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PART I 
 The Benefits of Earned Benefits  
 

Why workplace 

outreach makes a 

difference  



 

 
 
 
 
 
 

Defending the Frontline: The  
Economic Crisis and Support for 
Working Families  
 
In the human service sector alone there are over 
three million direct care or frontline workers.  
These are the people who often serve as the 
primary point of contact for clients and  
constituents and in many ways make up the 
backbone of our organizations.  They are the 
health aides in nursing homes who act as  
caregivers to the elderly.  They are the childcare 
or youth workers helping to nurture young  
children or working with homeless young people 
in shelters.  And, they are also the custodial and 
food service workers who staff our buildings and 
help to ensure that internal workplace  
operations are running smoothly. 
 
Frontline workers are often the lowest paid  
workers in nonprofit organizations.   And while 
the work may be rewarding, this also means that 
out of all the members on our teams, managing 
financially can be the greatest challenge for 
them.  One change in a household, like having a 
spouse lose a job, may be enough to push a 
lower-wage employee and his or her family into 
financial instability.  
 
Given the economic crisis, with unemployment 
ǊŀǘŜǎ ƛƴ ǘƘŜ ŘƻǳōƭŜ ŘƛƎƛǘǎΣ ƛǘΩǎ ƴƻǘ ǳƴǘƘƛƴƪŀōƭŜ 
that many of our frontline employees are finding  
themselves in this precarious financial position.  
They may also be one of the millions of  
Americans at-risk for losing their homes ς 
ǿƘŜǘƘŜǊ ƛǘΩǎ ōŜŎŀǳǎŜ ǘƘŜȅ ŎŀƴΩǘ ŀŦŦƻǊŘ ǘƻ ōŜ Ǉŀȅ 
their mortgage or are facing eviction because 
their landlord has lost the property to  
foreclosure.  This not only means that caring for 
their families is more and more of a challenge,  
 

 
 
 
 
 
 
 

but that performing well at work may also be 
ƛƴŎǊŜŀǎƛƴƎƭȅ ŘƛŦŦƛŎǳƭǘΦ  CƻǊ ǘƘƛǎ ǊŜŀǎƻƴΣ ƛǘΩǎ  
essential that nonprofit workplaces ensure that 
they help to provide economic supports to their 
frontline employees. 
 

Bridging the Gap: Family Success 
Through Earned Benefit Access  
 
Earned benefits and other income supports are 
one of the types of supports that can be a  
crucial way for lower-income workers and their 
families ς or anyone having trouble covering 
basic expenses ς to achieve financial stability by  
bridging the gap between their income and 
budgetary needs.   
 
Connecting employees with earned benefits not 
only means helping them to make ends meet, 
but enables greater personal, family, and  
community success as well.   
 
CƻǊ ƛƴǎǘŀƴŎŜΣ ƭŜǘΩǎ ǘŀƪŜ ŀ ǉǳƛŎƪ ƭƻƻƪ ŀǘ ŀ  
hypothetical situation. Keri is a single mother 
with two children.  She makes $8 an hour  
working as a caregiver at a residential senior  
community, barely earning $1150 a month ς 
this means she needs almost $600 more just to 
exceed the US poverty threshold for a family of 
three.  After receiving $200 a month in state 
sponsored childcare subsidies, $250 in Food 
Stamps, $50 for energy assistance, and another 
$400 in tax credits, however, her new monthly 
income will be closer to $2050, including cash, 
subsidies and in-kind services.  Not only will she 
now be able cover her basic bills and  
provide her children with healthy foods, but 
she may even have some money left over to 
put towards other expenses.  

 
 

Earned Benefits  
Do Matter   

 



 
Having this kind of  
income boost can also make 
raising her family a different 
ŜȄǇŜǊƛŜƴŎŜ ŦƻǊ YŜǊƛΦ  {ƘŜΩƭƭ ƴƻǿ 
be better able to enjoy time 
ǿƛǘƘ ƘŜǊ ƪƛŘǎΣ ǿƘŜǘƘŜǊ ƛǘΩǎ ŀǘ 
home or by getting more  
involved with the parent 
teacher association at their 
ǎŎƘƻƻƭΦ  {ƘŜΩƭƭ ŀƭǎƻ ōŜ ƭŜǎǎ 
stressed and more focused 
when she comes to work,  
making her better able  to  
provide for the seniors at the 
facility.  And, over all, Keri may 
find her personal and  
professional life to be more  
satisfying and less taxing.  
 

The Business Case: A 
Stronger Workforce is a 
Stronger Workplace 
 
Earned benefits are also  
essential for workplace success.   
In addition to demonstrating a commitment to 
valuing your workforce, benefits access means 
having financially stable employees ς in other 
words, increased retention, low rates of  
absenteeism, and overall higher productivity and 
worker commitment.    
 
If an employee has no way to pay for medical 
ŎŀǊŜ ƻǊ ŎŀƴΩǘ ŀŦŦƻǊŘ ǘƻ Ǉŀȅ ŦƻǊ ƘŜŀƭǘƘȅ ŦƻƻŘǎΣ ǘƘƛǎ 
means that they will be more susceptible to  
getting sick and may be out of work more often.  
They may also have to skip out on work to care 
ŦƻǊ ŀƴ ƛƭƭ ŎƘƛƭŘΦ  hǊ ƛŦ ǘƘŜȅΩǊŜ ǎǘǊǳƎƎƭƛƴƎ ŦƛƴŀƴŎƛŀƭƭȅ 
the burden may also take a toll on their mental 
or physical health, making them less willing or 
able to give 100% in the workplace. 
 
The challenge here, however, is finding a way to 
economically support lower-wage employees in 
ŀ ǿŀȅ ǘƘŀǘ ŘƻŜǎƴΩǘ ƻǾŜǊŜȄǘŜƴŘ ƻǊƎŀƴƛȊŀǘƛƻƴŀƭ  

budgets ς with many funding streams cut,  
ƛƴŘƛǾƛŘǳŀƭ ǿƻǊƪƛƴƎ ŦŀƳƛƭƛŜǎ ŀǊŜƴΩǘ ǘƘŜ ƻƴƭȅ ƻƴŜǎ 
who have been impacted by the current  
economic climate.  One straightforward  
solution to this is to connect lower-income  
employees with earned benefits and other  
public support programs that can help to boost 
ŀ ŦŀƳƛƭƛŜǎΩ ƛƴŎƻƳŜ ŀƴŘ ǘƻ Ǉŀȅ ŦƻǊ ƘŜŀƭǘƘȅ ŦƻƻŘǎ 
or medical care ς at little or no cost to an  
organization. 

 
 



Understanding how eligible candidates can apply 
for benefits is the first step to connecting  
employees with these types of economic  
supports.  Knowing about the different methods 
for accessing benefits can also help to explain 
ǿƘȅ ƛǘΩǎ ǎƻ ƛƳǇƻǊǘŀƴǘ ǘƻ Řƻ ōŜƴŜŦƛǘǎ ƻǳǘǊŜŀŎƘ ƛƴ 
the workplace.   
 
There are several ways for workers to access 
earned benefits and enroll in assistance  
programs.  In general, there are four primary  
methods for doing so:  1. Directly through  
individual assistance programs or agency offices.  
2. Independently through the web, using self-
guided online applications and screening tools 
that cover multiple benefits 3. With assistance 
ŦǊƻƳ ƛƴǘŜǊƳŜŘƛŀǊȅ άƻƴŜ ǎǘƻǇέ ōŜƴŜŦƛǘǎ  
counselors.  4. Other types of benefit referral 
systems. 

 

Ò Direct application through a program or 
agency 

 
Potential applicants go directly to the local 
branch office to apply on-site with agency  
eligibility counselors.  In this case, applicants 
need to apply to each assistance program 
separately.  Application forms also tend to 
be available online; however, normally  
programs require applicants to fax, email or 
bring the form into the office directly and 
ŘƻƴΩǘ ŀŎŎŜǇǘ ƻƴƭƛƴŜ ǎǳōƳƛǎǎƛƻƴǎΦ   
 

Ò Independently accessed online screening 
and referral tools 

 
In addition to finding individual applications 
online there are numerous online screening 
tools that enable potential applicants to 
quickly ς and with relative ease ς determine 
if they are eligible for multiple benefits at 

once.  Tools like these include b/h!Ωǎ  
Benefits CheckUp and !!wtΩǎ .ŜƴŜŦƛǘǎ 
QuickLink as well as state sponsored sites 
like ACCESS NYC and COMPASS (PA).  In  
order to complete the application, the  
potential recipient will still need to print and 
send out the necessary forms.   
 

Ò !ǎǎƛǎǘŀƴŎŜ ŦǊƻƳ άƻƴŜ ǎǘƻǇέ ōŜƴŜŦƛǘǎ  
counselors 
 
There are several ways for applicants to 
ǿƻǊƪ ǿƛǘƘ άƻƴŜ ǎǘƻǇέ ōŜƴŜŦƛǘǎ ŎƻǳƴǎŜƭƻǊǎ 
who can guide them through the entire  
application process ς from screening to  
application submission.   Unlike working 
with counselors at individual agencies,  
however, these counselors provide an  
integrated approach to benefits access that 
walks the applicant through multiple  
applications simultaneously.  Levels of  
assistance (i.e. which benefit applications 
are available; how comprehensive the  
assistance is; etc.) varies by program.   
 
{ŜŜŘŎƻΩǎ 9ŀǊƴ.ŜƴŜŦƛǘǎ screening program, 
the Benefit Bank, and Single Stop USA all 
provide on-site assistance through  
counselors that use online screening tools as 
well as additional resources to help potential 
applicants to apply for numerous benefits 
and programs.  These sites are currently only 
available in a limited number of locations.  
 

Ò Other benefits referral systems 
 

In addition to the online screening tools and 
άƻƴŜ ǎǘƻǇǎέ ǘƘŜǊŜ ŀǊŜ ŀƭǎƻ ƻǘƘŜǊ ƪƛƴŘǎ ƻŦ 
multi-benefit referral systems. 211 is a 
phone referral system sponsored by United 
Way of Worldwide (UWW) and the Alliance  

Accessing  
Earned Benefits  

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

for Information and Referral Systems (AIRS) 
ǘƘŀǘ ƛǎ ǎƛƳƛƭŀǊ ǘƻ ǘƘŜ άƻƴŜ ǎǘƻǇέ ōŜƴŜŦƛǘǎ ǎƛǘŜǎΦ  
Individual call center counselors work directly 
with applicants to find out information on 
multiple benefit programs and local services, 
including programs not included by the other 
access resources such as job referrals. 211 
does not, however, provide face-to-face  
application assistance ς applicants will still 
need to fill out and send in the forms or visit 
specific agency offices to complete the  
process.  211 currently offers partial and full 
coverage in 46 states.  

 

HR and Improving Benefits Access 
 
The fact of the matter is that even with the 
many ways to access earned benefits and  
income supports, countless eligible candidates 
ŀǊŜƴΩǘ ŎƭŀƛƳƛƴƎ ǘƘŜƳΦ  9ǾŜǊȅ ȅŜŀǊ ƭƛǘŜǊŀƭƭȅ ōƛƭƭƛƻƴǎ 
of dollars in tax credits and public funds go  
unused.  This means that millions of Americans 
are failing to access financial supports and  
benefits available to them. 
 
In part, this is due to the complexity of applying 
for these earned benefits and the limits to the 
ŀǾŀƛƭŀōƭŜ ƳŜǘƘƻŘǎ ŦƻǊ ŀŎŎŜǎǎƛƴƎ ǘƘŜƳΦ  LǘΩǎ ŀƭǎƻ 
due to a continued stigma associated with them.   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Yet, the reality is, they are critical income  
supports that can mean the difference between 
being able to sustain a family and being  
incapable of doing so ς ŀƴŘ ǘƘŜȅΩǊŜ ōŜƛƴƎ ƭŜŦǘ ƻƴ 
the table.   
 
With over 7.6 million families living in poverty 
and that number growing due to rising  
unemployment, home foreclosure, and  
depleted assets, it is especially vital to ensure 
that earned benefits are readily available and 
ǳǘƛƭƛȊŜŘ ŘǳǊƛƴƎ ǘƘŜǎŜ ƘŀǊŘ ǘƛƳŜǎΦ  LǘΩǎ ŀƭǎƻ  
essential that the 3 million-plus frontline human 
service workers ς many of whom are low-wage 
ς are among those who have access to these 
kinds of supports. 
 
 The task at hand then, is to simplify the  
process for frontline workers by educating them 
about the kinds of benefit programs out there, 
ways to apply for them, and why they can serve 
as vital supports.  HR professionals, supervisors, 
and other managers and key staff are in the 
perfect position to do this.  With the proper 
kind of outreach materials and training on 
earned benefits, they can easily help to  
support frontline workers and their families.   

 

 



¢ƘŀǘΩǎ ǿƘŜǊŜ ǘƘƛǎ ǘƻƻƭƪƛǘ ŎƻƳŜǎ ƛƴ ς everything 
you need to do this kind of work is ready for use 
in one easy-to-use guide ς from a quick  
reference guide to workplace posters.  In the 
ŦƛǊǎǘ ǎŜŎǘƛƻƴ ǿŜΩǾŜ Ǉǳǘ ǘƻƎŜǘƘŜǊ ŀ άŎƘŜŀǘ ǎƘŜŜǘέ 
section that gives you all the basics.  This way if 
an employee comes into your office looking for 
ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳΩƭƭ ōŜ ŀōƭŜ ǘƻ ǉǳƛŎƪƭȅ ŦƭƛǇ ƻǇŜƴ 
the manual and tell them about the different 
possible support programs. 
 
