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Sample Matching Grant Onboarding Guide

The Matching Grant program (MG) helps refugees and other Office of Refugee Resettlement (ORR)-eligible populations overcome barriers and quickly find jobs. Since 1979, the goal of MG has been to facilitate refugee family integration and self-sufficiency through employment—by providing case management, English language training, and employment services over a 240-day service period, all without accessing cash assistance programs. The program is a public-private partnership, enabling communities to offer direct support to the program through donations, volunteer work, and mentorship.
This Matching Grant Onboarding Guide is a framework for onboarding new staff members who will provide MG services. It is meant to be customized to include organization-specific training, allowing you to incorporate your own materials using the “Link to Agency Guidance” fields located at the end of the guide. This guide shares reading materials, recorded webinars, and other resources to complement your agency’s specific onboarding activities. The onboarding process and included activities can be modified based on each staff member’s prior experience. 

	Learn More About Who MG Serves

	This first section provides you with an introduction to some of the Office of Refugee Resettlement (ORR)-eligible populations you may serve through Match Grant.

Note: This is not a comprehensive list of ORR-eligible populations that may be enrolled in your agency’s program. For a full list of eligibility documents for all eligible client populations, please refer to the ORR website. 

	Due Date: 
Completion Date:

	Immigration Statuses and ORR Eligibility
	☐ Watch: Understanding Newcomer Immigration Statuses 
☐ Watch: How Resettlement Agencies Work with the U.S. Government 
☐ Read: Getting Started in Navigating ORR Eligibility 
☐ Read: ACF Policy Web Address
☐ Read: Status and Documentation Requirements 

	Refugees
	☐ Watch: Who are refugees and how do they arrive in the U.S.? 
☐ Read: Resettlement in the United States
☐ Watch: What is refugee resettlement and what is UNHCR’s role? 


	Asylees 
	☐ Review: Who is a Refugee, Afghan Evacuee, and Asylum Seeker?
☐ Review: Steps of the U.S. Asylum Process
☐ Read: I Was No Longer Safe in My Country: Yomardy’s Story of Seeking Asylum

	Cuban & Haitian Entrants
	☐ Read: ORR Fact Sheet for Cuban/Haitian Entrants

	Certain Amerasians
	☐ Read: ORR Fact Sheet for Amerasians

	Victims of Trafficking
	☐ Read: ORR Fact Sheet for Victims of Trafficking
☐ Watch: Faces of Human Trafficking Series 
☐ Read: An Introduction to Human Trafficking in the United States

	Afghan and Ukrainian Humanitarian Parolees
	☐ Read: Resource List: Serving Ukrainian Newcomers
☐  Read: Useful Resources to Support Afghan Newcomers in the U.S.
☐  Read: Getting to Know Afghan Newcomers: Recognizing Diversity, Ethnic Tensions, and Social Values
☐  Watch: Cultural and Practical Considerations for Working with Ukrainian Clients
☐  Read: Answering FAQs on Benefits for Ukrainian and Afghan Humanitarian Parolees Arriving On or After October 1 2023

	Special Immigrant Visas (SIVs)
	☐ Read: Special Immigrant Visa (SIV): Application Vetting Approval
☐  Read: Special Immigrant Visas for Afghans



	Matching Grant Program Guidelines

	This section provides MG staff with information needed to provide services to MG clients and manage a caseload within the program.

	Due Date: 
Completion Date:

	MG Overview
	☐ Read: Matching Grant Overview
☐ Review: FY20 MG Guidelines
*Note: The 2020 MG Guidelines do not account for the revised 240-day service period. 
☐ Receive: Orientation to MG from your supervisor or your organization’s training officer
	☐ Discuss with your supervisor: Clarify any questions that may have come up for you while reviewing the MG Guidelines.

☐ Review your local office MG site design. 

☐ Consult with your supervisor to clarify specifications related to the revised 240-day service period.

