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SCSEP SERVICES 
 
The Senior Community Service Employment Program (SCSEP) is authorized by the Older Americans Act and nationally 
administered by the US Department of Labor. Refer to Eligibility and Priority of Service for Wagner-Peyser, Adult, 
Dislocated Worker, QUEST, Youth, and SCSEP Policy 4.1 for an overview and eligibility of the program. 
 
ASSESSMENT  
 
An assessment is the starting point for SCSEP. It is the first step in writing the Employment Plan for the SCSEP 
Participant. Assessments are used to identify the participant's skill strengths and gaps, as well as potential barriers to 
employment. The assessment process helps determine the appropriate employment goals and the steps necessary to 
help achieve those goals. Examples of Assessments offered by DLR; Objective Assessment Workkeys Assessment, Career 
Interested surveys, etc. Assessments will be conducted throughout participation in SCSEP to monitor progress. These on- 
going assessments will indicate if changes are needed to the Employment Plan or training assignment at the host 
agency. Failure to cooperate with assessments will lead to termination from the program. 
 
EMPLOYMENT PLAN 
 

The Employment Plan is based on the results of the assessments and provides the framework for the community service 
assignment descriptions. This plan lists specific goals and the action steps necessary to achieve those goals within 
specific time frames. The Employment Plan will be reviewed and revised a minimum of two times per year. See 
Employment Plan Policy 5.1 for more information.  
 
HOST AGENCY INTERVIEW AND ORIENTATION 
 

An orientation session with both the participant and the host agency supervisor is scheduled after the participant 
completes an interview and the host agency agrees to be a Host Agency site. During the orientation, the SCSEP 
Employment Specialist will use the SCSEP Training Site Safety Checklist Form 85B to check for any occupational hazards. 
The SCSEP Employment Specialist will use the SCSEP Orientation Verification Form 84 to go over program expectations, 
rules, and payment procedures. Work-Based Learning Training Plan Agreement and Progress Reports Form 19 will also 
be completed during the orientation session. While engaged in orientations, participants must be paid up to four hours 
at the regular rate of pay. South Dakota Bureau of Administration requires Form 15B, the Release and Waiver of Liability, 
assumption of their risk and indemnity agreement, and consent to medical treatment, to be completed by the 
participant at each Hosty Agency Placement. 
 
COMMUNITY SERVICE ASSIGNMENT 
 
Community Service Assignments (CSA) are provided to SCSEP participants to develop their skills and confidence to 
secure unsubsidized employment, meet the needs of local employers, and contribute to the general welfare of a 
community. Participants are assigned to specific community service positions based on their assessments, their 
Employment Plan, and the community needs. Participants will not be assigned to a host agency site if any member of 
their immediate family is working in a decision-making role at that agency. CSAs should lead to unsubsidized 
employment by emphasizing assignments that develop transferable, in-demand skills and supplementing assignments 
with other training as funding permits. Termination from the program is possible if steps towards unsubsidized 
employment are not completed by the participant and or the participant becomes proficient in the skills learned at one 
host agency and needs to move to a different host agency to learn new skills. Participants shall not be assigned to more 
than one CSA. The skills the participant will develop and the tasks they will complete are included in the Work-Based 
Training Plan Agreement.  
 
 
 
 

https://dlr.sd.gov/workforce_services/wioa/wioa_manual/4.1_eligibility_wpadultsandworkers.pdf
https://dlr.sd.gov/workforce_services/wioa/wioa_manual/5.1_employmentplan.pdf
https://dlr.sd.gov/workforce_services/wioa/wioa_manual/workforce_form85B_scsep_sitesafety_checklist.pdf
https://dlr.sd.gov/workforce_services/wioa/wioa_manual/workforce_form84_scsep_orientationverification.pdf
https://dlr.sd.gov/workforce_services/wioa/wioa_manual/workforce_form19_workbased_trainingplan_monitor.pdf
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PARTICIPANT TRAINING 
 
Effective training allows the participant to effectively perform his or her community service assignment and increases 
the participant’s self-confidence, skills, educational levels, and job placement potential. A few training examples; Bring 
Your ‘A’ Game, Job Search Workshop, Teknimedia, Alison, GED®. Training hours are tracked by completing the Time 
Sheet Journal. Training opportunities should be approved prior to commitment by DLR, communicated with the CSA 
supervisor, be consistent with the goals of the Employment Plan, and enhance the participant's ability to gain 
unsubsidized employment. Referrals should be made to DLR services, One-Stop partners, Adult Education and Literacy 
(AEL) programs, and continuing education programs. If a participant would need tuition, books, and other specific cost, it 
would first need to be approved through Title I Adult Funding. The participant is provided wages and workers’ 
compensation coverage for training hours. Participants must be assigned to a CSA at a host agency before receiving any 
type of training. Training is completed during the same time a participant is doing their CSA hours. If a participant is 
unable to complete CSA hours at a Host Agency due to no fault of their own (Pandemic, Natural Disaster, etc) the 
participant can continue with their Participant Training if approved by the SCSEP Labor Program Specialist.  
 