The second section goes into more detail and 
actually includes a one year plan for doing  
workplace outreach.  It breaks up the outreach 
into three different topical segments: 
 
× January to April ς Tax credits  
 
× May to August ς Health and Nutrition  

Benefits  
 

× September to December ς Home and 
Family   

 
This section provides in-depth information on 
eligibility requirements, application procedures, 
and other talking points.  It also includes all the 
ƳŀǘŜǊƛŀƭǎ ȅƻǳΩƭƭ ƴŜŜŘ ŦƻǊ ǿƻǊƪǇƭŀŎŜ ŘƛǎǘǊƛōǳǘƛƻƴ  
such as paycheck stuffers, fliers, and posters.   
 
 
 
 
 
 
 
 
 
 

hŦ ŎƻǳǊǎŜΣ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ Ŧƻƭƭƻǿ ǘƘŜ  
ŎŀƭŜƴŘŀǊ  ǿŜΩǾŜ ƭŀƛŘ ƻǳǘ ς you can follow  
whatever outreach strategy best meets your  
ƻǊƎŀƴƛȊŀǘƛƻƴŀƭ ŀƴŘ ŜƳǇƭƻȅŜŜ ƴŜŜŘǎΦ  ¢ƘŀǘΩǎ 
ǿƘȅ ǿŜΩǾŜ ŀŘŘŜŘ ǎƻƳŜ ŀŘŘƛǘƛƻƴŀƭ ōŜƴŜŦƛǘ  
information that you choose to incorporate 
into your programming.  And in the last  
ǎŜŎǘƛƻƴǎ ǿŜΩǾŜ ƛƴŎƭǳŘŜŘ ƳƻǊŜ ǘƛǇǎ ŀƴŘ  
strategies for doing workplace outreach as well 
as a list of other important earned benefit  
informational resources.  

 
 

 
 
 

 

 
 

 
 
 

 

ABOUT THIS  
TOOLKIT 

So, take advantage of this 
toolkit, and start strengthen-
ing your workplace by con-
necting your employees and 
their families with earned 
benefits today! 

 



PART II 
Earned Benefits 101  

 

All you really need 
to know to  
promote benefits 
in your workplace  



While having an in-depth understanding of the range of economic supports and 
earned benefits available to frontline employees is ideal, the reality of the situation 
is that HR professionals and other managers simply do not have the time to learn 
ŀƭƭ ǘƘŜ ƛƴǎ ŀƴŘ ƻǳǘ ƻŦ ǘƘŜ Ƴŀƴȅ ǇǊƻƎǊŀƳǎ ƻǳǘ ǘƘŜǊŜΦ   ¢ƘŀǘΩǎ ǿƘȅ ƛǘΩǎ ŜǎǎŜƴǘƛŀƭ ǘƘŀǘ 
they have immediate access to an easy-to-use reference guide.  For this reason, 
this section provides a quick overview of all the most basic information to start 
connecting your employees with public benefits. 



TAX CREDITS 
 
Earned Income Tax Credit 
Up to $5666 in cash for eligible families, simply by 
filing taxes. 
 
Child Tax Credit 
Up to $1000 per qualifying child for any worker who 
earned more than $3000 in 2010. 
 
Child and Dependent Care Credit 
Up to $2100 in non-refundable credits (credits  
applicable to taxes owed as opposed to cash back) for 
workers who pay for caregiver expenses. 
 
American Opportunity Tax Credit (Formerly the 
Hope Credit) 
Educational credit for tuition and expenses for  
undergraduate students worth up to $2500. 
 
For more information on tax credits and tax  
preparation assistance call: 1-800-829-1040 or visit 
the IRS site: www.irs.gov  

 

NUTRITION AND HEALTH BENEFITS 
 
Supplemental Nutritional Assistance Program 
(Formerly known as Food Stamps) 
Enables lower-income families to buy healthy foods 
ǘƘǊƻǳƎƘ ǳǎŜ ƻŦ ŀƴ ά9ƭŜŎǘǊƻƴƛŎ .ŜƴŜŦƛǘǎ ¢ǊŀƴǎŦŜǊέ ŎŀǊŘ 
that works like a debit card and can be used at most 
grocery stores. 
 
For more information on SNAP call: 1-800-221-5689 
or visit the USDA SNAP site: www.fns.usda.gov/FSP  
 
Women, Infants, and Children  
Helps to cover nutritional and health needs for low-
income women with young children. 
 
For more information on WIC call: 1-703-305-2286 or 
visit the official WIC website: www.fns.usda.gov/wic/ 

 
 

/ƘƛƭŘǊŜƴΩǎ IŜŀƭǘƘ LƴǎǳǊŀƴŎŜ tǊƻƎǊŀƳ 
State-based program that helps families who earn up 
to $44,500 annually to pay for medical care for  
children under 18. 
 
Medicaid 
Health insurance program that enables low-income 
people to pay for some, or all, of their medical bills.   
 
For more information on CHIPS and Medicaid call:  
1-877-KIDS-NOW or visit: www.insurekidsnow.gov  

 

BENEFITS FOR THE HOME 
 
Low-Income Home Energy Assistance Program 
Helps low-income families pay for basic household 
heating or cooling expenses and home  
weatherization. 
 
For more information on LIHEAP call: 1-866-674-6327 
or visit the National Energy Assistance Referral  
service page: liheap.ncat.org/referral.htm  
 
Foreclosure Assistance Programs 
Programs that are part of Making Home Affordable 
Program such as a Hope for Homeowners, the Home 
Affordable Modification Program (HAMP), and the 
Home Affordable Refinance Program (HARP), help 
eligible homeowners modify loans or refinance their 
ƳƻǊǘƎŀƎŜǎ ǎƻ ǘƘŀǘ ǘƘŜȅΩǊŜ ƳƻǊŜ ŀŦŦƻǊŘŀōƭŜΦ 
 
For more information call: 1-888-995-HOPE or visit 
the HAMP site: www.makinghomeaffordable.gov   
 
Rental Assistance 
The US Department of Housing and Urban  
Development also supports renters by providing safe,  
affordable rental options.  Some of the major  
programs include: privately owned subsidized  
housing; Public Housing; and Housing Choice Voucher 
Program (Section 8). 
 
To find out more call: 1-800-569-4287 or visit:  
portal.hud.gov 

 THE CHEAT SHEET 
A Checklist of Earned Benefits 
and Work Support Programs 

http://www.irs.gov/newsroom/article/0,,id=177051,00.html
http://www.fns.usda.gov/FSP
http://www.fns.usda.gov/wic/aboutwic
http://www.insurekidsnow.gov
http://liheap.ncat.org/referral.htm
http://www.makinghomeaffordable.gov
portal.hud.gov/portal/page/portal/HUD/topics/rental_assistance


SAVE THE DATE 
FEDERAL BENEFITS CALENDAR 

January 
Include tax credits and benefits education materials in paychecks and when distributing W-2 forms.  
Begin educating employees about EITC and CTC through staff meetings and posted materials. 
 

February 
The peak number of tax refund claims are filed this month, and VITA sites are beginning to open. 
 

March 
Make your final informational push before tax deadlines! Promote tax credits/federal benefits,  
advertise VITA site center locations, and sign up new Advance EITC filers. 
 

April   
After the April 15th ŘŜŀŘƭƛƴŜ ƛǎ ǇŀǎǘΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ǘǳǊƴ ȅƻǳǊ ŀǘǘŜƴǘƛƻƴ ǘƻ ǇǊƻƳƻǘƛƴƎ ŀ ƘŜŀƭǘƘȅ  
workplace.  Take down the posters related to tax credits and start putting up posters related  
medical or nutrition benefits. 

 
May-July 
Rev up your health benefits outreach by distributing paycheck stuffers and offering information 
sessions about programs like SNAP, WIC, CHIPs and Medicaid.  You can also get creative and find 
other fun ways to educate your employees.  One possibility is to sponsor a healthy food day ς offer 
nutritious and tasty snacks in the break room as you hand out informational materials. 
 

August 
Time to transition again to the next benefit segment.  Begin switching out posters on health  
benefits to benefits related to the home, like LIHEAP.  If possible, start letting employees know 
about any programs, information sessions or special events you may be doing during the upcoming 
months. 
 

September to December 
Along with promoting LIHEAP or other home-related programs like foreclosure assistance, you can 
also make this next segment all about personal and family life by providing information on benefits 
for families with children or for people with disabilities. 
 
One way to do this is to focus each month on a different topic:  September could be for families 
with children heading back to school; October ς National working families month ς could be for 
other family programs such as adoption assistance; November could celebrate veterans and people 
ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎΤ ŀƴŘ 5ŜŎŜƳōŜǊ ǿƘŜƴ ƛǘΩǎ ƎŜǘǘƛƴƎ ŎƻƭŘ ŀƴŘ ŜǾŜǊȅ ƻƴŜ ƛǎ ǘƘƛƴƪƛƴƎ ŀōƻǳǘ ǘƘŜ ƘƻƭƛŘŀȅǎ 
can be about heating and foreclosure assistance. 



 

APPLICATION  
ESSENTIALS 

Types of documents and information required by most programs 
 

X Proof of identity: Birth certificate, Drivers license, Other Photo ID, US Passport, Visa, 
Resident alien card 

 
X Proof of legal residency and work status: Social security number, Taxpayer  
 Identification Numbers (ITINs) 
 
X Proof of residency: Rent or mortgage receipts, Lease, Utility bills (gas, oil, electric), 

Homeowners or renters insurance 
 
X Proof of income: Pay stubs, 2009 Tax return, W-2 from all jobs, 1099 form for any 

other income, Social Security award letter 
 
X Proof of disability: Letter from Social Security 
 
X Proof of medical expenses not covered by health insurance: Prescriptions, Co-

payment receipts 
 
X Proof of other expenses: Tuition bill/official course enrollment form, car payment  
 receipts, childcare bills, etc. 
 
X Other documents:  Statements received from a mortgage company during 2010; any 

IRS notices received during 2010; Utility termination notice 
 
 
 
 
 
 

 

Note: As criteria for eligibility vary by program, most applications do not require benefit enrollees to 
have all of this material.  Applicants should check which of these documents they will need before the  
enrollment interview.  



PART III 
Stronger Families and a Stronger 

Workplace in Twelve Months  

A year -long plan 
for Earned Benefit 
Outreach  



In this section of the toolkit, you can find everything you need to implement a one year 
benefits outreach and education program in your workplace. This can include easy  
actionable steps like distributing the paycheck stuffers and putting up the workplace 
ǇƻǎǘŜǊǎ ǿŜΩǾŜ ǇǊƻǾƛŘŜŘ ƻǊ ǘŀƪƛƴƎ ȅƻǳǊ ƻǳǘǊŜŀŎƘ ǘƻ ǘƘŜ ƴŜȄǘ ƭŜǾŜƭ ŀƴŘ ǳǎƛƴƎ ǘƘŜ  
information in the toolkit to provide a short information session for employees. Follow 
ǘƘŜ ǎŎƘŜŘǳƭŜ ǿŜΩǾŜ ǎŜǘ ǳǇΣ ƻǊ ǇƛŎƪ ŀƴŘ ŎƘƻƻǎŜ ŦǊƻƳ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ǊŜǎƻǳǊŎŜǎ ǿŜΩǾŜ 
put together in this kit to design your own program.  You can also just use the toolkit as a 
ǊŜŦŜǊŜƴŎŜ ƎǳƛŘŜ ǎƻ ǘƘŀǘ ȅƻǳΩǊŜ ǇǊŜǇŀǊŜŘ ǘƻ ǘŀƭƪ ǘƻ ŜƳǇƭƻȅŜŜǎ ƛŦ ǘƘŜȅ ŎƻƳŜ ƛƴ ǿƛǘƘ  
ǉǳŜǎǘƛƻƴǎΦ  ¢ƘŜ ƛƳǇƻǊǘŀƴǘ ǘƘƛƴƎ ƛǎ Ƨǳǎǘ ǘƻ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ȅƻǳΩǊŜ ǊŜŀŘȅΣ ŀōƭŜ ŀƴŘ ŘƻƛƴƎ 
ǿƘŀǘ ȅƻǳ Ŏŀƴ ǘƻ ƘŜƭǇ ŎƻƴƴŜŎǘ ȅƻǳǊ ŦǊƻƴǘƭƛƴŜ ǎǘŀŦŦ ǿƛǘƘ ǘƘŜ ŦƛƴŀƴŎƛŀƭ ǎǳǇǇƻǊǘǎ ǘƘŀǘ ǘƘŜȅΩǾŜ 
earned. 



January to April:  
Credits that Count  

With April 15th as the deadline for filing taxes, it makes sense to focus your benefits educa-
tion on tax credits during the first part of the year.  Tax credits such as the Earned Income 
Tax Credit can be one of the most important economic supports for working families, po-
tentially boosting a household income by up to $5,666.  Helping employees to understand 
what the different credits are, and how to apply for them while filing taxes, is one of the 
best ways to financially support them and their families.   

Earned  Income Tax Credit (EITC) 
 

What it is: The Earned Income Credit (EITC) is a 
federal tax credit for low- and moderate-income 
workers that can be used to offset taxes owed or 
as an income supplement in the form of cash 
back. Simply by filling out an additional form 
while filing taxes, families who earn up to 
$48,000 annually may be eligible for as much as 
$5,666.   
 

Who it benefits: Workers raising children who 
earned less than about $48,000 in 2010 may be 
eligible for the EITC.  Workers not raising  
children who earned less than about $13,000  can 
also qualify. Even workers who owe no taxes may 
be able to receive the credits. 
 

²Ƙȅ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ŦƻǊ ǘƘŜ ǿƻǊƪǇƭŀŎŜΥ  The 
Earned Income Tax Credit is one of the most  
important financial supports available to lower-
income individuals and working families.   
Helping to ensure that your employees know 
about and file for the EITC can significantly boost 
their income ς ƛǘΩǎ ŀƭƳƻǎǘ ƭƛƪŜ ƳŀƪƛƴƎ ǎǳǊŜ ǘƘŜȅ 
get an annual bonus that can help them to cover 
their personal and family expenses.  Of all the 
public benefits out there, it may be the one that 
Ŏŀƴ ōŜǎǘ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜȅΩƭƭ ōŜ ōŜǘǘŜǊ ŀōƭŜ ǘƻ 
manage financially and better able to contribute 
to workplace success. 
 

