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INTRODUCTION

The ROMA Self-Reliance Achievement Scale (SRAS) is a measurement tool that is designed to track the progress of low-income Minnesotans receiving services from community action agencies.  The SRAS measures an individual’s movement toward self-reliance and ability to meet his/her family’s needs.  

· The outcomes being measured by this tool will help document the benefits of services provided by community action agencies to low-income families. 
· The Self-Reliance Achievement Scale is not intended to capture all of the services provided by community action agencies.
The PURPOSE OF THIS MANUAL is to define the terms used in the Self-Reliance Achievement Scale and to explain how agency staff are to complete the Scale.  This manual includes: the definitions of terms used in the Scale, the process for completing and submitting the Scale, and descriptions of the fifteen domains. 

The Self-Reliance Achievement Scale is not a participant needs assessment or a case management tool.  Its sole purpose is to measure an individual’s progress across areas, and to determine whether persons served by community action are becoming more self-reliant over time.  

· The Self-Reliance Achievement Scale is not designed to measure the impact on all of community action’s participants.
· It is designed to measure the impact only on those participants with whom:
· The agency will have multiple contacts,

· The agency will work with for longer than 30 days, 

· Some form of some assessment and goal setting will take place, and 

· The agency will serve in at least one domain. 

In order to effectively measure progress, the SRAS has been designed to be used multiple times with each participant.  Over time, the SRAS tracks progress in different areas, called domains, documented on the form.  Data used to complete the SRAS will come from participant case files.  Successful use of this tool will depend on good documentation and accurate case files.  Use of this scaling tool does not preclude or eliminate the need to follow the agency’s and/or program’s normal data collection requirements.

For accuracy, validity, and reliability of participant information the following MUST HAPPEN:

1) The Self-Reliance Achievement Scale must be completed during at least two points in time, at least 30 days apart.  
2) In order for this Scale to be useful, it must always be filled out in its entirety.  (Missing information will invalidate portions of the Scale.)  This means that even if staff persons are not working specifically with an individual in one or more of the domains (areas) identified in the Scale, they still must complete the information for those domains.  
3) Fill out ALL DOMAINS, their status, date, service activity, and service code(s) EVERY TIME the Scale is completed.
SUBMITTING COMPLETED 

SELF-RELIANCE ACHIEVMENT SCALES

Keep the original Self-Reliance Achievement Scales for the participants’ case files.  Submit a copy of all completed Self-Reliance Achievement Scales to the Minnesota Community Action Association quarterly according to the schedule below.

Submission Dates:

	July 15, 2002
	Scales completed from April 1, 2002 - June 30, 2002

	October 15, 2002 
	Scales completed from July 1, 2002 - September 30, 2002

	January 15, 2003 
	Scales completed from October 1, 2002 - December 31, 2002

	April 15, 2003
	Scales completed from January 1, 2003 – March 31, 2003

	July 15, 2003
	Scales completed from April 1, 2003 - June 30, 2003

	October 15, 2003
	Scales completed from July 1, 2003 - September 30, 2003

	January 15, 2004
	Scales completed from October 1, 2003 - December 31, 2003

	April 15, 2004
	Scales completed from January 1, 2004 – March 31, 2004


Make any changes in participant demographics (page one) on the copy sent to MCAA by circling and dating the change in red ink.  

Follow the agency’s internal procedure for changing participant information on the original Self-Reliance Achievement Scale kept in the participant’s file and in the agency’s client database.

Mail all copies to:

Minnesota Community Action Association

Midtown Commons

2324 University Ave. W., Suite 100 

St. Paul, MN  55114

(651) 645-7425 Phone

(651) 645-7399 Fax

Definitions
Target Population 
The target population for the Self-Reliance Achievement Scale is participants with whom: 

· The agency will have multiple contacts, 

· The agency will work for longer than 30 days, 

· Some form of assessment and goal setting will take place, and

· The agency will provide services in at least one of the Scale’s domains.  

The SRAS is generally intended for persons who are served in a substantial way by community action agencies, specifically, those who receive coordination of services.  The SRAS should be completed for any participant new to service coordination after April 1, 2002, fit within the target population guidelines listed above, and have no coordination of services with the agency for the past three years.  After three years of no engagement in coordination of services with participant, the SRAS can be used with that participant.  Coordination of services would not include receiving a service from the agency that does not engage actively in trying to improve self-reliance, such as Energy Assistance.
If the staff person is working with more than one adult in a household, a Self-Reliance Achievement Scale is to be completed for every adult participant.