	Eligibility & Enrollment
	☐ Discuss with your supervisor:
· Eligibility Criteria
· Assessment Process
· Enrollment Tips
· Enrollment Time Frames (based on immigration status)
☐ Review: Policy & Dear Colleague Letters Relevant to MG
☐ Review: Eligibility for Matching Grant Flow Chart
☐ Review internal forms: MG Rights & Responsibilities; MG Agreement Form
*Note: Supervisor should add an organization-specific document in the designated section below.
	☐ Activity: Review recent cases enrolled in MG services. Discuss with your supervisor what made these cases eligible for enrollment. 

☐  Discuss with your supervisor how to determine eligibility based on expected budget and anticipated match.

☐ Discuss strategies for reinforcing client’s motivation and ability to become self-sufficient from first point of contact. 

☐ Discuss with your supervisor new policies determining eligibility for ORR populations.


	Regular MG Direct Services
	☐ Review: ORR Guidelines on Services provided throughout the MG service period (pages 6-14)

	☐ Discuss with your supervisor: How are case management and employment services delivered in your office? 

☐ Discuss with your supervisor: How do MG direct service staff support MG match generation, distribution, and reporting? 

☐ Activity: Shadow a colleague creating                                     a MG service plan.

☐ Identify which MG services are provided in-house versus through referral. 

☐ Identify other local programs where clients may be eligible/walk-in and discuss process for collaboration to ensure there is no co-enrollment with these agencies (collecting other CMs, contact, communication style, etc.)

☐ Compile a list of referral providers. Where should you refer clients for English language training? Where do clients go for medical appointments? Who are the primary child care providers? 

	 Core Maintenance
	☐ Review: ORR Guidelines for core maintenance provided throughout the MG service period (pages 9–10)

☐ Discuss with your supervisor: the different components that make up maintenance assistance (food, housing, transportation assistance, cash allowance, etc.)
	☐ Activity: Go over your office’s Direct Assistance policy with your supervisor. 

☐ Review your office’s cash allowance policy and practices.

☐ Discuss with your supervisor: in which instances can core maintenance and/or cash allowance be reduced, withheld, or terminated? 

	MG Match
	☐ Review: Understanding, Raising, and Documenting the Match

☐ Review: ORR Guidelines for cash match and ‘in-kind’ match (page 15-17)

	☐ Activity: Meet with individuals who oversee match generating activities  to learn about your office’s match goals, strategy, and documentation requirements.

☐ Discuss with your supervisor examples of ‘in-kind’ match. How are these donated supplies, equipment, and land valued? 

☐ Identify costs that are unallowable under the MG program.


	Client Termination
	
☐ Review:(ORR Guidelines for guidance on MG termination policies

☐ Read: Ethics: Terminating Services*
*Note: These articles are meant for social workers and MSW students, but the ethics and practices are applicable to anyone who works with clients.
	
☐ Review your organization-specific closure letter and process.
*Note: Supervisor should add organization-specific closure letter in the designated section below. 

☐ Activity: Observe a 240-day case closure. What information was covered during the closure?

☐ Discuss with your supervisor sanctioning criteria and process.
*Note: Supervisor should add organization-specific sanctioning letter in the designated section below. 

☐ Review a recent sanctioning. 

☐ Reflect: Why is appropriate client termination essential to case management? What are the steps of appropriate client termination?
*Note: Supervisor should add an organization-specific document in the designated section below.

☐ Discuss: With your supervisor, talk through sanctioning criteria and processes specific to your organization.

☐ Review: Discuss a recent client sanctioning process. Why did the MG staff impose sanctions? How did the client respond? 


	Reporting on Program Enrollments Outcomes
	☐ Review: the processes of reporting monthly MG enrollments with your supervisor or training officer

☐ Review: the processes of reporting monthly 180/240 reports with your supervisor or training officer

☐ Review: the process and reporting policies for determining self-sufficiency outcomes

☐ Review: report templates and examples of previously submitted reports 


	☐ Activity: Run a report and export a list of all clients enrolled in the last month.

☐ Activity: Review report templates and examples of previously submitted reports.

☐ Activity: examine previously submitted reports and reflect on what benchmarks were used to determine self-sufficiency outcomes.

☐ Review how to indicate self-sufficiency status and make referrals when completing organization-specific case closure letters.