How to help employees apply:  To claim the 
credits, eligible workers must file a tax return.   

{ƻΣ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ŜƴŎƻǳǊŀƎŜ ŜƳǇƭƻȅŜŜǎ ǘƻ ŦƛƭŜ 
ŜǾŜƴ ƛŦ ǘƘŜȅ ŘƻƴΩǘ ƻǿŜ ǘŀȄŜǎΦ  !ƭǎƻΣ ōŜ ǎǳǊŜ ǘƻ ƭŜǘ 
them know about Volunteer Income Tax  
Assistance (VITA). This IRS-sponsored program 
works with community organizations to provide 
tax preparation to low-income tax filers for free.  
You can get VITA site locations by calling the IRS 
at 1-800-829-1040.   
 

In addition, there are several websites you can 
direct them to or refer to yourself for more  
information on the EITC: 
 

¢ƘŜ bŀǘƛƻƴŀƭ IǳƳŀƴ {ŜǊǾƛŎŜ !ǎǎŜƳōƭȅΩǎ Bridging 
the Gap resource page includes a variety of  
important informational links on the EITC,  
ƛƴŎƭǳŘƛƴƎ ŀ ǘƻƻƭƪƛǘ ǘƘŀǘ ǿŜΩǊŜ Ŏƻ-sponsoring with 
Corporate Voices for Working Families, which 
specifically focuses on helping HR and employers 
to do EITC outreach in the workplace:  
www.nationalassembly.org/fspc/Bridging the 
Gap 
 
One of the primary sources of information is the 
official IRS website.  The site even includes a 
screening tool that can help potential recipients 
to determine if they should file for the credit:  
www.irs.gov 
 

And the Center on Budget and Policy Priorities 
has in-depth informational resources, including a 
complete toolkit for doing client and community 
EITC outreach: www.cbpp.org 

 

http://www.nationalassembly.org/fspc/BridgingTheGap.aspx
http://www.irs.gov/individuals/article/0,,id=96406,00.html
http://www.cbpp.org/research/index.cfm?fa=topic&id=27


Who is eligible for the EITC and how much is it worth? 
 
 
 

 
 
 
 
 
 
 
 
 

What counts as taxable income? 
 
¶ Wages, salaries, and tips 
¶ Union strike benefits 
¶  Long-term disability benefits received prior to minimum retirement age 
¶ Net earnings from self-employment 
¶ Gross income received as a statutory employee 

 
*Exception: Military combat pay is non-taxable earned income, up to the highest pay level for enlisted 
personnel.  
 

²Ƙƻ ƛǎ ŀ άvǳŀƭƛŦȅƛƴƎ /ƘƛƭŘέ ŦƻǊ ǘƘŜ 9L¢/Κ 
 
¶ Sons, daughters, stepchildren, grandchildren and adopted children 
¶ Brothers, sisters, stepbrothers, or stepsistersτas well as descendants of such relatives 
¶ Foster children who are placed with the worker by an authorized government or private 
 placement agency 

 
bƻǘŜΥ άvǳŀƭƛŦȅƛƴƎ ŎƘƛƭŘǊŜƴέ ƳǳǎǘΥ ƭƛǾŜ ǿƛǘƘ ǘƘŜ ǿƻǊƪŜǊ ŦƻǊ ƳƻǊŜ ǘƘŀƴ ƘŀƭŦ ƻŦ ǘƘŜ ȅŜŀǊΤ ōŜ ǳƴŘŜǊ ŀƎŜ мфΣ 
or under age 24 if they are full-time students (unless disabled); and have a valid SS#.   
 

What Information does a worker need to file for the EITC or when going to a VITA site?   
 
X A copy of 2010 tax return, if available 
X Social Security numbers for the worker, spouse and any children born before 
X 12/31/09 are needed to claim the EITC 
X W-н ŦƻǊƳǎ ŦǊƻƳ ŀƭƭ ƧƻōǎΦ LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƘŜ ²-2, bring final pay stubs, if available 
X 1099 forms for any other income 
X Statements received from a mortgage company during 2010 
X Any IRS notices received during 2010 
X Individual Taxpayer Identification Numbers (ITINs) documentation  
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Earned Income and adjusted gross income 
(AGI) must each be less than: 

Tax Year 2010 maximum credit: 
 

Ò $43,352 ($48,362 married filing jointly) 
with three or more qualifying children 

 

Ò $40,363 ($45,373 married filing jointly) 
with two qualifying children 

 

Ò $35,535 ($40,545 married filing jointly) 
with one qualifying child 

 

Ò $13,460 ($18,470 married filing jointly) 
with no qualifying children 

Ò $5,666 with three or more qualifying  
Children 
 

Ò $5,036 with two qualifying children 
 
 

Ò $3,050 with one qualifying child 
 
 

Ò $457  with no qualifying children 



 

How to Talk to Your Employees about the Earned Income Tax 
Credit 
 
Be prepared to answer the following commonly asked questions: 
 

How does the EITC work?   
 
Eligible workers can either pay less in taxes and/or get a check from the IRS.  All they have to do 
is file a Schedule EIC along with their other tax forms.  The one exception to this is for workers 
ǿƘƻ Řƻ ƴƻǘ ƘŀǾŜ ŀ άǉǳŀƭƛŦȅƛƴƎ ŎƘƛƭŘέ ς for them, the Schedule EIC is not required.  For this  
reason, workers planning to claim the credit who have children cannot use a form 1040EZ for 
their taxes, while a worker without children can. 
 

Does the EITC affect eligibility for other public benefits? 
 
The EITC does not count as income in determining eligibility for benefits like cash assistance 
όάǿŜƭŦŀǊŜέύΣ aŜŘƛŎŀƛŘΣ ŦƻƻŘ ǎǘŀƳǇǎΣ {{L ƻǊ ǇǳōƭƛŎ ƘƻǳǎƛƴƎΦ {ƻƳŜ ōŜƴŜŦƛǘ ǇǊƻƎǊŀƳǎ Ŏƻǳƴǘ ǎŀǾƛƴƎ 
the EITC as a resource under certain circumstances. 
 

Are there other refundable tax credits available to low and moderate-level income  
ǿƻǊƪŜǊǎ ǿƘƻ ŀǊŜƴΩǘ ǊŀƛǎƛƴƎ ŎƘƛƭŘǊŜƴΚ  
 
The American Recovery and Reinvestment Tax Act of 2009 (ARRA) established the Making Work 
Pay Credit (MWPC), which took effect in 2009. The MWPC is a new tax credit worth up to $400 
for individuals who earned up to $75,000 and $800 for married couples filing jointly who earned 
up to $150,000, regardless of whether or not they are raising children.  For most workers, this 
credit was already automatically added to their paychecks.  Workers who did not have any tax 
withheld in their pay or did not work enough weeks to receive all of the credit may have to claim 
it when filing. 

 

²ƘŀǘΩǎ ǘƘŜ ōŜƴŜŦƛǘ ƻŦ ƎƻƛƴƎ ǘƻ ŀ ±L¢! ǎƛǘŜΚ 
 

When your employees pay a tax-preparation company to get their refunds instantly, they may 
end up paying for high-interest, short-term loans (up to 300 percent when annualized) with  
finance charges and preparation fees.  This can significantly detract from the benefit of the 
credit.  Some check cashers, banks, and tax preparers offer holiday loans in anticipation of the 
EITC refund or they may offer refund debit cards, which may charge costly transaction fees.  By 
visiting a VITA center and waiting a few days longer for returns, employees can file for free and 
receive the full amount of their refunds.  Some VITA sites also provide information on additional 
federal benefits or help individuals to set up bank accounts. 
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Child Tax Credit (CTC) 

What it is:  The Child Tax Credit (CTC) is a  
federal tax credit worth up to $1,000 in 2010 
for each qualifying child under age 17 claimed 
ƻƴ ǘƘŜ ǿƻǊƪŜǊΩǎ ǘŀȄ ǊŜǘǳǊƴΦ  LŦ ǘƘŜ ŎǊŜŘƛǘ ƛǎ ƳƻǊŜ 
than the taxes owed by the parent or guardian, 
they can receive some or all of the balance as a 
refund, known as the Additional Child Tax 
Credit (ACTC) or refundable CTC. 
 
Who it benefits:  Any worker who has earned 
over $3000 in taxable income and has a  
qualifying child under the age of 17 may be  
eligible for the CTC. 
 
²Ƙȅ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ŦƻǊ ǘƘŜ ǿƻǊƪǇƭŀŎŜΥ  One of 
the greatest responsibilities a person can have 
is caring for their children.  Employees  
struggling to provide for their family financially 
may be finding it a challenge to live up to this 
responsibility, which can in turn affect their 
work performance as the burden becomes  
increasingly difficult to manage.  The Child Tax 
Credit is one of the federal programs  
specifically aimed at ensuring that working 
families with children are successful families. 
 

How to help employees apply:  As with the 
9L¢/Σ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ŜƴŎƻǳǊŀƎŜ ŜƳǇƭƻȅŜŜǎ ǘƻ 
file their taxes ς ƛŦ ǘƘŜȅ ŘƻƴΩǘΣ ǘƘŜȅ ǿƻƴΩǘ ōŜ 
eligible to receive the credit.  Most programs 
and resources such as the Volunteer Income 
Tax Assistance centers geared to connecting  
working families with the EITC will also help 
families to file for and claim the CTC.  You can 
get a listing for VITA site locations by calling the 
IRS at 1-800-829-1040.   
 
For more information on the CTC see IRS  
Publication 972, which includes credit eligibility 
requirements as well an example of how to fill 
out Schedule 8812 ς the form necessary to 
claim the CTC:  www.irs.gov/pub/irs-pdf/
p972.pdf 
 
The Center on Budget and Policy Priorities also 
has in-depth informational resources on the 
CTC included in their EITC outreach toolkit:  
www.eitcoutreach.org/   

http://www.irs.gov/pub/irs-pdf/p972.pdf
http://www.irs.gov/pub/irs-pdf/p972.pdf
http://www.eitcoutreach.org/
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Who can get the CTC and how much is it worth? 
 
Any worker can claim $1000 per qualifying child through the CTC if: 
 

Ò They have a qualifying child under age 17 

Ò They have taxable earned income above $3,000 

Ò They have either a Social Security number (SSN) or an Individual Taxpayer Identification 
Number (ITIN). 

 

What counts as taxable income? 
 

¶ Wages, salaries, and tips 

¶ Union strike benefits 

¶ Long-term disability benefits received prior to minimum retirement age 

¶ Net earnings from self-employment 

¶ Gross income received as a statutory employee 
 
*Combat pay is counted to determine eligibility for the CTC. 
 

²Ƙƻ Ŏƻǳƴǘǎ ŀǎ ŀ άǉǳŀƭƛŦȅƛƴƎ ŎƘƛƭŘέ ŦƻǊ ǘƘŜ /¢/Κ 
 

¶ Sons, daughters, stepchildren, grandchildren and adopted children 

¶ Brothers, sisters, stepbrothers, or stepsistersτas well as descendants of such relatives 

¶ Foster children who are placed with the worker by an authorized government or private 
placement agency 

 
Note: A child claimed for the CTC must be under age 17 at the end of 2010. The child must also live 
with the worker for more than half of the year in the U.S. and must be either a citizen or a resident 
alien. In addition, the child must have either a valid Social Security number or an Individual  
Taxpayer Identification Number (ITIN) and cannot provides more than one-half of his or her own 
support.  
 

What Information does a worker need to file for the EITC or when going to a VITA site?   
 

X A copy of 2009 tax return, if available 
X Social Security numbers for the worker, spouse and any children born before 
X 12/31/09 are needed to claim the EITC 
X W-н ŦƻǊƳǎ ŦǊƻƳ ŀƭƭ ƧƻōǎΦ LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƘŜ ²-2, bring final pay stubs, if available 
X 1099 forms for any other income 
X Statements received from a mortgage company during 2010 
X Any IRS notices received during 2010 
X Individual Taxpayer Identification Numbers (ITINs) documentation 



 

How to Talk to Your Employees about the Child Tax Credit 
 
Be prepared to answer the following commonly asked questions: 
 

How does the CTC work?   
 
Eligible workers can either pay less in taxes and/or get a check from the IRS.  All they have to do 
is file a Form 8812 along with their other tax forms.  Workers should not use a 1040EZ form 
when filing taxes if they plan to claim the CTC. 
 

Does the CTC affect eligibility for other public benefits? 
 
The CTC refund does not count as income in determining eligibility for any federal, state or local  
program benefits, such as food stamps, SSI, or child care, financed even in part by federal funds. 
Some benefit programs count saving the CTC as a resource under certain circumstances. 
 

Are there other child-related tax credits? 
 