COMMUNITY SERVICE ASSIGNMENT & PARTICIPANT TRAINING 
 

Training Hours  
Training wages are set at South Dakota’s minimum wage rate. Participants can earn a total of 40 hours per week. 
Participants are not allowed to exceed 40 hours. For example, if a SCSEP Participant completed 20 hours of CSA Training 
in a week (Sunday-Saturday) he/she would only be allowed to complete 20 hours of Participant Training (example-
Alison). CSA Training hours are limited to 26 hours per week unless approved by the SCSEP Labor Program Specialist. A 
participant cannot work over 1560 hours in one year.  
 
Schedule 
Host Agency Supervisors and SCSEP Participants will work together to create a schedule of 3 or 4 days per week at 5-6 
hours per day. If a participant does work 8 hours in one day, he or she is entitled to an unpaid meal break. Time spent on 
breaks and meals is not to be included in the total work hours for the day. If a participant is not able to complete hours 
due to a federal holiday, illness, family emergency, etc., they will be allowed to make up those hours at a later date. 
Making up missed hours must occur no later than the end of the second week after the absence occurred. A SCSEP 
Participant cannot volunteer or be asked to volunteer additional hours beyond their scheduled training hours. 
Volunteering above and beyond violates the Fair Labor Standards Act. Participants can choose to volunteer in an area 
separate from their SCSEP responsibilities.   
 
Length of Assignment 
When determining an appropriate period of length for CSA, consideration should be given to the skill requirements of 
job goals, the participant’s employment plan, and prior work experience of the participant. To determine how long a CSA 
could be, conduct some research in O*Net to determine the average training time needed to obtain employment in the 
participant’s desired field. A CSA’s duration should not last more than 27 months at that specific host agency, unless 
approved by the Labor Program Specialist. The limitation of assignment duration is intended to increase the 
participant’s chances of obtaining unsubsidized employment and encourage the development of new host agency 
training assignments. More than 27 months at a host agency may be approved if the situation warrants the 
extension. In the event a participant remains in an assignment, a new CSA Agreement should be completed and signed 
by all parties, indicating the reason for the extension. Upload the new agreement, update the employment plan as 
needed, and include an SDWORKS case note. 
 
Wages 
Wages are set at South Dakota’s minimum wage rate. SCSEP Participants are paid for their time worked at their host 
agency or other assignments by DLR SCSEP. Host agency supervisors are responsible for accurately recording the hours a 
participant works each day at his or her training assignment. Host agencies cannot supplement SCSEP wages under any 
circumstances. Because DLR is the employer and not the host agency, DLR covers a participant’s wages and Federal 
Insurance Contribution Act (FICA). SCSEP wages do have effects on a participant’s eligibility for Supplemental Security 
Insurance (SSI) and Social Security Disability Income (SSDI), as SCSEP will directly affect a participant’s federal benefit 

https://dlr.sd.gov/workforce_services/wioa/wioa_manual/workforce_form13_training_orientation_timesheet_journal.pdf
https://dlr.sd.gov/workforce_services/wioa/wioa_manual/workforce_form13_training_orientation_timesheet_journal.pdf
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rate. The programs that SCSEP wages do not affect eligibility are federal housing programs, Reemployment Assistance, 
Temporary Assistance for Needy Families (TANF), and Supplemental Nutrition Assistance Program (SNAP). DLR does not 
pay RA taxes on work experience wages and participants do not earn wage credits during their participation in SCSEP. 
The SCSEP Labor Program Specialist must report the number of hours each participant completed on their Community 
Service Assignment and Participant Training each quarter to U.S. DOL. 
 
