another countable component. Can’t be in Intensive case management only. 
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Confidential information sections do not print on the objective assessment summary.
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All participants (ABAWD & volunteers) are required to have an employment plan in 
MoJobs prior to enrolling in any components. 
Webinar is available on the provider portal on creating an effective employment plan.

26



The EP is a dynamic document, it will change as the participant progresses
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Method for setting goals. Specific – goal should be clear, Who does it involve, What 
will it accomplish ,Where do I have to go, When will this be done, Why is it important 
to me, How can I get there? Measurable – must be able to track progress. Achievable 
– realistic goals, factor in supportive services. Relevant – make sure the goal matters. 
Time based – deadlines, setting smaller goals that take short amount of time leading 
up to a larger goal

When setting goals with a participant, the case manager never wants to tell 
participants they can’t do something they want to do. For instance – participant 
wants to become an RN – which is beyond the scope of what SkillUp can support.  
The Case Manager would want to steer the participant in the direction of a short 
term medical program and encourage her / him to work on the RN goal on their own 
as a longer term goal.
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Objectives should be tied to the goals – We will be entering goals and objectives in 
the EP on day 2.
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Prior to enrolling any participant in a training, education or work service staff should 
utilize this checklist to ensure the participant has all the skills and supports to 
complete the service successfully
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SkillUP Eligibility & DCN Verification Form – DSS.FSD.Agreements@dss.mo.gov
FS-5 or SkillUP Employment or Training Information – ABAWD1@ip.sp.mo.gov
SkillUP Job Center WIOA Services - DSS.FSD.Agreements@dss.mo.gov
ABAWD Agreement to Volunteer – keep in office
Job Search Contract and Job Search Log – keep contract in office, log to 
DSS.FSD.Agreements@dss.mo.gov 
MoJobs Access Request Form – SkillUP.Missouri@dss.mo.gov
MoJobs Change Request Form – SkillUP.Missouri@dss.mo.gov
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Link to website: https://etps.mo.gov/etps/etpsSearch/InstitutionSearch.aspx 
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The intention of SkillUP is rapid attachment to work that leads to self-sufficiency –
training should be completed in one year or less.
All training providers utilized for SkillUP training, but be in Missouri’s Eligible Training 
Provider System (ETPS).
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Refer to SNAP Service and Activity Guide for additional details on services.
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Refer to SNAP Service and Activity Guide for additional details on services.

Jobs.mo.gov searches will be considered staff assisted only if staff is physically with 
the participant at the time of the search. 
*Participants should be prepared to enter employment if participating in job search 
components
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Non-staff assisted job search can only count for ½ of the ABAWD work requirement 
hours. Non-staff assisted job search is not an allowable component for volunteers
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Refer to SNAP Service and Activity Guide for additional details on services.
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Refer to SNAP Service and Activity Guide for additional details on services.
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If the participant is able to obtain a position without reimbursement to the employer, 
direct job placement is appropriate, OJT is not appropriate. If a participant needs 
additional skills for OJT, consider if occupational skills training or can they learn 
through OJT
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Refer to SNAP Service and Activity Guide for additional details on services.
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We do not automatically give every participant $15/day for transportation – it is 
based on need, TRE payments are not an entitlement. 
Example: if a bus pass is $5 per day and the participant only takes the bus to training, 
employment, etc. the participant can receive $5 per day only on the days they are 
participating in employment or training activities. 
The need must be documented in MOJobs
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Refer to the Supportive Services chart for allowable expenses under TANF and FNS 
funds
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This is a barrier for many families. Parents may choose their own provider with child 
care assistance
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Refrain from recommending specific providers. Encourage participants to visit cc 
providers themselves to determine if they are a good fit for their child
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Job Retention services are supportive services that can be provided to participants for 
90 days after gaining employment.
Probationary periods typically last 90 days, this can be an opportunity to get 

participant past probation.
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Go over tabs on the MERIC website. 

Missouri is unique in that Economic Development, Workforce Development, Labor 
Market Information and Research are all co-located in one department.   Since we are 
housed in the same agency, we know each other and have build good working 
relationships, making it much easier to share information regarding industries and 
occupations in Missouri.
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Questions – Contact FSD.E&Tmonitoring@dss.mo.gov 
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Report templates are available on the provider portal https://dss.mo.gov/skillup-
provider-portal/
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Invoice templates are available on the provider portal https://dss.mo.gov/skillup-
provider-portal/
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http://mydss.mo.gov/, for additional information on FSD programs
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Activity – divide trainees evenly and ask them to take one of the resource link and 
look it up, review it, and report to the group what the resource is, what is offered. 
Give trainees 10 minutes to review the website
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