The Child and Dependent Care Credit is a non-refundable credit for workers with a child or with a  
dependent with disabilities worth up to $2100.  For more information see the IRS Publication 503 
ά/ƘƛƭŘ ŀƴŘ 5ŜǇŜƴŘŜƴǘ /ŀǊŜ 9ȄǇŜƴǎŜǎέΥ  www.irs.gov/newsroom/ 
 

²ƘŀǘΩǎ ǘƘŜ ōŜƴŜŦƛǘ ƻŦ ƎƻƛƴƎ ǘƻ ŀ ±L¢! ǎƛǘŜΚ 
 

When your employees pay a tax-preparation company to get their refunds instantly, they may 

end up paying for high-interest, short-term loans (up to 300 percent when annualized) with  

finance charges and preparation fees.  This can significantly detract from the benefit of the 

credit.  Some check cashers, banks, and tax preparers offer holiday loans in anticipation of the 

EITC refund or they may offer refund debit cards, which may charge costly transaction fees.  By 

visiting a VITA center and waiting a few days longer for returns, employees can file for free and 

receive the full amount of their refunds.  Some VITA sites also provide information on additional 

federal benefits or help individuals to set up bank accounts. 
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http://www.irs.gov/newsroom/article/0,,id=106189,00.html


American Opportunity Tax Credit 
(AOTC τ formerly the Hope 
Credit) 
 
What it is: The American Opportunity Tax Credit 
(AOTC) helps low-income families and students 
who might not otherwise be able to attend  
college pay for tuition and education-related 
expenses such as books and course materials. 
The AOTC is partly refundable and is worth up to 
$2500. 
 
Who it benefits:  Students, or any filer who paid 
ŦƻǊ άŜŘǳŎŀǘƛƻƴ-ǊŜƭŀǘŜŘ ŜȄǇŜƴǎŜǎέ ŦƻǊ ŀ  
dependent or spouse, in their first four years of 
college who have earned up to $80,000 if filing 
singly or $160,000 if filing joint, are eligible for 
the credit. 
 
Why it matters in the workplace:  Paying for  
college can be a huge financial burden for many 
lower and moderate-income working families.  
The AOTC can assist working parents and  
guardians to put their children through college, 
enhancing their chances for success as working 
adults.  The credit can also help adult learners 
ǿƘƻ ŘƛŘƴΩǘ ǊŜŎŜƛǾŜ ŀ ŎƻƭƭŜƎŜ ŜŘǳŎŀǘƛƻƴ ǇǊƛƻǊ ǘƻ 
entering the workforce to return to school, 
ƳŜŀƴƛƴƎ ǘƘŀǘ ǘƘŜȅΩƭƭ ŀƭǎƻ ōŜ ōŜǘǘŜǊ ŀōƭŜ ǘƻ ƳƻǾŜ 
up the career ladder. 
 
 
 
 
 
 
 
 
 
 
 
 

 

How to help employees apply:   Like the EITC 
and CTC employees need to understand the  
importance of filing their taxes in order to 
claim the  AOTC. Most programs and  
resources such as the Volunteer Income Tax 
Assistance centers geared to connecting  
working families with the EITC and CTC will 
also help families to file for and claim the 
AOTC.  You can get a listing for VITA site  
locations by calling the IRS at 1-800-829-1040.   
 
There are also several websites you can refer 
to for additional information on the AOTC or 
that you can suggest an employee check out: 
 
The IRS has an FAQ page set-up for the AOTC 
which provides answers to some basic  
questions about the credit:   
www.irs.gov/newsroom/ 
 
IRS publication 970 is another useful guide to 
the AOTC and other education-related tax  
credits: www.irs.gov/publications/ 
 
The Center on Budget and Policy Priorities also 
has in-depth informational resources on the 
AOTC included in their EITC outreach toolkit:  
www.eitcoutreach.org/   

 

http://www.irs.gov/newsroom/article/0,,id=211309,00.html
http://www.irs.gov/publications/p970/index.html
http://www.eitcoutreach.org/
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Who is eligible for the AOTC and how much is it worth? 
 
The AOTC is available for students who are in their first four years of college who are pursuing an 
undergraduate degree and enrolled at least half-time. Students are not eligible if they have been 
convicted for any drug-related felonies.  Students and their guardians filing for the credit may be  
ŜƭƛƎƛōƭŜ ŦƻǊ ǘƘŜ !h¢/ ƛŦ ǘƘŜȅ ǇŀƛŘ ŦƻǊ άǉǳŀƭƛŦȅƛƴƎ ŜŘǳŎŀǘƛƻƴŀƭ ŜȄǇŜƴǎŜǎέ ŀƴŘ ŜŀǊƴŜŘ ǳǇ ǘƻ ϷулΣллл 
for single filers and $160,000 for married filers. 
 
Eligible recipients can earn up to $2500, however, only 40% of what they are granted is available as 
a refundable credit. 
 

²Ƙŀǘ Ŏƻǳƴǘǎ ŀǎ ŀ άǉǳŀƭƛŦȅƛƴƎ ŜŘǳŎŀǘƛƻƴ ŜȄǇŜƴǎŜέΚ 
 
Qualified Educational Expenses for the AOTC Include: 
Tuition ς the amount of tuition after tax-free contributions have been subtracted, such as: 
 

¶ Scholarships 

¶ Fellowships 

¶ Pell Grants 

¶ Employer Assistance 

¶ Veterans Assistance 
 
Course-related materials, whether or not they are required for enrollment at an educational  
institution. The following are not qualifying expenses: insurance, medical expenses, room and 
board, transportation, other living or family expenses, and childcare. 

 
What counts as an eligible educational institution? 
 
Eligible Educational Institutions include: 

 
¶ Colleges, universities, vocational schools 
¶ Accredited schools eligible to participate in Student Aid programs of the U.S. Department 

of Education 
 

What Information does a worker need to file for the AOTC or when going to a VITA site?   
 
X A copy of 2009 tax return, if available 
X Social Security numbers for the worker, spouse and any children born before  12/31/10 are 

needed to claim the EITC 
X W-н ŦƻǊƳǎ ŦǊƻƳ ŀƭƭ ƧƻōǎΦ LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƘŜ ²-2, bring final pay stubs, if available. 
X 1099 forms for any other income 
X Statements received from a mortgage company during 2010 
X Any IRS notices received during 2010 
X Individual Taxpayer Identification Numbers (ITINs) documentation 
X Proof of payment for educational expenses and/or tuition. 



 
 
 
 
 
 
 
 
How to Talk to Your Employees about the American Opportunity 
Tax Credit 
 
Be prepared to answer the following commonly asked questions: 
 

How does the AOTC work?   
 
Eligible students or guardians and parents paying or college-related expenses can either pay less in 
taxes and/or get a check from the IRS worth 40% of the credit they are owed up to $1000.  All they 
have to do is file a Form 8863 along with either their 1040 or 1040A. 
 

What are some of the other education credits available? 
 

The Life Learning Credit is one of the other major credits to students and/or their guardians and 
spouses paying for education-related expenses.  This credit is available to any student pursuing 
any number of college classes related to job skill improvement and is worth up to $2000 for filers 
who earned less than $50,000 if filing singly and $100,000 if filing joint.  The credit is non-
refundable and can only be applied to reduction of taxes owed. 
 

What else should an applicant know? 
 

Eligible recipients will need to have proof of payment for tuition and other education-related  
expenses in order to file Form 8863. 
 
 

T
A

L
K

IN
G

 T
O

 E
M

P
L
O

Y
E

E
S

 



 

Supplemental Nutritional  
Assistance Program (SNAP -  
formerly known as Food Stamps) 
 
What it is: SNAP helps people afford groceries, 
through an Electronic Benefits Transfer (EBT) 
card that works like a debit card and can be used 
to buy food at over 171,000 food retail  
locations.  It is accepted at most grocery stores 
as well as many convenience stores and even 
ǎƻƳŜ ƭƻŎŀƭ ŦŀǊƳŜǊǎΩ ƳŀǊƪŜǘǎΦ  ¢ƘŜ ŀǾŜǊŀƎŜ 
monthly benefit for individuals is around $113 
and for households with children is close to 
$252. 
 
Who it benefits: Lower-income individuals and 
families are eligible to apply ς this includes both  
employed and unemployed, people with  
disabilities, seniors, and some resident aliens.   
 
Why it matters in the workplace: Healthier 
foods, means healthier bodies ς this means  
employees will miss fewer days from work and 
will have more energy to get the job done right.   
 
How to help employees apply: Make sure  
employees know the basics about SNAP ς you 
can offer them a toll free number to call or take 
it a step further and assist them in arranging an 
appointment at a local SNAP branch office.  To 
find the one nearest to your place of work, call  
1-800-221-5689.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can also encourage employees to visit the 
official SNAP website to access a location map as 
well as online application forms that they can 
print out and mail in or bring to the  
appointment: www.fns.usda.gov/FSP/ 
 
Alternatively, the AARP Foundation and the  
National Coalition on Aging SNAP Application 
Forms Services have interactive maps that allow 
ȅƻǳ ǘƻ ƭƻŎŀǘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ȅƻǳǊ ǎǘŀǘŜΩǎ 
SNAP program and to download the necessary 
application forms or apply online:  
www.benefitscheckup.org/snap.cfm  
 

May to August: 
Healthy Families, Healthy 

Workplaces 
 

Spring and summer are traditionally viewed as seasons for renewed health and vitality, 
making it the prefect time to shift gears and begin to focus on cultivating a thriving  
workplace.  Making sure that the members of your teams themselves are living healthy  
lifestyles is the first step to doing so. 

 

http://www.fns.usda.gov/FSP
http://www.benefitscheckup.org/snap.cfm


 

Who can get SNAP and how much is it worth? 
 
Eligibility requirements are determined by state, however, generally households have to meet  
income tests unless all members are receiving TANF, SSI, or in some places general assistance. 
Most households must meet both the gross and net income tests. 
 

 
 
In addition: 
 
Generally recipients between 18 and 50 who do not have any dependent children can get SNAP 
benefits only for 3 months in a 36-month period if they do not work or participate in a workfare or 
employment and training program.  And, with some exceptions, able-bodied adults between 16 
and 60 must register for work, accept suitable employment, and take part in an employment and 
training program.  All household members must provide a Social Security number or apply for one. 

 
What documents do applicants need to bring to a SNAP enrollment interview? 
 
Among others, materials may include: 

 
X Proof of identity: Birth certificate, Drivers license, Other Photo ID, US Passport, Visa,  
 Resident alien card 
X Proof of legal residency and work status: Social security number, Taxpayer Identification 

Numbers (ITINs) 
X Proof of residency: Rent or mortgage receipts, Lease, Utility bills (gas, oil, electric),  
 Homeowners or renters insurance 
X Proof of income: Pay stubs, 2009 Tax return, W-2 from all jobs, 1099 form for any other  
 income, Social Security award letter 
X Proof of disability: Letter from Social Security 
X Proof of medical expenses not covered by health insurance: Prescriptions, Co-payment  
 receipts 
X Proof of other expenses: Tuition bill/official course enrollment form, childcare bills, etc. 

Household Size Gross Monthly In-

come 

(130% poverty level) 

Net Monthly Income 

(100% poverty level) 

Maximum Allotment 

1 $1,174 $903 $200 

2 1,579 1,215 367 

3 1,984 1,526 526 

4 2,389 1,838 668 

5 2,794 2,150 793 

6 3,200 2,461 952 

7 3,605 2,773 1,052 

8 4,010 3,085 1,202 

For each additional  

member 

+406 +312 150 
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How to Talk to Your Employees about the Supplemental Nutri-
tional Assistance Program 
 
Be prepared to answer the following commonly asked questions: 

 
How does SNAP work? 
 
SNAP helps low-income households to pay for healthy foods with electronic benefits they can 
use like cash at most grocery stores.  Typically, in order to enroll applicants must go to the local 
SNAP office and fill out an application, which involves a face-to-face interview.  Some states 
allow you to download the form and simply fax it to the local office or to submit it online.  In 
most cases, benefits will be available within 30 days after filing the application. 
 

What foods are eligible for purchase with SNAP benefits? 
 
Households CAN use SNAP benefits to buy: 
 

¶ Breads and cereals 

¶ Fruits and vegetables 

¶ Meats, fish and poultry 

¶ Dairy products 

¶ Seeds and plants which produce food for the household to eat. 
 

Households CANNOT use SNAP benefits to buy: 
 

¶ Beer, wine, liquor, cigarettes or tobacco 

¶ Pet foods 

¶ Soaps, paper products 

¶ Household supplies 

¶ Vitamins and medicines 

¶ Food that will be eaten in the store 

¶ Hot foods 
 

Where can the electronic benefits transfer (EBT) card be used? 
 
EBT cards can be used at most grocery stores or convenience stores or places where foods can 
be purchased, including an increasing number of farmers markets. They are also good for use 
in all states as well as the District of Columbia, Guam, and the U.S. Virgin Islands, regardless of 
where a recipient submits the initial application. 
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 Women, Infants, and 
Children Program 
(WIC) 
 
What it is: The WIC Program 
helps to cover nutritional and 
other health needs for low-
income women with children 
by helping them to pay for 
healthy groceries, providing 
nutrition education and  
counseling, and offering  
screening and referrals to 
other health, welfare and  
social services at WIC clinics. 
 
Who it benefits:  WIC serves 
lower-income mothers, 
women who are pregnant,  
infants, and children up to five 
years of age.  Typically, for a 
family of four, the income limit 
is around $40,000 and in most 
cases, potential applicants 
must be assessed by a health 
professional to determine if 
they are at nutritional-risk 
(such as underweight or  
anemic) in order to receive assistance.   
 
Why it matters in the workplace:  Along with  
ensuring that the mothers on your teams are 
healthy, supporting working mothers and their 
spouses is an essential way to demonstrate your 
ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŎƻƳƳƛǘƳŜƴǘ ǘƻ ŦŀƳƛƭȅ  
strengthening and maintaining a caring work  
environment.  Doing so will help to cultivate a 
healthy and thriving community in the  
workplace. 
 
How to help employees:  Encourage employees 
with very young children or who may qualify to 
learn more about the program.  They can either  

 
contact the USDA Food and Nutrition Service  
Public Information Staff at 1-703-305-2286 or 
find a regional office through the online look-up 
at: www.fns.usda.gov/wic/ 
 
 
The official WIC website also provides detailed 
information on the program, including eligibility 
requirements and details on how to apply: 
www.fns.usda.gov/wic/aboutwic/ 

http://www.fns.usda.gov/wic/Contacts/ContactsMenu.HTM
http://www.fns.usda.gov/wic/aboutwic/


 

Who can get WIC? 
 