Do not complete the Self-Reliance Achievement Scale on those participants who only seek crisis or other one-time services.  However, if the agency continues to have multiple contacts (over a 30-day or longer period) with the participant, assessment and goal setting is done, and she/he is provided services in at least one of the domains, then the Scale should be completed, based on the information from the participant’s case files and her/his status or situation at the time of first contact with the program.

Observation Dates

The observation date is the date on which staff complete the Self-Reliance Achievement Scale across all domains.  This date is not necessarily the same date as when staff see or talk to the participant.  Observation dates must be at least 30 days apart.  Completion of the SRAS is based on worker judgment.  Completion does not necessarily occur every month or each time the participant is seen.  The initial, or “baseline,” observation is completed after the participant assessment is completed in order to report across all domains.  It is acceptable for the assessment to take two or three visits.  Complete the initial or baseline SRAS status report when the coordination of service assessment is complete and all the participant’s information is available.

Always complete dates using eight (8) digits: 2 for the month, 2 for the day, and 4 for the year (MM/DD/CCYY.)  For example, if the date is July 5, 2002, write it as 07/05/2002.  

Domains 

Domains are the major components of the Self-Reliance Achievement Scale and include:  

· Employment-Related Health Benefits 

· Hours of Employment 

· Job Retention and Stability 

· Household Income Sources 

· Child Support Income 

· Earned Income Tax Credit (EITC) 

· Adequacy of Income for Food and Shelter

· Financial Credit 

· Housing Stability 

· Housing Affordability 

· Household Health Care Insurance Coverage 

· Child Care 

· English Proficiency 

· Education 

· Transportation 

· Informal Social Support 

Status Categories

Within each domain, participants will fit into one of several status categories, or numerical indicators that refer to a participant’s level of self-reliance.  Generally speaking, the higher the status category assigned, the greater self-reliance in the participant’s situation.  Each time staff complete the SRAS, each domain must be scored using one of the status categories listed.  Look under the domain name for the category descriptions and on pages ten (10) to thirteen (13) of this manual for more information. 

Service Activity

Each time staff record a participant’s status, a service may be provided that relates to a particular domain.  If a service is provided, it should be recorded in the relevant domain.  If there was not a service provided applying to that particular domain, check the “No service” box and move on to entering the status in the next domain.  If there was a service provided applying to that particular domain, check the “Service provided” box and enter the corresponding service code.

Service Codes

A 3-digit service code has been identified for each type of service an agency may provide a participant within any of the domains.  (See Attachment C for a list of service codes.)  Up to three (3) services can be identified each time for the selected status category and entered into the Service Code columns.  Record a given service in only one domain, even if it applies to more than one domain.  Record services when they are provided, not when the application is completed.

If more than three services were provided relevant to a given domain, there is only space to record three services.  It might be possible to put the “overflow” services into a related domain such as housing stability and housing affordability.  If there is no related domain to put the services in, pick the most relevant and in-depth services to record.

Included in the service code listings are general codes, all of which begin with a zero (0).  These codes, such as Information, Referral, Follow-up, Client Advocacy, and Mentoring may be coded in more than one domain in one recorded observation because they do not refer to specific services.  Any Information, Referral, Follow-Up, or Client Advocacy NEEDS to be recorded.  This is an important indicator of the way in which community action often acts as the ‘glue’ that holds service coordination together for a participant.  Note: Only those services for which a participant is provided information about or referred to outside of the agency are to be coded as “Information” or “Referral.”  If a staff person refers a participant to a program within the agency, then that service will only be recorded when the participant receives it.  The SRAS tool is not designed to track internal program activities.  There are other reporting mechanisms in agencies to do this.  Therefore, internal referral, information sharing, or advocacy will not be recorded on the SRAS.

We would expect that agencies will use their own internal agency definitions to define their activities in the course in normal operation.  These are guidelines for what could be included in these activities.

Information = Sharing or discussing service or program information by external providers.  This could include verbal or written communication (such as a conversation or distributing a brochure).

Referral = Empowering participants to independently access services by external providers with the expectation that the participant will follow through (such as providing the name of provider, phone number, hours of operation, more detail about services provided, eligibility criteria).

Follow-Up = Checking with participant to see if they did the agreed upon activity or accessed services.  This is not just related to following-up on referrals, but may include follow-up on established goals in a participant’s service plan.  