Fringe Benefits  
Fringe benefits  SCSEP Participants will receive are voluntary physical examination, workers compensation, and leave 
without pay (LWOP). While enrolled in SCSEP, federal law prohibits compensation for the following;  

• Unemployment Insurance  
• Bonuses 
• Pension benefits 
• Annual Leave 
• Accumulated sick leave 
• Retirement system or plan contributions  

 
Physical Exam 
A physical exam is a fringe benefit and cannot be used before being placed at a Community Service Assignment. A 
physical examination is a wellness check that screens for possible medical issues using health history, vital sign checks, 
visual observation of conditions, and physical observation of possible conditions. SCSEP’s physical examination benefit 
does not include any initial or further blood work, lab work, medication, and subsequent medical treatment based on 
physical examination results. For any needed drug testing, required immunizations, and ophthalmologist visits for a 
Community Service Assignment requirement, refer to Support Service Policy 5.34. The SCSEP Physical Exam Waiver Form 
86 only needs to be completed once a year to verify the participant's acceptance and/or refusal of the Physical Exam. 
Participants must be offered the physical examination when they first start training at their host agency and each 
program year during recertification. Acceptance or refusal of the exam must be documented on the Physical Exam 
Waiver Form 86. 
 
Payroll and Timecards  
Two options are available to SCSEP Participants; debit card or direct deposits into their bank account. It takes 
approximately three weeks to receive the debit card at the address the participant provided to DLR. Upon receiving the 
card, the participant will need to follow activation instructions. The direct deposit option will take approximately four 
weeks to activate the direct deposit. Any processed payments during that time will be available upon the completion of 
the direct deposit setup.    
 
Two types of timecards; the Work Experience or CSA Timecard Form 18 and the Timesheet Journal Form 13. The payroll 
period covers 14 calendar days beginning on Saturday and ending on Friday. On Friday of every other week, Form 18 
needs to be signed and dated by the SCSEP Participant and Host Agency Supervisor. If the main Host Agency Supervisor 
is not able to sign the timesheet, the second person who signed the Work-Based Learning Training Plan Agreement and 
Progress Report Form 19 can sign on their behalf. If a Supervisor leaves the Host Agency, Form 19 must be re-signed by 
the new Host Agency Supervisor.  
 
Timesheet Journals 
Used to record hours at an orientation session and other training outside of CSA hours. With a timesheet journal, the 
participant will record how many hours they received training and what they learned during the training.  
 
Below is an example of the fiscal process: when timecards need to be submitted and when payments are approved. The 
Host Agency Supervisor needs to submit timecards to the SCSEP Employment Specialist before Monday at 10 a.m. 
central time. The SCSEP Employment Specialist will submit the timecard to the Fiscal Division by Wednesday. If holidays 
fall on a Monday, the timecard will need to be submitted on Tuesday and payments submitted to Fiscal on Thursday. 
The participant will receive their payment two weeks after the timecard is submitted. 
 

https://dlr.sd.gov/workforce_services/wioa/wioa_manual/5.34_supportservices.pdf
https://dlr.sd.gov/workforce_services/wioa/wioa_manual/workforce_form86_scsep_physicalexamwaiver.pdf
https://dlr.sd.gov/workforce_services/wioa/wioa_manual/workforce_form86_scsep_physicalexamwaiver.pdf
https://dlr.sd.gov/workforce_services/wioa/wioa_manual/workforce_form86_scsep_physicalexamwaiver.pdf
https://dlr.sd.gov/workforce_services/wioa/wioa_manual/workforce_form18_wex_csa_timecard.pdf
https://dlr.sd.gov/workforce_services/wioa/wioa_manual/workforce_form13_training_orientation_timesheet_journal.pdf
https://dlr.sd.gov/workforce_services/wioa/wioa_manual/workforce_form19_workbased_trainingplan_monitor.pdf
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For a visual example of the financial process, please see the table below: 
 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday 
 Timecard 

submitted to 
DLR by 9 am 

 Fully approved payment 
request sent to Fiscal by 

Noon. 

   

  *Depending on bank process, 
you may see direct deposit 

into account/card here 

*Depending on bank process, 
you may see direct deposit 

into account/card here 

   

 
Timecards must never be signed and dated prior to the last day worked. Timecards must be submitted to the SCSEP 
Employment Specialist by the Host Agency Supervisor. If an error is made in recording work hours, corrections should be 
made by the Host Agency Supervisor by drawing a single line through the error and putting in the correct information. 
 
Monthly Progress Reports 
Contact by DLR with SCSEP participants will be made every 30 days to review the success of the assignment and progress 
in finding permanent employment. Contact by DLR with the Host Agency Supervisor will also be made every 30 days to 
review the status of the SCSEP Participant. The progress reports can be completed via phone or in person. 
 