Women who are pregnant, recently gave birth (up to six months post-partum), or are nursing (up 
ǘƻ ǘƘŜ ƛƴŦŀƴǘΩǎ ŦƛǊǎǘ ōƛǊǘƘŘŀȅύ ŀƴŘ ƛƴŦŀƴǘǎ ƻǊ ŎƘƛƭŘǊŜƴ ǳǇ ǘƻ ŦƛǾŜ ȅŜŀǊǎ ƻŦ ŀƎŜ Ƴŀȅ ōŜ ŜƭƛƎƛōƭŜ ƛŦ ǘƘŜȅ 
are deemed to be at a nutritional-risk and meet the following income-limits: 
 

                                   
 
Note: In addition, certain applicants can be determined income-eligible for WIC based on their  
participation in certain programs such as SNAP, Medicaid, Temporary Assistance for Needy  
Families, and other State-administered programs. 
 

What information does an eligible mother or child need in order to enroll?  
 
Among other materials, potential recipients may be asked to bring the following materials to the 
interview: 
 

X Proof of identity: Birth certificate,  
 Drivers license, Other Photo ID, US 
Passport, Visa, Resident alien card 

X Proof of residency: Rent or mortgage 
receipts, Lease, Utility bills (gas, oil, 
electric), Homeowners or renters  

         insurance 
X Proof of income: Pay stubs, 2009 Tax 

return, W-2 from all jobs, 1099 form 
for any other income, Social Security 
award letter 

 

Household Size Annual Income Limit 

1 $20,036 

2 26,955 

3 33,874 

4 40,793 

5 47,712 

6 54,631 

7 61,550 

8 68,469 

Any additional 

members 
+6,919 
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How to Talk to Your Employees about the Women, Infant, Children 
Program 
 
Be prepared to answer the following commonly asked questions: 
 

 How does WIC work? 
 

In order to receive assistance through WIC a potential applicant must first see a health  
professional who can determine if they are at nutritional-risk.  This can be done at a WIC clinic or 
another health facility.  Applicants must also make an appointment with a local eligibility  
counselor in order to complete the necessary forms.  Once determined to be eligible a qualifying 
mother or child can receive WIC support and services for between six months and one year before 
they need to re-apply. 
 

Where can an enrollee go for WIC services? 
 

There are over 10,000 clinic sites through the United States  and US territories. The sites include: 
 

¶ Hospitals 

¶ Mobile clinics (vans) 

¶ Community centers 

¶ Schools 

¶ Public housing sites 

¶ Migrant health centers and camps 

¶ Indian Health Service facilities 

 
What are some of the kinds of nutritional benefits a WIC enrollee can receive? 
 

In most WIC State agencies, WIC participants receive checks, vouchers or electronic benefit cards 
that enable them to purchase specific foods that will supplement their diets with specific nutrients. 
Lƴ ŀŘŘƛǘƛƻƴΣ ǎƻƳŜ ǎǘŀǘŜǎ ŀƎŜƴŎƛŜǎ ŀƭǎƻ ŘƛǎǘǊƛōǳǘŜ ǘƘŜ ²L/ ŦƻƻŘ ǇŀŎƪŀƎŜǎ ŘƛǊŜŎǘƭȅ ǘƻ ŀ ǊŜŎƛǇƛŜƴǘΩǎ 
home.   
 
WIC foods include: infant cereal, iron-fortified adult cereal, vitamin C-rich fruit or vegetable juice, 
eggs, milk, cheese, peanut butter, dried and canned beans/peas, and canned fish. Soy-based  
beverages, tofu, fruits and vegetables, baby foods, whole wheat bread, and other whole grain  
options were also recently added to better meet the nutritional needs of WIC participants.  For 
women who do not breastfeed, WIC provides iron-fortified infant formula.  
 
 

What are some of the other nutrition-related programs for children? 
 

School Meals programs like the National School Lunch Program (NSLP), the School Breakfast  
Program, and the Special Milk Program for Children, and the Fresh Fruit and Vegetable Program are 
federally assisted meal programs that operate in public and nonprofit private schools and  
residential child care institutions. They are aimed at providing nutritionally balanced, low-cost or 
free meals to children each school day.  For more information, have employees visit: 
www.fns.usda.gov/cnd   
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/ƘƛƭŘǊŜƴΩǎ IŜŀƭǘƘ LƴǎǳǊŀƴŎŜ  
Program (CHIP) 
 
What it is: Every state offers a federally-
subsidized program that provides uninsured  
children with low-cost health insurance that pays 
for doctor visits, dental care, prescription  
medicines, hospitalizations and other medical 
expenses.   

 
Who it benefits: Program specifics vary by state, 
but typically, children up to 18 years old, whose 
ŦŀƳƛƭƛŜǎ ŘƻƴΩǘ ǉǳŀƭƛŦȅ ŦƻǊ aŜŘƛŎŀƛŘΣ ōǳǘ ŎŀƴΩǘ  
afford private insurance, or who earn up to 
$44,500 a year (for a family of four) are eligible 
for this insurance.  In some areas, there is no  
income limit for applicants and their families.   

 
 

Why it matters in the workplace: The more  
ƻŦǘŜƴ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŎƘƛƭŘ ƛǎ ƛƭƭΣ ǘƘŜ ƳƻǊŜ ƻŦǘŜƴ 
ǘƘŜȅΩƭƭ ōŜ ŀǘ ƘƻƳŜ ŀƴŘ ƻǳǘ ƻŦ ǿƻǊƪΦ   Lǘ ŀƭǎƻ 
ƳŜŀƴǎ ǘƘŜ ƳƻǊŜ ƻŦǘŜƴ ǘƘŜȅΩƭƭ ōŜ ŜȄǇƻǎŜŘ ǘƻ 
those bugs . . . and exposing their co-workers 
and clients to them.    
 
How to help employees apply: The easiest way 
to assist an employee with finding out more  
information on CHIP is to provide them with the 
toll-free number:  1-877-KIDS-NOW (1-877-543-
7669) or to encourage them to visit: 
www.insurekidsnow.gov  
 
The Insure Kids Now website is the official  
government information source for both CHIP 
and Medicaid ς  the two major federally  
subsidized programs aimed at ensuring that  
children have adequate medical coverage.   
 
¢ƘŜ ǎƛǘŜ ƛƴŎƭǳŘŜǎ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ŜŀŎƘ ǎǘŀǘŜΩǎ 
program and how to apply.  In some locations, 
applications can be submitted online.  Check out 
the state details map:  insurekidsnow.gov/state/ 

http://www.insurekidsnow.gov
insurekidsnow.gov/state/index.html
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Who is eligible for CHIP coverage? 
 
CHIP program specifics vary by state, including eligibility parameters. Generally speaking, however, 
ŎƘƛƭŘǊŜƴ ǳǇ ǘƻ му ȅŜŀǊǎ ƻƭŘΣ ǿƘƻǎŜ ŦŀƳƛƭƛŜǎ ŘƻƴΩǘ ǉǳŀƭƛŦȅ ŦƻǊ aŜŘƛŎŀƛŘΣ ōǳǘ ŎŀƴΩǘ ŀŦŦƻǊŘ ǇǊƛǾŀǘŜ  
insurance, or who earn up to $44,100 a year (for a family of four) are eligible for this insurance.  In 
some areas, there is no income limit for applicants and their families. 
 
Note: Children do not have to be uninsured to qualify.  If a child is already enrolled in Medicaid, 
typically they are not eligible for CHIP. 
 

What documents do potential applicants need in order to apply? 
 
Among other information, applicants may need to have: 
 

X Proof of identity: Birth certificate, Drivers license, Other Photo ID, US Passport, Visa, 
Resident alien card 

X Proof of legal residency: Social security number, Taxpayer Identification Numbers 
(ITINs) 

X Proof of residency: Rent or mortgage receipts, Lease, Utility bills (gas, oil, electric), 
Homeowners or renters insurance 

X Proof of income: Pay stubs, 2009 Tax return, W-2 from all jobs, 1099 form for any 
other income, Social Security award letter 

X Proof of disability: Letter from Social Security 
X Proof of health insurance (held in the last 6 months) 
X Proof of medical expenses: Prescriptions, Co-payment receipts 
X Proof of other expenses: Tuition bill/official course enrollment form, car payment  
        receipts, childcare bills, etc. 



 
 
 
Iƻǿ ǘƻ ¢ŀƭƪ ǘƻ ¸ƻǳǊ 9ƳǇƭƻȅŜŜǎ ŀōƻǳǘ ǘƘŜ /ƘƛƭŘǊŜƴΩǎ IŜŀƭǘƘ  
Insurance Program 
 
Be prepared to answer the following commonly asked questions: 
 

How does CHIP coverage work? 
 
CHIP program specifics vary by state, including eligibility parameters, benefit packages, payment 
levels for coverage, and administrative procedures. 
 
In most states, you can complete a short application and send it through the mail. Many states also 
take applications over the phone and some states even allow families to enroll online.  Coverage 
can be retroactive for three months and for eligible children are covered until they are 21.  Some 
areas require enrollees to re-submit applications every 6 months to a year. 
 

What kind of coverage does CHIP offer? 
 
States have flexibility in designing the benefit package for CHIP, but states are required to cover  
routine check-ups, immunizations, dental, inpatient and outpatient hospital care, and laboratory 
and x-ray services. Preventive care must be provided at no cost to the family, but premiums and 
other cost-sharing may be required for other services, within certain limits. 
 

Why is health insurance for children and teens important? 
 
Children who have health insurance generally have better health throughout their childhood and 
into their teens. They are more likely to: 

 

¶ Receive needed shots that prevent disease 

¶ Get treatment for recurring illnesses such as ear infections and asthma 

¶ Get preventative care to keep them well 

¶ Get sick less often 

¶ Get the treatment they need when they are sick. 
 

Insurance also means you'll be able to pick a doctor for your child and see that doctor every time 
your child gets sick, without having to worry about how you are going to pay for it or the  
necessary medications. You also won't have to sit for hours in the emergency room when your 
child has an illness that could be easily treated in your doctor's office. 
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Medicaid  
 
What it is: Medicaid is a federal health  
insurance program that helps eligible  
individuals who can't otherwise afford medical 
care pay for some or all of their medical bills.   
 
Who it benefits:  Lower-income individuals and 
families are eligible for Medicaid, especially  
families who have children under the age of 18 
or who have very high medical bills. Pregnant 
women, people who are disabled, or people 
who are over the age of 65 also qualify.  Criteria 
vary by state, and special rules apply for people 
in nursing homes or disabled children living at 
home.  9ǾŜƴ ƛŦ ŀ ǇŀǊŜƴǘ ŘƻŜǎƴΩǘ ǉǳŀƭƛŦȅΣ ǘƘŜƛǊ 
child or another dependent may.  
 
Why it matters in the workplace: The more 
often an employee or someone they care for is 
ƛƭƭΣ ǘƘŜ ƳƻǊŜ ƻŦǘŜƴ ǘƘŜȅΩƭƭ ōŜ ŀǘ ƘƻƳŜ ŀƴŘ ƻǳǘ ƻŦ 
work.   And if they do come into work while 
sick, or while trying juggle the stress and  
responsibility of caring for their kids, not only 
ǿƛƭƭ ǘƘŜȅ ōŜ ƭŜǎǎ ǇǊƻŘǳŎǘƛǾŜΣ ōǳǘ ǘƘŜȅΩƭƭ ōŜ  
exposing everyone else to their germs!  Having 
proper insurance to help them pay for the 
medical attention they need is essential for a 
healthy team and workplace. 

 

 

How to help employees apply: Make sure  
employees know the basics about Medicaid. 
Encourage them to call the toll-free number for 
the Centers for Medicare and Medicaid: 1-800-
633- 4227.  
 
They can also visit the official Medicaid webpage 
on the US Department of Health and Human  
Services site where they can find more  
information on how it helps and who is eligible: 
www.cms.hhs.gov/home/medicaid.asp 
 
The Insure Kids Now website is another source of 
important information about getting children  
enrolled in Medicaid: 1-877-KIDS-NOW (1-877-
543-7669) or to encourage them to visit: 
www.insurekidsnow.gov/  

 

http://www.cms.hhs.gov/home/medicaid.asp
http://www.insurekidsnow.gov/
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Who can get Medicaid? 
 
Medicaid is a state administered program that operates within broad Federal guidelines. Each 
State sets its own standards regarding eligibility and services; however, there are some  
commonalities:  
 

Income: All children who have income below the Federal poverty line are eligible for  
Medicaid. In addition, children under age six with family incomes below 133% of the  
federal poverty level (FPL) ς ŦƻǊ ŀ ŦŀƳƛƭȅ ƻŦ ŦƻǳǊ ǘƘŀǘΩǎ ŀǊƻǳƴŘ ϷнфΣллл ς are eligible as are 
pregnant women with family incomes below 133% of the FPL. Infants with incomes up to 
185% FPL ς $41,000 for a family of four ς are also eligible for Medicaid. States can expand 
eligibility to higher income levels, and the vast majority has done so for children. Most  
recipients of SSI (Supplemental Security Income) from the Social Security Administration 
and other programs like TANF qualify for Medicaid. 
 
Age: Children up to 21 years of age are covered. Pregnant women of any age, and seniors 
over 65 years old are eligible.  Persons with certain disabilities may also qualify regardless 
of age.   
 
Insurance Status: Most children and adults enrolled in Medicaid do not have access to 
other insurance coverage; however, they do not have to be uninsured to obtain Medicaid 
coverage. They can also be eligible if their coverage is insufficient.  
 