Advocacy = Working on behalf of or alongside of the participant to better access services by external provider.  (May include speaking with a service provider on behalf of participant, scheduling an appointment at a service provider for the participants, or role playing with the participant.)

COMPLETING THE 

Self-Reliance Achievement Scale
Please carefully read the descriptions of the elements of the SRAS on the following pages.  Participant data MUST be entered on the Self-Reliance Achievement Scale as instructed so that the information can be entered into a database for analysis.  

· The first page of the Self-Reliance Achievement Scale contains demographic information on the participant and the remaining pages measure the participant’s self-reliance.  

· When completing this Self-Reliance Achievement Scale PRINT using all CAPITAL LETTERS. Use INK.  All dates must be filled out using EIGHT digits.
· Throughout the Scale, use the same line for the same recorded observation.  The status category and services provided for each domain should be entered on the line for the current month.  For example, if a staff member is filling out the Scale to record the self-reliance of a participant on April 15th 2002, the date in the “Apr” line in the “Observation Dates” section will be 04/15/2002 AND the “Apr” line in each domain throughout the scale will be completed for the participant’s status on April 15th.
· If the agency is providing service to the participant relevant to one the scale’s domains, that service must be coded and entered in that domain.  
· Submit only forms with more than one observation.  Don’t send the form in with one observation with the anticipation that you might see the participant again.  After the baseline observation, wait until there is a second observation to submit a copy of the scale to MCAA.  Only submit SRAS forms that have at least two observations.  
· At the end of the calendar year, begin a new SRAS form.  Each SRAS form is intended to cover one calendar year.  Even if a participant was not working with the agency for the whole year, begin a new SRAS form in January of each year.  If no information from page one has changed, that page can be used and submitted to MCAA in the next year. 

Agreement to Be Part of a Follow-Up Study

The “Agreement to Be Part of a Follow-Up Study” is the consent form that allows for the collection of the information on the SRAS form.  This consent form must be completed before the SRAS is completed.  

Submit a copy of this consent form the first time the SRAS is submitted to MCAA for data entry and analysis.  The original consent form remains in the participant’s file.

Page One: Participant Demographics
Much of the information on the first page corresponds to the Agency Intake form or the Household data in your agency’s Client Information System (CIS).  This does not take the place of your agency’s CIS procedures.  Page One must be completed in addition to your agency’s normal CIS data collection procedures. 

Consent Form Signed?

Check the box if the “Agreement to Be Part of a Follow-Up Study” is signed and complete.  

Consent Form Submitted?

Check the box if the “Agreement to Be Part of a Follow-Up Study” was submitted to MCAA the first time the SRAS form was submitted.

Participant name

Enter the participant’s full name here.  Last name, First name, Middle Initial.  Print her/his name using all capital letters.

Zip code

Enter the participant’s 5-digit zip code for her/his location of residence.

Household ID#

This is the individual household identification number assigned to the participant’s household by the agency.  This matches the household ID# used for the Client Information System (CIS).  If Social Security numbers are used for a household’s CIS ID#, use the Social Security number for the Household ID# on the Self-Reliance Achievement Scale.  If the Social Security number is not provided, enter all 9’s (999-99-9999).

County ID#

Enter the 3-digit county identification number for the participant’s place of residence.  This number must match the number used in the Client Information System (CIS).  See the County ID# listing in Attachment B.

Gender of participant

Indicate if the participant is male or female.

Marital status

Check the box that reflects the participant’s current status.  For an individual who is not married legally, but living with a partner in any type of domestic situation arrangement, check #6 “Not married, but living as married”.

Highest grade/level of school completed

Years 0- 12 refers to elementary through senior high school or General Equivalency Diploma (GED) completion.  Years 13 and above indicate years beyond high school graduation or GED completion.  

If less than 12th grade, did participant receive a GED?

If the participant indicates that she/he did not graduate 12th grade, ask them if she/he received a GED.  Check “Yes” or “No.”

Number of adults in household

This refers to the household in which the participant is living.  Include the participant in the total number of adults.  An adult refers to any person age 18 or older.  Base household size on who the participant is claiming as a dependent on the tax return.  In the case of extended family adults living together in the same house, ask the participant you are working with how they define their household.  Follow-up with searching interview questions, such as “Is your son paying rent, paying for groceries, or assisting with household income in any way?” to see if they are a separate household.  If the parents provide more than 50% of the person’s support, then the other adult is part of the parents’ household.  This is the recommended guideline, but each agency should decide how they will deal with this issue.  Use agency definitions to help you decide how to classify the household.

