[bookmark: _Hlk194058767]Completing the Income Calculation for the Senior Community Service Employment Program (SCSEP):  A Step-by-step Guide
Step 1: Fill in Section 1 – General Information
1. Sub-Grantee Name: Enter the organization managing the SCSEP program (e.g., "Minnesota for Us").
2. Participant Name: Enter the name of the individual applying for SCSEP.
3. Participant ID: Enter the Grantee performance Management System (GPMS) participant ID, this applies only for income calculation at recertification.  
4. Indicate which family member’s income is being determined:  From the dropdown, select whose income is the worksheet for. Remember to complete a separate form for each family member with income to declare. For eligibility, sum up all incomes and use the current Federal Poverty Guidelines to determine eligibility. For the SCSEP eligibility, family income cannot exceed 125% of the Federal Poverty Guidelines.
5. Family Size: Enter the total number of individuals in the participant’s household. A family may include two or more persons related by blood, marriage, or decree of court, who are living in a single residence and are included in one or more of the following categories: 
· A married couple and dependent children,
· A parent or guardian and dependent children, or,
· A married couple.
Note: Disability - Family of One: For eligibility purposes, when determining family income, an individual with a disability is assessed based on their own income, rather than that of their family. The individual’s income must align with the low-income definition. To qualify as a "family of one" under the disability provision for SCSEP, appropriate medical documentation must be submitted. (Refer to the SCSEP Data Validation Manual (#5.P11) for documentation requirements, and the DEED Policy for Serving Most in Need for the definition of disability.)
6. Purpose of the Worksheet: Select the reason for completing the worksheet (e.g., "Income Worksheet for Enrollment").
7. Insert Date of Action: Input the date when the worksheet is being completed.
8. Select Method of Computing Income: Choose either a six-month or 12-month lookback period. If selecting a 12-month lookback, proceed with both Table A (six-month) and Table B (12-month).
Note: The DEED Participant Income Calculation Worksheet will automatically annualize for you, and the result will appear in the Annualized Grand Total of Table A. 
Step 2: Complete Table A – Six-Month Lookback
1. Enter Monthly Income Data: 
· Input earnings for each month across six months in the appropriate categories (Social Security, Wages, Self-Employment, etc.).
· To determine the includable Social Security Income (SSI), exclude 25% from the total gross SSI and use the remaining 75% as the includable amount. Note: The DEED Participant Income Calculation Worksheet will automatically exclude 25% from Social Security Income to arrive at the includable 75%.
· Enter amounts for any other applicable income sources.
2. Calculate the Six-Month Total: Add up all income sources for the Six-month period. Note: The DEED Participant Income Calculation Worksheet will automatically add all includable income.
3. Annualize the Grand Total: Multiply the Six-month total by 2 to estimate yearly income. Note: The DEED Participant Income Calculation Worksheet will automatically Annualize the income for six months look back period if selected, 
Step 3: Complete Table B – 12-Month Lookback
1. Enter Monthly Income Data: 
· Input earnings for each month across twelve months, just as in Table A.
· Perform the 25% Social Security Exclusion and compute the Net (75%) Social Security amount. Note: As in Table A. The DEED Participant Income Calculation Worksheet will automatically exclude 25% from Social Security Income to arrive at the includable 75%.
2. Calculate the 12-Month Total: Sum all income sources for the 12-month period. Note: The DEED Participant Income Calculation Worksheet will automatically add all includable income
Step 4: Review Section 2 – Results and Approvals
1. Determine Eligibility: 
· Compare the 12-month total income against SCSEP eligibility guidelines.
· Select the appropriate eligibility status (e.g., "Not Eligible" in this example).
2. Obtain Required Signatures: 
· Participant signs and dates the form.
· Interviewer fills in their name, title, and signature with the date.
Step 5: Document Case Notes
· If family income is zero, provide case notes explaining the financial situation.
· Add any relevant comments supporting the eligibility determination.
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