Citizenship: Medicaid covers U.S. citizens as well as certain legal immigrants. States have 
the option of covering lawfully residing children and pregnant women. Eligibility for  
ŎƘƛƭŘǊŜƴ ƛǎ ōŀǎŜŘ ƻƴ ǘƘŜ ŎƘƛƭŘϥǎ ŎƛǘƛȊŜƴǎƘƛǇ ǎǘŀǘǳǎΣ ƴƻǘ ǘƘŜ ǇŀǊŜƴǘǎΩΦ  

 

What documents do potential applicants need in order to apply? 
 
Among other materials, applicants may need to have: 
 
X Proof of identity: Birth certificate, Drivers license, Other Photo ID, US Passport, Visa,  
 Resident alien card 
X Proof of legal residency: Social security number, Taxpayer Identification Numbers (ITINs) 
X Proof of residency: Rent or mortgage receipts, Lease, Utility bills (gas, oil, electric),  
 Homeowners or renters insurance 
X Proof of income: Pay stubs, 2009 Tax return, W-2 from all jobs, 1099 form for any other 

income, Social Security award letter 
X Proof of disability: Letter from Social Security 
X Proof of health insurance (held in the last 6 months) 
X Proof of medical expenses: Prescriptions, Co-payment receipts 
X Proof of other expenses: Tuition bill/official course enrollment form, car payment receipts, 

childcare bills, etc. 



 
 
 
 
 
 
How to Talk to Your Employees about Medicaid 
 
Be prepared to answer the following commonly asked questions: 
 

How does Medicaid work? 
 
Medicaid provides health care coverage to certain low-income people and families. Whether you 
ǉǳŀƭƛŦȅ ŦƻǊ aŜŘƛŎŀƛŘ Ƴŀȅ ŘŜǇŜƴŘ ƻƴ ȅƻǳǊ ŀƎŜΤ ǿƘŜǘƘŜǊ ȅƻǳΩǊŜ ǇǊŜƎƴŀƴǘΣ ŘƛǎŀōƭŜŘΣ ƻǊ ōƭƛƴŘΤ ȅƻǳǊ 
ƛƴŎƻƳŜ ŀƴŘ ǊŜǎƻǳǊŎŜǎΤ ŀƴŘ ǿƘŜǘƘŜǊ ȅƻǳΩǊŜ ŀ ¦Φ{Φ ŎƛǘƛȊŜƴΦ 9ŀŎƘ ǎǘŀǘŜ Ƙŀǎ ŀ ǳƴƛǉǳŜ ǎŜǘ ƻŦ ŜƭƛƎƛōƛƭƛǘȅ 
rules and benefits covered. 
 
In most states, you can complete a short application and send it through the mail. Many states 
also take applications over the phone and some states even allow families to enroll on line.   
Coverage can be retroactive for three months and for eligible children are covered until they are 
21.  Many states require that an application be re-submitted every 6 months to a year. 

 
What are some of the benefits of Medicaid? 
 
Medicaid pays for a full set of services for children, including preventive care, screening and  
treatment of health conditions, physician and hospital visits, and vision and dental care. In most 
cases, these services are provided at little to no cost to the family. 
 

What are some of the other medical benefit programs available for working families 
with low to moderate income-levels? 
 
The Early and Periodic Screening, Diagnosis, & Treatment (EPSDT) provides children with  
preventive testing, health screenings, and regular checkups. It also covers the cost of treatment 
for most problems that are found during EPSDT checkups, including mental health conditions.  All 
children who are eligible for Medicaid are also eligible for the EPSDT program. 
 
Several States also offer State Pharmaceutical Assistance Programs that can help families to pay 
for necessary medications (oftentimes associated with Medicare Part D). 
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September to December: 
Home is where the Heart is 

By September, the summer is coming to a close and the kids are heading back to school 
and before you know it the holiday season is right around the corner.  Perhaps more than 
ŀƴȅ ƻǘƘŜǊ ǘƛƳŜ ƻŦ ȅŜŀǊΣ ǘƘƛǎ ƛǎ ǿƘŜƴ ǿŜΩǊŜ ŦƻŎǳǎŜŘ ƻƴ ŦŀƳƛƭȅ ς and the central place for 
our families, our homes.  Especially with the weather cooling down and more time being 
ǎǇŜƴǘ ƛƴ ŘƻƻǊǎΣ ƛǘΩǎ Ǿƛǘŀƭ ǘƘŀǘ ŀ ŦŀƳƛƭȅ Ƙŀǎ ŀŎŎŜǎǎ ǘƻ ǎŀŦŜ ŀƴŘ ǎǘŀōƭŜ ƘƻǳǎƛƴƎ ǿƘŜǊŜ ǘƘŜȅ 
can come together during the long winter months. 
 

 

 

Low-Income Home Energy  
Assistance Program (LIHEAP) 
 
What it is: LIHEAP helps low-income families pay 
for basic household heating or cooling expenses 
and home weatherization.  This includes  
everything from providing assistance with gas 
and electric bills to insulating houses and doing 
other energy-related home repairs.   
 

Who it benefits: Lower-income families ς  
especially those who live in regions that have to  
allocate a higher percentage of their income to 
energy bills ς are eligible for LIHEAP.   
Qualifications vary by state, however, for a  
family of four the income limit tends be under 
$35,000 a year (150% of the federal poverty 
level). Oftentimes, families facing weather-
related emergencies such as blizzards or heat 
waves are also eligible for LIHEAP assistance.   
 

Why it matters in the workplace: Having proper 
heating or air conditioning is essential for a  
ŦŀƳƛƭȅΩǎ ƘŜŀƭǘƘΦ  ²ƘŜƴ ǘƘŜȅ ŀǊŜƴΩǘ ŀōƭŜ ǘƻ Ǉŀȅ 
for energy they may resort to unsafe practices to 
cut back on costs that increase the possibility of 
fire or carbon monoxide poisoning.  They may 
also be at-risk for weather-related health  
problems such as heat stroke or hypothermia ς 
especially in households where there are seniors 
or children under six.  Ensuring that your  

employees and their families are living in a safe 
and healthy environment not only demonstrates 
your commitment to them, but also ensures that 
ǘƘŜȅΩƭƭ ōŜ ŀōƭŜ ǘƻ ǊŜƳŀƛƴ ŀ ǾƛŀōƭŜ ǇŀǊǘ ƻŦ ȅƻǳǊ 
team.   
 

How to help employees apply: One of the  
easiest ways to help your employees find out 
more information on LIHEAP is by referring them 
to the National Energy Assistance Referral 
(NEAR) project. NEAR is a free service that  
provides information on local services that help 
with LIHEAP screening and enrollment. Callers 
can speak to someone at NEAR Monday through 
Friday, from 8 a.m. - 6 p.m. (Eastern Time) by 
calling the toll-free phone number at: 1-866-674
-6327. 
 

Employees can also send an e-mail to:  
energy@ncat.org or visit the official US  
Department of Health and Human Services: 
www.acf.hhs.gov/programs/ocs/liheap/ 
 

And for workplace outreach materials, or  
additional information on how to assist your  
employees, you can visit The LIHEAP  
Clearinghouse (a federally-sponsored web-
based, information service that oversees the 
NEAR project along with the National Center for 
Appropriate Technology and is geared to LIHEAP 
service providers): liheap.ncat.org/  

mailto:energy@ncat.org
http://www.acf.hhs.gov/programs/ocs/liheap/
http://liheap.ncat.org/


 

 
Who is eligible for LIHEAP? 
 
LIHEAP eligibility criteria varies by 
state and tends to include passing an 
assets test, living in nonsubsidized 
housing; having a household member 
who is elderly, disabled, or a young 
child; or receipt of a utility  
disconnection notice or who is at-risk 
due to a weather-related emergency  
situation. 
 
LIHEAP is generally granted to  
households with at least one member 
who also receives assistance  
under any of the following Federal 
programs ς Temporary Assistance for 
Needy Families, SNAP, SSI, and certain 
needs-tested Veteran benefits.   
Preference is also given to households 
with someone who is elderly, disabled 
or with a young child under 6 years 
old.  
 
The maximum income-level allowed is 75% of the state median income level, which ranges from 
$31,000 to $70,000 for a family of four.  Typically, however, for a family of four the income-limit 
tends be under $35,000 a year (150% of the federal poverty level). 

 

What documentation does a LIHEAP Applicant need in order to apply? 
 
X Proof of identity for all household members: Birth certificate, Drivers license, Other Photo ID, 

US Passport, Visa, Resident alien card 
X Proof of legal residency: Social security number, Taxpayer Identification Numbers (ITINs) 
X Proof of residency: Rent or mortgage receipts, Lease, Utility bills (gas, oil, electric),  
 Homeowners or renters insurance 
X Proof of income: Pay stubs, 2009 Tax return, W-2 from all jobs, 1099 form for any other  
 income, Social Security award letter 
X Final Utility Termination Notice (if you've received a shut-off notice from your energy  
 company) 
X Recent Utility Bills 
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How to Talk to Your Employees about the Low-Income Home  
Energy Assistance Program 
 
Be prepared to answer the following commonly asked questions: 
 

How does LIHEAP work? 
 

LIHEAP provides: 
 

¶ Bill payment assistance 

¶ Energy crisis assistance 

¶ Weatherization and energy-related home repairs 
 

Potential recipients must contact the local agency and make an appointment to apply for funds.  
Depending on the time of year and level of need in each community, an appointment may only be 
ŀǾŀƛƭŀōƭŜ ŀ ƳƻƴǘƘ ƻǊ ǘǿƻ ŦƻƭƭƻǿƛƴƎ ǘƘŜ ǘƛƳŜ ƻŦ ǘƘŜ ƛƴƛǘƛŀƭ ŎŀƭƭΣ ǎƻ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǘƘƛƴƪ ŀƘŜŀŘ ŀƴŘ 
have  employees apply in the fall or spring before the weather gets more severe. Also, employees 
should call their fuel company to confirm that they participate in LIHEAP as not all of them do. 
 

Why is LIHEAP an important part of home safety? 
 

Some people resort to unsafe methods to keep their homes warm or cool. These include the use 
of fireplaces, stoves, improperly vented portable heaters, barbecue grills, or overloading electrical 
circuits. These methods are not only fire hazards, but also create the risk of carbon monoxide  
ǇƻƛǎƻƴƛƴƎΦ  [LI9!t ƳŀƪŜǎ ƛǘ ǇƻǎǎƛōƭŜ ŦƻǊ ŦŀƳƛƭƛŜǎ ǘƻ ŀŦŦƻǊŘ ǘƘŜƛǊ ŜƴŜǊƎȅ ōƛƭƭǎ ǎƻ ǘƘŀǘ ǘƘŜȅ ŘƻƴΩǘ ƘŀǾŜ 
to turn to these unsafe alternatives. 
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Foreclosure Assistance   
 
What it is:  There are a wide range of federally-
sponsored foreclosure assistance services  
available to homeowners through the Making 
Homes Affordable Program (MHAP).  Programs 
that are part of MHAP such as a Hope for  
Homeowners, the Home Affordable Modification 
Program (HAMP), and the Home Affordable  
Refinance Program (HARP), help eligible  
homeowners modify loans or refinance their  
ƳƻǊǘƎŀƎŜǎ ǎƻ ǘƘŀǘ ǘƘŜȅΩǊŜ ƳƻǊŜ ŀŦŦƻǊŘŀōƭŜΦ 
 
Who it benefits:  Any homeowner who is having 
difficulties making mortgage or home loan  
payments and is potentially at risk for  
foreclosure may qualify for one of the assistance 
programs available.  Eligibility varies by program, 
however, MHAP aims to help up to 9 million 
homeowners keep their homes. 
 
Why it matters in the workplace:  A home is 
more than a place to sleep at night ς ƛǘΩǎ ǘƘŜ  
center of a successful, strong family.  Losing a 
home can destabilize an employee and their 
family in ways that may seriously affect  
workplace performance.  Foreclosure can impact 
renters as well.  If a landlord loses their  
property, tenants may face eviction.  So, helping 
to spread the word about foreclosure assistance 
can also help a family who rents their home. 
 
How to help employees find foreclosure assis-
tance:  ¢ƘŜ IƻƳŜƻǿƴŜǊϥǎ Iht9ϰ IƻǘƭƛƴŜ ŀǘ  
1-888-995-Iht9ϰ is a free counseling service 
provided by the Homeownership Preservation 
Foundation that connects homeowners with 
HUD-certified housing counseling agencies and 
experts.  You can also direct employees to online 
information about these programs, including 
details on eligibility requirements: 
 
 

The official Making Homes Affordable site  
provides screenings for HAMP and HARP: 
www.makinghomeaffordable.gov 
 
The official HUD/FSA-sponsored site for Hope 
for Homeowners: www.hud.gov/
hopeforhomeowners/ 

In addition, you can encourage employees to 
check out the National Foreclosure Mitigation 
Counseling Program site, sponsored by HUD 
and administered by NeighborWorks® America, 
which has a searchable list of local housing 
counselor agencies and other helpful resources:    
findaforeclosurecounselor.org 
 
NeighborWorks® America is also part of Hope 
Now, an alliance between counselors, mortgage  
companies, investors, and other mortgage  
market participants including Catholic Charities 
USA. The alliance works to help as many  
homeowners as possible through coordinated,  
strategic outreach: www.hopenow.org 

http://www.makinghomeaffordable.gov
http://www.hud.gov/hopeforhomeowners/index.cfm
http://www.hud.gov/hopeforhomeowners/index.cfm
http://findaforeclosurecounselor.org/network/Utilities/NWOLookup.asp
http://www.hopenow.org


 

 
Who may be eligible for Hope for Homeowners? 
 