SUPPORT SERVICES  
 

SCSEP and WIOA Support Services are available to SCSEP Participants when eligible for SCSEP and 12 months after a 
participant was hired for unsubsidized employment. Support Services Policy 5.34. 
 
APPROVED BREAKS 
 
During the 12-month period from July 1 through June 30, SCSEP Participants are allotted the following Approved Breaks:  

• 100 hours of Paid Leave  
• 60 days of Leave Without Pay   

  
SCSEP Participants are responsible for communicating all absences from a scheduled training shifts by:  

1. Notifying the worksite supervisor  
2. Notifying the SCSEP Employment Specialist   

  
Leave should be communicated in advance whenever possible. With the exception of ‘other’ leave without pay will 
begin after leave with pay hours have been exhausted. After 30 days of leave without pay has been utilized, a customer 
will receive a termination notification informing them they have 30 days prior to being terminated from the program. A 
participant who has exhausted their leave without pay, may continue leave without pay with Team Manager or Program 
Specialist approval.  

• Natural Disasters and Unforeseen Emergency   
• Host Agency Closing  
• Host Agency Transfer  
• Accident   
• Jury Duty   
• Illness   
• Bereavement   
• Other –  Other is not available for leave with pay. Other encompasses any reason for leave not listed above that 

has been communicated and approved by the host agency.  
  
An unexcused absence is not an approved break and occurs when a participant is absent without prior communication 
or approval from the host agency. An unexcused absence may result in termination from the program. 
 
 
 

https://dlr.sd.gov/workforce_services/wioa/wioa_manual/5.34_supportservices.pdf
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HOLIDAYS 
 
SCSEP does not pay holiday leave. If a host agency is a government agency or nonprofit, they may be closed on a federal 
holiday. See below for all the federally recognized holidays: 

• New Year's Day 
• Martin Luther King, Jr./Civil Rights Day 
• President's Day 
• Memorial Day 
• Juneteenth 
• Independence Day 
• Labor Day 
• Native American Day/Columbus Day 
• Veterans Day 
• Thanksgiving Day 
• Christmas Day 

 
If the host agency is open on any of the days listed above and the SCSEP Participant is normally scheduled to train on 
those days, they are expected to fulfill their scheduled hours. If the SCSEP participants will not be able to train on the 
holiday hours as scheduled, they will need to discuss this with their host agency supervisor and SCSEP Employment 
Specialist before the holiday arrives. 
 
PARTICIPANT RESPONSIBILITIES 
 
SCSEP participants are responsible for: 

• Performing the assigned activities entered on the Employment Plan and Work Based Learning Training Plan 
Agreement and Progress Reports. 

• Abiding by all applicable personnel policies set by the Host Agency and the SCSEP rules and regulations. 
• Attending all SCSEP meetings, trainings, classes, and other activities as indicated on the Employment Plan.  
• Notifying SCSEP Employment Specialist of potential training opportunities that they may be interested in. 
• Seeking unsubsidized employment by completing monthly Job contacts and reporting contact to SCSEP 

Employment Specialist. The number of Job Contacts per month will be determined by the DLR Employment 
Specialist.  

• Attending all appropriate job interviews. 
• Avoiding the opportunity to volunteer at the Host Agency without pay or compensatory time (violation of Fair 

Labor Standards Act) 
• Each participant will be required to have an email account to receive electronic information about the SCSEP 

including, but not limited to: program updates, timesheet follow-up, and copies of and/or notification of 
employment plan changes. 

• Participants will accept Host Site transfers after 24 months with a host agency.  
• Contacting the Host Agency supervisor and SCSEP Employment Specialist for any of the following reasons 

below; 
o Change to income, family size, or employment status  
o Unable to report to Host Agency  
o Doing duties other than what is listed on Form 19  
o Asked to Drive and driving is not on Form 19  
o Accept Permanent Employment  
o Change to personal contact information  
o Host Agency Training Schedule Change  
o Encounter a problem with your Host Agency Supervisor  
o Become Injured or ill 
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Job Search  
Participants receive job search assistance from DLR and the host agency. DLR provides support, coordinates training 
plans, helps develop job opportunities, and assists participants in achieving goals outlined in the Employment Plan. All 
SCSEP participants must: 

• Be registered as a job seeker in SDWORKS; 
• Attend a Job Search Workshop in person or virtually; and 
• Regularly look for job openings. 