Number of children in household

This refers to the household in which the participant is living.  A child refers to any person age 17 and younger.  Include any foster children.

Social Security# of participant

Enter the individual participant’s 9-digit Social Security number.  Staff must ask for each participant’s social security number.  If the participant does not have a social security number or refuses to provide it, enter all 9’s  (999-99-99999).  
Date of birth of participant

Record the date using 8 digits (MM/DD/CCYY).  

Racial background of participant

Check one box only.  This is the participant’s self-reported identification of racial background.  

Is participant of Hispanic origin?

This information is the status self-identified by the participant.  Check “Yes” or “No.”  Check “Don’t know” if the participant is unsure.

Agency ID#

This is the 2-digit agency identification number (ID#) assigned to the agency.  This number must match the CIS Agency ID#.  See Attachment A to find the Agency ID#.

Agency name

Write the name of the agency.  Print using all capital letters.

Person completing Scale

Write here the name of the staff worker completing the Self-Reliance Achievement Scale.  Print Last name, First name, Middle Initial using all capital letters.

Date of first contact with participant

Enter the 8-digit date (MM/DD/CCYY) for the first time the participant is seen.

Page Two

Observation Dates
Record the date that the scale was filled out on the relevant line.  For example, if a staff member fills out the scale on April 15th 2002, the date in the “Apr” line will be 04/15/2002.  The “Apr” line in each domain throughout the scale will be completed for the participant’s status on April 15th.  If April 15th is the first observation for the participant, the lines for January and February in this section and throughout the scale will be blank.  

Since there is only one observation allowed for every 30 days, there is only one observation possible for each month.  

There does not need to be an observation for every month.  It is acceptable to have blank months.

Employment-Related Health Benefits
When the Self-Reliance Achievement Scale is completed, the status category should be entered on the line for the current month.  For example, if a staff member is completing the scale in April, there should be a corresponding date in the “Observation Dates” section above for April and the status category should be entered in the “Apr” line.  

Using the categories given, record the participant’s employment-related health benefits status, based on staff assessment and/or participant self-reporting.  For status category #1, “No employment, receiving COBRA benefits,” COBRA is the Consolidated Omnibus Reconciliation Act and is the continuation of health insurance benefits through the employer’s group after the participant has terminated employment.  

Remaining status categories (2- 6) are to note changes in the participant’s status regarding this particular domain.  Each status, when entered, should be followed by the 8-digit status report date.  

This particular component is not a domain because it refers to any health- related benefits that the participant receives as a result of employment (not something community action services provide direct services to change).  Participants and their household may have other sources of health benefits.  To capture this information, further health care-related information will be collected in Domain J “Household health care insurance coverage”.  

Under this component, only the participant’s status and status report date will be recorded.  This component looks different from Domains A through O because community action is unlikely to have any effect on whether a participant’s employer offers health benefits.  Because of this, a service code will not be indicated here.  

Pages Two to Seven: Domains

When the Self-Reliance Achievement Scale is completed, the status category should be entered on the line for the current month.  For example, if a staff member is completing the scale in April, there should be a corresponding date in the “Observation Dates” section above for April and the status category should be entered in the “Apr” line.  

Review each status category and write the status (numerical indicator) in the Status heading that best relates to the participant.  For those items that are self-declared by the participant, the staff member needs to make a determination in consultation with participant.  

Enter whether or not the agency provided the participant a service related to the domain by checking “No service” or “Service provided,” under the Service Activity heading.
The Service Code heading refers to the type of service provided to the participant by the agency.  If staff do provide a service in a domain, that service (or services) must be identified by a specific service code valid for that domain.  Record a given service in only one domain, even if it applies to more than one domain.  

One, two, or three codes may be recorded under each domain whenever the Scale is completed.  If more than three services were provided relevant to a given domain, there is only space to record three services.  It might be possible to put the “overflow” services into a related domain such as housing stability and housing affordability.  If there is no related domain to put the services in, pick the most relevant and in-depth services to record.

See Attachment C for service codes.  Service codes are provided for each domain and in alphabetical order. 

Domain Clarifications

The following table contains further explanations and clarifications for each domain staff should pay special attention to when filling out the Self-Reliance Achievement Scale.  