☐ Activity: read through three completed FSSPs and reflect on what made these MG cases successful in achieving self-sufficiency.

	Reporting on Match
	☐ Review: the processes for collecting records of donations provided to clients

☐ Review: the processes for reporting for donations provided to clients
	☐ Activity: Practice recording donations into a designated database or organization-specific tracking system.



	Employment Services

	The following section introduces MG staff to Employment Services, establishing standards and expectations for staff providing those services to MG clients. Employment Services are required for all adults even if immediate employment is not envisioned.

	Due Date: 
Completion Date:

	Foundations for Employment Services 
	☐  Watch: Effective Employment Services 
☐  Read: Employment Authorization Documents
☐  Read: This tip sheet for facts about utilizing the I-94 form for employment
☐  Watch:  Adjusting To Life & Work In The U.S.—Advice From Clients To Case Managers 

For Expanded Skill Building:
☐  Watch: This webinar, and review this guide, on helping clients overcome employment barriers
☐  Read: 
	☐ Activity: Identify two documents your MG clients can use to show employment authorization at an interview.

☐ Discuss two principles for fostering effective employment services.

	Job Readiness Training
	☐  Review: your office’s current job readiness curriculum; you can also find a template here

For Expanded Skill Building:
☐  E-Learning: Adult Education Principles for Refugee Job Readiness
	☐ Activity: Observe a job readiness training.

	Job Development  
	☐  Watch: Establishing and Maintaining Employer Partners
☐  Read: Template Conversations with Employer Partners
☐  Read: Tips for Effective Employer Conversations 
☐  Read:  7 Tips If You’re New to Job Development
	☐ Activity: Ask your supervisor who your leading employer partners are.

☐ Activity: Practice a mock conversation with an employer partner using the template.

	Employment Placement
	☐  Review: your office’s job placement process, including filling out applications, scheduling interviews, managing transportation logistics, and following up after employment placement
☐ Review: How to Craft a Resume
☐ Read: Answering FAQs on Creating Effective Newcomer Resumes
☐ Review: Creating High Quality Newcomer Resumes: Template
☐ Read:  Career Support Resources—Mock Interview Guide
☐ Read:  Completing Form I-9
	☐ Activity: Review an existing MG client resume.

☐ Activity: Practice filling out the I-9 Form.

☐ Review MG guidelines for employer follow-up after a client is placed.

☐ Discuss with your supervisor best practices for obtaining supporting employment documentation.


	Post-Placement Services
	☐ Review: ORR Guidelines for Post-Placement Assistance, provided after a MG client is placed in a job (page 9)

☐ Review: documentation process for completing post-placement services
	☐ Practice mock post-placement calls with your supervisor to learn best practices.

☐ Discuss examples of previous post-placement adjustment problems. How did your supervisor address the problems with the client? How did your supervisor resolve the problems with the client and the company in order to help the client maintain employment? 

	Job Upgrades & Recertifications
	☐ Review: ORR Guidelines for assisting clients with specialized and advanced skills (page 9, section D)
☐ Read: Serving Jobseekers with Professional Backgrounds
☐ Read: Job Counseling for Career Pathways

For Expanded Skill Building:
☐ Read: What Strategies Enhance Career Development for Newcomers?
☐ Watch: Watching and Strengthening Career Pathway Programs 

	☐ Discuss with your supervisor a client success story. What job upgrade was the client pursuing? How did the Employment Specialist work with the client to obtain this job upgrade after initial placement? Did the client go through a recertification process?

	Supporting Women
	☐ Watch: Creative Strategies for Female Economic Empowerment 
☐ Listen: Empowering Refugee Women Through Workforce Development 

For Expanded Skill Building:
☐ Read: What Strategies Improve the Outcome of Refugee Women in Employment Programs
☐ Review: Supporting the Career Pathways of Female Clients
	☐ Discuss: What are some specific barriers women may face related to entering the workforce? What are two strategies that can be implemented when working with women in MG?
☐ Review cultural backgrounds and sensitivity training material provided by your supervisor.  