 
Participant Travel and Operation of Motor Vehicles 
The need for the participant to drive must be documented on the Community Service Training Plan or it is prohibited for 
a SCSEP Participant to drive. The Community Service Training Plan needs to have an explanation of why the participant 
must drive during their Community Service Assignment. Participants are prohibited from operating their vehicles, even 
to run occasional short errands when completing hours at their Community Service Assignment. For an approved 
Community Service Assignment that requires the participant to drive, a participant may drive a vehicle belonging to the 
host agency.  
 
Host Agency Driving Requirements 
The host agency is required to ensure the participant with auto liability insurance of at least $100,000 per person, 
$300,000 per accident for bodily injury, and $25,000 per accident for property damage. If the host agency has a 
combined single limit policy, the coverage must be a minimum of $300,000. Directors have the discretion to require 
more than $300,000 on a single limit policy. Host agencies and participants are responsible for notifying DLR of any 
automobile insurance carrier or coverage change at least 10 days before the effective date of the change. If the host 
agency is a South Dakotan state government entity, auto liability insurance is automatically covered for the participant. 
All the participant needs are a valid driver’s license and a vehicle record. Labor Program Specialist must be notified that 
driving is required for a CSA with the state government.  
 
The host agency is required to ensure the participant is covered under their insurance when the participant is a 
passenger in the Host Agency vehicle.  
 
WEAPONS IN THE WORKPLACE 
 
Regardless of the concealed carry law in South Dakota, it is against SCSEP policy to carry or have in your possession a 
weapon at any time during training hours, whether meeting with the SCSEP Employment Specialist or training at the 
community service assignment. 
 
The weapon is defined as “any firearm or knife with a blade exceeding 2 1/2 inches”. If a SCSEP Participant is observed 
carrying a weapon at a host agency, the supervisor has the jurisdiction to report this to the SCSEP Employment 
Specialist. This could lead to disciplinary action, with possible termination from the program. 
 
DRUG-FREE WORKPLACE ACT 
 
The dispensing, possession, or use of a controlled substance and/or alcohol is strictly prohibited when participating in 
SCSEP training. It is prohibited to use, consume, sell, purchase, or transfer any illegal drug while on a community 
assignment or at a SCSEP sponsored training.  
 
Use of legally prescribed medications is permitted. However, if the use of medication adversely affects your abilities to 
perform your training duties or endangers others, talk to your SCSEP coordinator about these situations. A new host 
agency can be assigned to fit your needs on medication.  
 
Anyone who violates the Drug-Free Workplace policy is subject to disciplinary action, which includes possible 
termination from SCSEP. 
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CUSTOMER SATISFACTION SURVEY 
 
Customer satisfaction surveys are sent to host agencies and participants, by mail through a random selection process, 
each year.  The surveys responses are private and will not be used in any way that identifies the respondents. Once 
completed the surveys will be returned to The Charter Oak Group in a postage-paid, self-addressed envelope provided 
with the survey. Responses to the survey will be used to make program improvements.  
 
FAITH-BASED ORGANIZATION PLACEMENT  
 
Faith-based organizations must follow the same process of eligibility as any other organization to host participants for 
work-based training.  
Participants may engage in work at faith-based organization if the work meets these requirements: 

• Participants may not support or engage in any inherently religious activity such as religious worship, instruction, 
or proselytizing.  

• No U.S. DOL funding can be used for inherently religious activities.  
• If a host agency conducts religious activities, these must be at a separate time and place than the location of the 

SCSEP program. Participants may not be required directly or indirectly to participate in inherently religious 
activities. Participants may volunteer to participant in religious activities, if they wish. This is the participant’s 
decision and will not impact the work-based training.  

• Participants may not be employed to carry out the construction, operation, or maintenance of any facility used 
for religious instruction or worship.  

• DLR and SCSEP worksites must not discriminate for or against a program participant or prospective participant 
on the basis of religion or religious belief. Participants right to exercise religious freedom must not be restricted. 

 
PROHIBITION OF POLITICAL ACTIVITY – HATCH ACT  
 
DLR ensures compliance with the SCSEP regulations and the prohibitions under the Hatch Act. A participant may not 
engage in political activities (partisan or nonpartisan) while performing a training assignment. In addition, a participant 
may not act as a spokesperson for DLR/SCSEP while engaged in partisan political activity. Prohibited political activities 
include, but are not limited to: 

• The assignment of a participant to engage in activities for or on behalf of a partisan political candidate or 
activity; 

• Lobbying, collecting funds, planning meetings, making speeches, distributing literature; and  
• Otherwise attempting to influence political opinion. 