Domain            Clarification
	Domain A
	Hours of Employment 

This refers to the participant’s current employment status based on the number of hours worked per week during the past month.  Mark ‘0’ for anyone who is temporarily laid off.  Mark ‘9’ as the status for persons who are retired or unable to work for any reason.



	Domain B
	Job Retention and Stability 

This indicates the participant’s length of time at current job.  If the participant works more than one job, complete for the job of longest duration.



	Domain C
	Household Income Sources 

Note the definitions of public cash assistance and earned income listed below the categories.  Public cash benefits include: Minnesota Family Investment Program (MFIP), General Assistance (GA), Supplemental Security Income (SSI), and MSA.  Earned income includes: Employment Income, Supplemental Security Disability Income (SSDI), Veterans benefits, Retirement benefits, Social Security payments, Child Support, Unemployment, Worker’s Compensation, and TRA.



	Domain D
	Child Support Income 

All categories except #9, “Not applicable,”  refer to any participants that should be (or are) receiving a child support income award that has been ordered by the court.  If the person is not entitled to receive any child support income, entering ‘9’ is appropriate.  



	Domain E
	Earned Income Tax Credit (EITC) 

Community action staff should screen participants based on their income to determine if they are eligible for the EITC.  The eligibility information is available at each agency.  If the participant is not eligible, rank her/his status as ‘9’ (“Not applicable”).



	Domain F
	Adequacy of Income for Food and Shelter

This is the individual participant’s own assessment of whether or not her/his current income is adequate to meet food and housing needs during the past month.



	Domain G
	Financial Credit 

This domain refers to the participant’s ability to obtain and use credit for purchases.  “No credit” means that the participant has never established credit.  “Poor credit” means that the participant has a ‘bad’ credit rating and she/he would have difficulty borrowing money from any source, including credit cards.  



	Domain H
	Housing Stability 

“Homeless” is defined as having no place to live, or she/he is sleeping outdoors, in a vehicle, or any other place not intended for habitation.  “Doubled up” means that the participant is sharing housing without paying rent.  “Transitional housing” is defined as stable, but temporary, shelter.  “Subsidized rental housing” includes doubling up paying partial rent as well as formal rent subsidy programs.  Reduced rent (from parents or someone else) would be subsidized housing.  “Market rate housing” means that the household receives no subsidy for its housing costs.  For someone who is living in a hotel/motel, if they are paying the full cost out-of-pocket, it would classified as market rate rental.  If this situation is part of emergency assistance program – it would be emergency shelter.  If it is used as a stepping-stone to transitional housing, it could be coded as that.  Use discretion when coding this based on your agency’s definitions and services.



	Domain I
	Housing Affordability 

This domain refers to what percentage of income the participant’s household has to use on housing.  Income in this instance refers to total household income, not simply the individual participant’s income.  Housing costs include only rent or mortgage payments unless utilities and/or insurance are included in the rent/ mortgage payment.



	Domain J
	Household Health Care Insurance Coverage 

This domain describes the type and availability of health care for members of the household.  Differentiations in scoring will occur based on whether the insurance is private, public or both, and whether all or just some household members are covered under the insurance.  Note the definition of public insurance listed below the categories.  Public insurance can include: Medicaid (MA), Minnesota Care (MNCare), or some other type of health care provided by the State or County. 



	Domain K
	Child Care 

If the participant does not currently need child care, score them as #9 “No child care needed.”  Include a participant in status category #9 if they receive Minnesota Family Investment Program (MFIP) child care.



	Domain L
	English Proficiency 

“No English skills” means that the participant does not speak English.  “Inadequate skills” means that the participant cannot function in an interaction with English-speaking people without an interpreter.  

“Limited skills” means that the participant may understand and speak some English but not adequate enough to secure basic needs.   “Functional English skills” are defined as an ability to read street signs, complete job applications, and speak in an understandable manner using simple phrases.  “Support” refers to the need to have another individual help in translation and/or to strengthen the participant’s understanding of English.



	Domain M
	Education 

This domain refers to the participant’s opinion regarding the adequacy of her/his educational level is as it relates to employment.  This score is self-reported by the participant.  A status ‘9’ should be used for those who are unable to work or retired.



	Domain N
	Transportation 

This domain is the participant’s self-reported opinion of whether or not her/his transportation is adequate to meet daily needs



	Domain O
	Informal Social Support 

This status is self-reported by the participant and/or observed by staff.
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