HOPE for Homeowners will only offer 30-year fixed rate mortgages - so the borrower's last  
payment will be the same as the first payment. Only owner-occupants are eligible for FHA-insured 
mortgages and borrowers must also meet the following criteria:  

 

Ò Their mortgage must have originated on or before January 1, 2009 

Ò They cannot afford their current loan 

Ò They must have made a minimum of six full payments on their existing first mortgage and 
did not intentionally miss mortgage payments 

Ò They do not own a second home 

Ò Their mortgage debt-to-income must be at least 31 percent 

Ò They did not knowingly or willfully provide false information to obtain the existing  
 mortgage, and they have not been convicted of fraud in the last 10 years 

Ò They must follow FHA's long-standing and strict policy of fully documented income and  
 employment 

Ò Homeowners must agree to share both the equity created at the beginning of their new 
HOPE for Homeowners mortgage and any future appreciation in the value of their home  

Ò To participate, existing subordinate lenders must agree to release their outstanding  
 mortgage liens 
 

Note: The new HOPE for Homeowners mortgage payment must be at or below 31 percent of the  
borrower's income, unless there is "trial modification" period prior to loan application. A trial  
modification would give borrowers the opportunity to demonstrate their capacity and willingness 
to make a mortgage payment that does not exceed 38 percent of their monthly income. 
 

Who may be eligible for the Home Affordable Refinance Program?   
 

Ò The loan on their property is owned or guaranteed by Fannie Mae or Freddie Mac  

Ò Applicant is current on their mortgage payments ("current" generally means that they have 
not been more than 30 days late on your mortgage payment in the last 12 months, or, if 
they have had the loan for less than 12 months, or have never missed a payment) 

Ò The amount applicant owes on first lien mortgage does not exceed 125 percent of the  
 current market value of the property 

Ò Applicant has a reasonable ability to pay the new mortgage payments 

Ò The refinance improves the long term affordability or stability of the loan 
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Who may be eligible for a modification  
under the Home Affordable Modification  
Program (HAMP)?  
 
To apply for a modification under HAMP,  
applicants must:  

 

Ò Be the owner-occupant of a one to four 
unit home 

Ò Have an unpaid principal balance that is 
equal to or less than: 

 
1 Unit: $729,750 
2 Units: $934,200 
3 Units: $1,129,250 
4 Units: $1,403,400 
 

Ò Have a first lien mortgage that was origi-
nated on or before January 1, 2010 

Ò Have a monthly mortgage payment (including taxes, insurance, and home owners  
 association dues) greater than 31 percent of your monthly gross (pre-tax) income 

Ò Have a mortgage payment that is not affordable due to a financial hardship that can be 
documented 

 

What documentation does a homeowner need in order to apply for these types of  
foreclosure assistance programs?  

 
X Information about monthly gross income, including recent pay stubs, if the borrowers 

are salaried and receive them, and documentation of any income received from other 
sources 

X Most recent income tax return 
X Information about assets 
X Information about any subordinate lien mortgage on the house 
X Account balances and minimum monthly payments due on all credit cards 
X Account balances and monthly payments on all other debts such as student loans and 

car loans 
X In some cases, a letter describing why your mortgage is unaffordable (i.e. what caused 

income(s) to be reduced or expenses to be increased) 
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How to Talk to Your Employees about Foreclosure Assistance and Other 
Housing-Related Supports 
 
Be prepared to answer the following commonly asked questions: 

 
Why is getting assistance from HUD-sponsored programs so important? 
 
Homeowners across the country have been impacted by a wide variety of mortgage loan  
modification fraud and foreclosure rescue scams causing them to lose large sums of money, while 
remaining at-Ǌƛǎƪ ŦƻǊ ƭƻǎƛƴƎ ǘƘŜƛǊ ƘƻƳŜǎΦ  {ƻΣ ƛǘΩǎ ŜǎǇŜŎƛŀƭƭȅ Ǿƛǘŀƭ ǘƘŀǘ ȅƻǳǊ ŜƳǇƭƻȅŜŜǎ ƪƴƻǿ ǘƘŜ  
following tips about foreclosure assistance: 

 

Ò There is never a fee to get assistance or information about Making Home Affordable from 
your lender or a HUD-approved housing counselor 

 

Ò Beware of any person or organization that asks you to pay a fee in exchange for housing 
counseling services or modification of a delinquent loan. Do not pay - walk away! 

 

Ò .ŜǿŀǊŜ ƻŦ ŀƴȅƻƴŜ ǿƘƻ ǎŀȅǎ ǘƘŜȅ Ŏŀƴ άǎŀǾŜέ ȅƻǳǊ ƘƻƳŜ ƛŦ ȅƻǳ ǎƛƎƴ ƻǊ ǘǊŀƴǎŦŜǊ ƻǾŜǊ ǘƘŜ ŘŜŜŘ 
to your house. Do not sign over the deed to your property to any organization or individual 
unless you are working directly with your mortgage company to forgive your debt 

 

Ò Never submit your mortgage payments to anyone other than your mortgage company  
 without their approval 
 

What kind of assistance is available for non-homeowners? 
 
The US Department of Housing and Urban Development also offers programs to support renters.  
This is especially important as foreclosure means many tenants are faced with eviction if the  
landlord loses the home.  Some of the major programs include: 
 
Privately owned subsidized housing - HUD helps apartment owners offer reduced rents to low-
income tenants. Search for an apartment and apply directly at the management office. 
 
Public Housing - affordable apartments for low-income families, the elderly and persons with  
disabilities. To apply, contact a public housing agency. 
 
Housing Choice Voucher Program (Section 8) - find your own place and use the voucher to pay for 
all or part of the rent. To apply, contact a public housing agency. 
 
For more information, direct employees to call toll-free (800) 569-4287 or to visit the HUD  
website: portal.hud.gov/portal/page/portal/HUD/topics/rental_assistance 
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More Important Benefits for 
the Family 
 
There are numerous additional benefits  
available to working families with children as 
well for workers who are disabled or are  
veterans.  Some of the primary ones that you 
may want to promote in your workplace are  
included below. 
 

CASH ASSISTANCE 
 

Supplemental Security Income (SSI) 
Some part-time employees or employees who 
are caregivers for an elderly parent or disabled 
child may benefit from knowing about SSI.  SSI 
provides a monthly income to disabled adults or 
ǘƘƻǎŜ срҌ ǿƘƻ ƘŀǾŜ ƭƛǘǘƭŜ ƳƻƴŜȅ ŀƴŘ ŘƻƴΩǘ ƻǿƴ 
many items of significant value (e.g. car).   
Children under 18 may be eligible to receive 
benefits if they are blind or have a serious  
disability.   
 
Employees can call 1-800-772-1213 to learn 
more or find a local Social Security office.  They 
can also apply online at:  
www.socialsecurity.gov 

 
Temporary Assistance to Needy  
Families 
Although most employed persons will not meet 
the eligibility criteria for TANF, some part-time 
lower-wage earners may be able to receive a 
short-term cash subsidy.  
 
To find out more information on TANF direct 
employees to the official website for the Office 
of Family Assistance:  
www.acf.hhs.gov/programs/ofa/tanf/ 

 
 
 
 
 

BENEFITS FOR PARENTS AND OTHER 
CAREGIVERS  
 

Adoption Assistance Payments 
tŀǊŜƴǘǎ ǿƘƻ ƘŀǾŜ ŀŘƻǇǘŜŘ ŎƘƛƭŘǊŜƴ ǿƛǘƘ άǎǇŜŎƛŀƭ 
ƴŜŜŘǎέ ς such as physical or mental disabilities, 
belongs to specific minority groups, etc. ς  from 
the child welfare system may have a range of 
state-based financial supports.   
 
For additional information on eligibility criteria, 
visit: www.nacac.org/policy/statefactsheets 
 

Individuals with Disabilities Education Act 
(IDEA) 
Infants, toddlers, and children with disabilities 
may be eligible for free special education  
services, including screenings, evaluations, and 
treatment plans.  
 
For more information about IDEA, direct  
employees to: idea.ed.gov     
 

Out-of-Home Care Assistance  
Out-of-home caregivers including foster care  
providers and legal guardians may be eligible for 
a variety of subsidies and financial assistance  
programs.   
 
For more information, on these subsidies and 
other child welfare programs and benefits direct 
your employees to:  www.childwelfare.gov  
 

State Child Care Subsidies 
Every state has its own program to help parents 
and other caregivers or guardians by sharing the 
cost of child care so that the caregiver can work.  
The local child care resource and referral agency 
(CCR&R) helps families with children to find out 
about these subsidies and  affordable child care 
or early education programs.  

 

For additional information employees should call  
1-800-424-2246 or visit 
www.childcareaware.org. 

 

http://www.socialsecurity.gov
http://www.acf.hhs.gov/programs/ofa/tanf/about.html
http://www.nacac.org/policy/statefactsheets.html
http://idea.ed.gov/
http://www.childwelfare.gov
http://www.childcareaware.org


BENEFITS FOR OLDER WORKERS 

 

Medicare 
Health insurance that helps people who are 65 
and older, younger people with disabilities or 
people with kidney failure to  pay for  
preventative care, doctor visits, hospital stays 
and prescription drugs.  
 

Medicare Savings Program 
The Medicare Savings Program pays for some of 
the costs of Medicare, including the Part B  
Premium, deductibles, and co-payments.  
Eligibility depends on income and assets, and 
generally requires applicants to be recipients of 
Medicare who earn less than $1,190 per month 
for one person or $1,595 for a married couple.  
Applications are available at local state social 
services agencies. 
 

Medicare RX Help 
Medicare RX pays for the monthly fee and  
deductible for Medicare prescription drug  
coverage, and lowers prescription drug co-
payments for Medicare recipients who have  
limited income and limited assets (combined 
savings, investments and real estate ς other 
than residential property ς cannot be more 
than $11,990 if single or $23,970 if married).   
 
For more information, employees can call 1-800
-772-1213 to find your local Social Security  
office, or visit www.socialsecurity.gov. And for 
information about the Medicare prescription 
drug coverage, they can call 1-800-MEDICARE 
or visit www.medicare.gov. 
 
 

 
 
 
 

OTHER BENEFITS 
 
Supplemental Security Disability Insurance 
Program (SSDI) 
SSDI may help a recently disabled employee or 
someone who they care for by providing a 
monthly income to disabled adults who have 
worked at least one and half years, and who 
have a medical condition that prevents them 
from working for at least one year or that may 
result in death.   
 
Employees can call 1-800-772-1213 to learn 
more or find a local Social Security office.  They 
can also apply online at:  www.socialsecurity.gov 
 

Veterans Benefits 
There are numerous benefits aimed at  
supporting veterans ς from medical assistance 
to educational funds and help paying for a 
home.   
 
To find out more about these programs, the best 
place to start is to have employees who have 
served in the military visit the official US  
Department of Veterans Affairs site: 
www.vba.va.gov/VBA/benefits/factsheets/
index.asp#BM1   

http://www.socialsecurity.gov
http://www.medicare.gov
http://www.socialsecurity.gov
http://www.vba.va.gov/VBA/benefits/factsheets/index.asp#BM1
http://www.vba.va.gov/VBA/benefits/factsheets/index.asp#BM1


Other Simple Steps  
to Improve Earned  
Benefits Access in 
Your Workplace 

PART IV 
Workplace Outreach that Works 



Having informational materials on hand and knowing what the different benefits are is 
just the first step to helping employees connect with these important financial supports.  
The  real trick is doing the actual outreach τ whether that means simply putting up the 
posters , offering to meet with employees one-on-one or going the extra mile and  
ŎƻƻǊŘƛƴŀǘƛƴƎ ŀ Ŧǳƭƭ  ŜƳǇƭƻȅŜŜ ŜŘǳŎŀǘƛƻƴ ǇǊƻƎǊŀƳΦ  !ŦǘŜǊ ŀƭƭΣ ǘƘŜ Ǉƻƛƴǘ ƛǎƴΩǘ ǘƻ ƪŜŜǇ ŀƭƭ ǘƘŜ 
ƪƴƻǿƭŜŘƎŜ ȅƻǳ ƴƻǿ ƘŀǾŜ ƻƴ ōŜƴŜŦƛǘǎ ǘƻ ȅƻǳǊǎŜƭŦΣ ōǳǘ ǘƻ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ȅƻǳΩǊŜ  ǎƘŀǊƛƴƎ ƛǘ 
ǿƛǘƘ ȅƻǳǊ ŜƳǇƭƻȅŜŜǎ ǎƻ ǘƘŀǘ ǘƘŜȅΩƭƭ ŀŎǘǳŀƭƭȅ ŀǇǇƭȅ ŦƻǊ ǘƘŜ ǇǊƻƎǊŀƳǎ ǘƘŜȅΩǊŜ ŜƭƛƎƛōƭŜ ŦƻǊΦ  
For this reason, the final section is dedicated to helping you strategize about ways to 
most effectively do benefits outreach in your workplace. 



Promote Enrollment  
(without having to do it yourself)  

Screening Tools 
 

There are numerous online screening tools that  
enable potential applicants to quickly ς and 
with relative ease ς determine if they are  
eligible for multiple benefits at once.  In most 
cases, however, in order to complete the  
application the potential recipient will still need 
to print and send out the necessary forms. 
 
Benefits CheckUP 
Developed and maintained by The National 
Council on Aging (NCOA), Benefits CheckUp is a 
web-based service to screen for benefits  
programs for seniors (65+) with limited income 
and resources.  Benefits CheckUp includes more 
than 1,800 public and private benefits programs 
from all 50 states and the District of Columbia 
that help seniors to pay for prescription drugs, 
health care, rent, utilities, and other needs.   
 
For more information on Benefits CheckUp visit: 
www.benefitscheckup.org.   You can also  
ŜȄǇƭƻǊŜ b/h!Ωǎ bŀǘƛƻƴŀƭ /ŜƴǘŜǊ ŦƻǊ .ŜƴŜŦƛǘǎ 
Outreach and Enrollment site: 
www.centerforbenefits.org   
 

Benefits QuickLINK 
Benefits QuickLINK is a web-based, online  
eligibility screening tool that enables people to 
find helpful state, federal, and private benefits  
programs available where they live. By  
answering a few questions, they get fact sheets, 

applications, and websites for programs that can 
help them to save money and cover costs of  
everyday expenses.  Sponsored by AARP,  
Benefits QuickLINK is powered by   
BenefitsCheckUp, a service of the National 
Council on Aging. 
 