 
A participant may engage in partisan political activities on his or her own time unless he or she is subject to the Hatch 
Act. Ensure the following: 

• No participants or staff engages in partisan or non-partisan political activities during hours for which they are 
paid with SCSEP funds. 

• No participants or staff persons engage in partisan political activities in which such participants or staff persons 
represent themselves as spokespersons for DLR or SCSEP. 

• No participants are placed in a training assignment in the office of a member of Congress or a state or local 
legislator, or on the staff of any legislative committee. 

• No participants are assigned to training in the immediate offices of any elected chief executive officer of a state 
or unit of general government except: 

o Units of local government may serve as host agency training sites, provided assignments are 
nonpolitical; and 

o While assignments may technically place participants in such offices, the assignments must be related to 
program and service activities and not in any way involved in political functions. 

o No participants are assigned to perform political activities in the offices of other elected officials. 
Placement of participants in such offices in nonpolitical assignments is permissible provided the 
participant is not involved in political activities. 
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Participants are generally not subject to the Hatch Act restrictions. Exceptions to this rule may be found in those 
instances where: 
• The participant’s host agency is receiving assistance under either the Community Service Block Grant Program or 

the Head Start Program and has assumed responsibility for planning, developing, and coordinating community 
anti-poverty programs or Head Start Programs, or the participant’s host agency is a state or local government 
receiving assistance under federal loans or grants. 

• The participant is assigned duties directly connected with the federally financed activities. In the few instances 
where participants are subject to the Hatch Act, those participants may not; 

• Be a candidate for public office in a partisan election 
• Use official authority or influence for interfering with or affecting the results of an election or a nomination for an 

office, directly or indirectly; or 
• Coerce contributions from subordinated in support of a political party or candidate activities in a partisan election. 
• A notice explaining the allowable and unallowable political activities under the Hatch Act must be posted in every 

workplace in which SCSEP activities are conducted. 
• Before the Host Agency participates in SCSEP, staff obtains an authorized signature on the Host Agency 

Agreement, which discusses the prohibition on participation in political activity. 
• Political Patronage. 
• DLR will not provide funds to any host agency or other entity based on political affiliation. 

 
PARTICIPANT RIGHTS 
 
SCSEP Participants have the right to: 

• A suitable assignment, with consideration for personal preference, temperament, life experience, education and 
employment background, and my job or development goals;  

• Receive an orientation to my community service assignment host agency;  
• A safe and orderly training environment;  
• Participate fully in the development of my Employment Plan;  
• A community service assignment description, which accurately reflects the tasks and responsibilities of the 

assignment and the right to participate in updating the assignment description periodically to accommodate 
changes in tasks and/or added responsibilities;  

• Be treated with respect during my community service assignment – not as free help;  
• Patient and thoughtful guidance from an informed and experienced host agency supervisor;  
• Obtain additional responsibilities during my community service assignment with my SCSEP coordinator’s 

approval;  
• Apply for permanent employment when vacancies occur at the host agency that aligns with the goals set in my 

Employment Plan;  
• Assistance from SCSEP DLR staff to obtain unsubsidized employment;  
• Not to be discriminated against or excluded from participation or denied benefits under this project on the 

grounds of race, creed, color, disability, national origin, sex, political affiliation, beliefs or age;  
• Have all of my information pertaining to participation in SCSEP kept confidential. 

 
COMMUNITY NEEDS 
 
To ensure SCSEP services are made available to the greatest number of eligible individuals, staff will review, at least 
quarterly, community and labor market needs, including employment needs of older workers and employers and service 
delivery needs of community-based organizations. This review also helps to identify potential employers, host agencies, 
and a greater variety of Community Service Assignments for participants. DLR staff will be familiar with the ethnic, racial, 
and cultural mix of the older adult populations within their service areas to ensure recruitment efforts include potential 
participants of all background, DLR will strive to have the number of minority participants enrolled to be proportion to 
the general population. 
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GRIEVANCES 
 
To address a grievance regarding DLR’s workforce services that is not discriminatory in nature, an individual should 
contact a DLR SCSEP Team Manager by calling (605) 773.3372. 
 
 
 

20 CFR §641.200, 210  
§641,641.520, 535, 540, 545, 550  

§641.565, 577, 910 
TEGL 29-07 
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