In addition to serving older Americans, Benefits  
QuickLINK also provides information on  
programs related to children, caregivers, and 
grandparents raising families, the site also  
includes a list of state benefit fact sheets and 
information on prescription drug benefit  
programs. 
 
For more information on Benefits QuickLINK 
visit: www.aarpkb.benefitscheckup.org   
 

GovBenefits 
GovBenefits.gov is the official benefits website 
of the U.S. government, with information on 
over 1,000 benefit and assistance programs,  
including those specific to each state, such as: 
housing assistance; loans and loan repayment; 
food and nutrition; childcare/support;  
healthcare; living assistance; social security and 
pension; veteran and active duty benefits; as 
well as scholarships and fellowships.  The site is 
managed by the US Department of Labor in  
partnership with 15 federal agencies.   
 
For more information visit: 
www.govbenefits.gov 

Even with all the information available in this toolkit and the many other resources out 
there, the specific eligibility criteria and enrollment procedures can still be somewhat 
overwhelming ς especially for HR professionals or other managers who are already busy 
ǘŜƴŘƛƴƎ ǘƻ ŀƭƭ ǘƘŜ ƻǘƘŜǊ ŜƳǇƭƻȅŜŜ ƴŜŜŘǎΦ ¸ƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ōŜŎƻƳŜ ŀ ōŜƴŜŦƛǘǎ ŜȄǇŜǊǘΣ 
however, to help employees find out if they are eligible for different benefit programs.  
There are tools and organizations that are ready and willing to do the hard work for 
ȅƻǳΦ  !ƭƭ ȅƻǳ ƘŀǾŜ ǘƻ Řƻ ƛǎ ƭŜǘ ȅƻǳǊ ǘŜŀƳǎ ƪƴƻǿ ǘƘŀǘ ǘƘŜȅΩǊŜ ƻǳǘ ǘƘŜǊŜΗ 

 

http://www.benefitscheckup.org
http://www.centerforbenefits.org
http://www.aarpkb.benefitscheckup.org
http://www.govbenefits.gov


Enrollment Centers and Single 
Stops 
 
There are several ways for applicants to work 
ǿƛǘƘ άƻƴŜ ǎǘƻǇέ ōŜƴŜŦƛǘǎ ŎƻǳƴǎŜƭƻǊǎ ǿƘƻ Ŏŀƴ 
guide them through the entire application  
process ς from screening to application  
submission.   Unlike working with counselors 
at individual agencies, however, these  
counselors provide an integrative, wraparound 
approach to benefits access that walks the 
applicant through multiple applications  
simultaneously.  Levels of assistance (ie. which 
benefit applications are available; how  
comprehensive the assistance is; etc.) varies 
by program. 
 

The Benefit Bank 
The Benefit Bank is a free web-based,  
counselor-assisted program that helps low and 
moderate-income families to screen and apply 
for local and federal benefit programs.  The 
Benefit Bank also provides tax preparation and 
financial counseling for clients along with  
offering benefit outreach training for case 
managers and HR professionals.  The Benefit 
Bank is available in Arkansas, Florida, Kansas, 
Mississippi, Ohio, Pennsylvania, and South 
Carolina.   
 
For more information or to access some the  
ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƻǳǘǊŜŀŎƘ ƳŀǘŜǊƛŀƭǎ ŀƴŘ ǘƻƻƭǎ 
visit: www.thebenefitbank.com. 
 

EarnBenefits 
EarnBenefits is a program sponsored by 
Seedco, which combines an online screening 
tool with one-on-one eligibility counselor  
assistance.  EarnBenefits clients work with a 
trained counselor who guides them through 
the online application system to apply for  
multiple benefits at once as well as providing 
long-term support. The service is available at a 
host of different providers across the country, 
including community-based organizations,  
employers, community colleges and  
 

government agencies. 
 
EarnBenefits is available in Atlanta, GA;  
Louisville, KY; Buffalo and New York City, NY; 
Baltimore, MD; and Memphis, TN.  For more  
information visit: www.earnbenefits.org. 
 

Single Stop USA  
SingleStop USA is the nationwide expansion of 
SingleStop NY that connects working families 
with government funds and services.  Using a 
computerized benefits calculator akin to Turbo 
Tax, counselors help determine a family's  
eligibility for a wide spectrum of benefits and tax 
credits.  In addition to walking applicants 
through the process, counselors can also provide 
legal or financial planning advice. 
 
Single Stop USA is available in New York, New 
Jersey, New Mexico, and California.  For more 
ƛƴŦƻǊƳŀǘƛƻƴ ƻǊ ǘƻ ŀŎŎŜǎǎ ǎƻƳŜ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 
outreach materials and tools visit: 
www.singlestopusa.org. 

VITA Sites 
When your employees pay a tax-preparation 
company to get their refunds instantly, they end 
up paying for high-interest, short-term loans (up 
to 300 percent when annualized) with finance 
charges and preparation fees.  This can  
significantly detract from the benefit of the 
credit.  Some check cashers, banks, and tax  
preparers offer holiday loans in anticipation of 
the EITC refund or they may offer refund debit 
cards, which may charge costly transaction fees.  
By visiting a VITA center and waiting a few days 
longer for returns, employees can file for free 
and receive the full amount of their refunds.  
Some VITA sites also provide information on  
additional federal benefits or help individuals to 
set-up bank accounts. 
 
To find a local VITA site call: 1-800-829-1040. 

 

http://www.thebenefitbank.com
http://www.earnbenefits.org
http://www.singlestopusa.org


 

In addition to educating your employees about 
benefits through distribution of paycheck  
stuffers and workplace posters, talking about 
benefits during meetings, sponsoring workplace 
trainings on financial health, and providing  
information sessions for groups or one-on-one 
are also important ways to raise awareness on 
ǘƘŜ ƛƴŎƻƳŜ ǎǳǇǇƻǊǘǎ ǘƘŜȅΩǾŜ ŜŀǊƴŜŘΦ 
 
Doing educational programming does require 
more work than just making some informational 
materials available.  And you might be  
ǿƻƴŘŜǊƛƴƎ ƛŦ ƛǘΩǎ ǿƻǊǘƘ ǘƘŜ ŜȄǘǊŀ ŜŦŦƻǊǘ ǿƘŜƴ 
time and resources are limited ς well, it is.   
Evidence shows that trainings and one-to-one  
outreach efforts aimed at raising awareness 
really do lead to changed behavior.    
Furthermore, this is specifically the case for 
workplace trainings that promote healthier  
behaviors and encourage employees to seek 
outside assistance for private issues of a  
sensitive nature, like getting financial  
counseling.  In other words, doing trainings that 
inform employees about benefit programs  
ƛƴŎǊŜŀǎŜǎ ǘƘŜ ƭƛƪŜƭƛƘƻƻŘ ǘƘŀǘ ǘƘŜȅΩƭƭ Ǝƻ ƻǳǘ ǘƘŜǊŜ 
and enroll in them. 

 
Webinars 
 
If you have computer work stations in your 
workplace, webinars can serve as an easy way to 
do benefits education.  For larger organizations, 
webinars can reach employees in diverse  
geographic locations, making it an affordable 
alternative to having staff travel for trainings.  
This also means less time away from normal 
work activities.  In addition, webinars can  
provide a low-cost or no-cost way to bring in 
outside experts in the field who can easily  
explain a benefit program to your teams. 

 

Another perk of webinars is that there are  
already numerous benefits-related sessions 
available online for downloading.  Visit the  
National Assembly Bridging the Gap landing 
page to find a current list of webinars.  Many of 
these are geared to HR and benefits outreach  
professionals, however, they also provide an 
overview of the programs. 
 
 
 
 
 
 
 
 
 
 
You can also get creative and design your own 
such as the following sample sessions: 
 

Ò ά/ǊŜŘƛǘǎ ǘƘŀǘ /ƻǳƴǘέ όƛΦŜΦ ŀƴ ƻǾŜǊǾƛŜǿ ƻŦ 
ǘƘŜ 9L¢/ ŀƴŘ ƻǘƘŜǊ ǘŀȄ ŎǊŜŘƛǘǎέ 

 

Ò άaƻǊŜ aƻƴŜȅ ƛƴ ¸ƻǳǊ tƻŎƪŜǘέ όƛΦŜΦ ŀƴ 
overview of earned benefits and income 
supports) 

 

Ò ά¸ƻǳ 9ŀǊƴŜŘ LǘΣ ¸ƻǳ YŜŜǇ ƛǘΗέ όƛΦŜΦ ŀƴπ
other of earned benefits) 

 

Ò ά9ŀǘƛƴƎ IŜŀƭǘƘȅ ƛǎ ŀ {b!tέ όƛΦŜΦ ŀƴ  
introduction to SNAP and other nutrition
-related benefits) 

 

Ò άIƻƳŜ ƛǎ ²ƘŜǊŜ ǘƘŜ IŜŀǊǘ ƛǎέ όƛΦŜΦ ŀƴ  
 introduction to housing assistance  
 programs) 
 

 

 

Sponsor Employee 
Education Programs  



 
 

Workplace Trainings 
 

While webinars are one great way to do  
employee education, sometimes face-to-face 
trainings better meet with an organizational  
culture and capacity ς especially for smaller  
nonprofits.  On-site trainings also allow for more 
interactive and engaging activities that go  
beyond sessions that simply involve speakers and 
question and answer sessions.  This will help to 
reinforce what employees have learned  
during presentations and information sessions. 
 

Remember, training is about more than knowl-
ŜŘƎŜΣ ƛǘΩǎ ŀōƻǳǘ ά!{Yέ ς the Attitudes, Skills and 
Knowledge an employee would need to actually 
access earned benefits.  Consider what a person 
would need to know about benefits, would need 
to believe about benefits, and would need to DO 
with that information ς then design your  
workshop around sharing that knowledge,  
shifting those beliefs, and practicing those skills.  
Well designed training does change behavior, 
ǿƘŜǘƘŜǊ ƛǘΩǎ ǘǊŀƛƴƛƴƎ ŀ ƳŀƴŀƎŜǊ ǘƻ ǇǊƻǾƛŘŜ  
feedback or training a worker to access earned 
benefits. 
 

These will provide employees  with plenty of  
opportunity to not just hear what you say but 
ŀƭǎƻ ǎŜŜΣ ŘƛǎŎǳǎǎΣ ŀƴŘ ǘǊȅ ƻǳǘ ǿƘŀǘ ǘƘŜȅΩǊŜ  
learning.  Try to minimize lecture (unless  the  
information is totally new to learners) and  
instead lead guided discussions.  In sum, when 
doing workplace training sessions always: 
 
X .ǳƛƭŘ ƻƴ ŀŘǳƭǘǎΩ ƭƛŦŜ ŜȄǇŜǊƛŜƴŎŜΣ ŜȄƛǎǘƛƴƎ 

skills, and knowledge 
 
X Show the relevance of the learning to 

their lives 
 
X Provide for lots of interaction and  
 opportunity to apply learning 

 

LǘΩǎ ŜǎǇŜŎƛŀƭƭȅ ƛƳǇƻǊǘŀƴǘ ǘƻ ƳŀƪŜ ǘǊŀƛƴƛƴƎǎ ƻƴ 
benefits fun and engaging as employees may be a 

little reluctant to learn about them at first. Try 
activities such as informational games like  
Jeopardy, mini case studies or group worksheets   
 
 

Also, for a training on earned benefits, find ways 
to incorporate it into a workshop with a broader 
ŦƻŎǳǎΣ ƭƛƪŜ άaŀƴŀƎƛƴƎ aƻƴŜȅΥ ²ŀȅ ǘƻ aŀƪŜ ¸ƻǳǊ 
5ƻƭƭŀǊǎ {ǘǊŜǘŎƘΣέ ƻǊ άCŀƳƛƭȅ CƛƴŀƴŎŜǎΥ  Tips, Tools 
ŀƴŘ wŜǎƻǳǊŎŜǎΦέ  Many people have negative  
ŀǎǎƻŎƛŀǘƛƻƴǎ ǿƛǘƘ ŀŎŎŜǎǎƛƴƎ ōŜƴŜŦƛǘǎ ŀƴŘ ŘƻƴΩǘ 
know the facts, for example: 
 

Ò Quite a few benefits and credits are  
 intended specifically to help people who 
 work and are financially stretched 
 

Ò Many benefits are targeted to help  
 families with children 

 

Position the workshop as offering important  
ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ǘƻƻƭǎ άǘƘŀǘ ƳƛƎƘǘ ōŜ ǳǎŜŦǳƭ ǘƻ 
ȅƻǳ ƻǊ ǎƻƳŜƻƴŜ ȅƻǳ ƪƴƻǿΦέ  tƻƛƴǘ ƻǳǘ ǘƘŜ ŦŀŎǘ 
ǘƘŀǘΣ ƎƛǾŜƴ ǘƘŜ ŜŎƻƴƻƳƛŎ ŘƻǿƴǘǳǊƴ ǿŜΩǊŜ ŀƭƭ  
experiencing, almost everyone knows someone 
who is having a tough time financially.     
Encourage participants to use what they learned 
by sharing it with others ς including their co-
workers. 

 
 

Benefits Experts as Guest Speakers 
 

Bringing in outside experts such as  
organizational leaders in employee benefit  
outreach or representatives from local  
enrollment centers to talk to employees is  
another way to help 
educate your staff 
about the different 
benefit programs, 
eligibility  
criteria, and how to 
apply without re-
quiring you to be 
the expert yourself. 