	Case Management Foundations

	The following section provides an introduction to case management and establishes standards and expectations for staff providing intensive case management to MG clients. These values draw heavily from the field of social work. Although few MG staff are social workers, the services provided are aligned with the standards found in the National Association of Social Workers Code of Ethics.
See Switchboard’s Sample Comprehensive Case Management Onboarding Guide for additional resources that may be relevant to certain MG staff roles.


	Due Date: 
Completion Date:

	[bookmark: _Hlk158287903]Ethics of Service Provision
	☐ Read: National Association of Social Workers Code of Ethics*

*Note that this Code of Ethics is meant for social workers and MSW students, but the ethics and practices are applicable to anyone who works with clients; you may find other codes of ethics for other professionals useful as well.
	☐ Activity: Choose two principles from the Code of Ethics that stood out to you and explain why they are important. How are they relevant to your work? How can you demonstrate these principles in your work?

	Case Management Foundations
	☐  Review: ORR Guidelines for delivering MG case management (page 6)
☐ Watch: Case Management Foundations
☐ Watch: Practical Guide to Working With Refugees
☐ Listen: What is Motivational Interviewing?
	☐ Discuss: What are the three key objectives of MG case management? 

☐ Reflect: What are some contextual and cultural factors you should consider as a case manager? What are some practical ways you can support clients’ well-being?

	Strengths-Based Approach 

	☐ Watch: Demystifying Strengths-Based Services to Foster Refugees’ Resilience
☐ Read: What is a Strengths-Based Approach?
	☐ Activity: Review a sample client intake and identify some of the client’s strengths.


	Principles of Trauma-Informed Care


	☐ Watch: Trauma-Informed Care in Case Management or Read: Trauma-Informed Care: A Primer for Refugee Service Providers
☐ Read: Preventing Crises and De-Escalating Difficult Situations with Newcomer Clients

	☐ Review: What are the basics of trauma-informed care? Why is understanding trauma-informed care important to serving refugee clients? What are some examples of how you can implement trauma-informed care in your work?

	Defining Professional Case Management Boundaries 

	☐ Watch: Creating Balance in Case Management
☐  Watch: Client Boundaries
☐ Watch: Boundaries in the Electronic Age
☐  Read: Internal Agency Policies on Boundaries (check with supervisor)
	☐ Discuss with your supervisor: What are some challenges you anticipate with setting client boundaries? How can your supervisor assist with reducing these challenges? 

☐ Discuss with your supervisor: What internal policies does your organization have in place to develop and preserve boundaries? 

	Cultural Competency

	☐  Read: Applying Cultural Humility, Awareness, and Competency in Refugee Resettlement
☐  Read: Cultural backgrounders for the most commonly served populations at your location (Afghan, Bhutanese, Burmese (Myanmar), Congolese, Iraqi, Rohingya, and Ukrainian)
	☐ Review: How do cultural competency and cultural humility differ? How can you use both concepts in your work with refugees? Why is cultural competency an ongoing process? How does your own culture or background affect your competency and humility in working with different newcomer populations?

	Self-Sufficiency Plans
	☐ Review: ORR Definition of Self-Sufficiency Plan (page 7, section f.)

☐ Review: Organization-specific family self-sufficiency plan

☐ Read: Promoting Your Clients Financial Wellbeing
*Note: Supervisor should add an organization-specific document in the designated section below.
	☐ Review a recent self-sufficiency plan developed for an enrolled MG case. What employment barriers did this self-sufficiency plan address? What strategies to remove the barriers were implemented? 

☐ Discuss organization-specific documentation policies and procedures. 
☐ Review a budgeting template. 

	Setting Goals with Clients
	☐ Watch: How to Write a SMART Goal

☐ Discuss with your supervisor: How do we effectively set employment expectations with MG clients?

	☐ Activity: Make a sign or poster for your desk to remind yourself to use SMART goals.

☐ Activity: Review three client self-sufficiency plans. Are they SMART? Do they encourage sustainable self-sufficiency? Do you have a system to review or measure these plans?

	Case Files 
	☐ Discuss with your supervisor or training officer: how does your organization separately and securely store MG case files? 
☐ Review: your local office case file quality assurance procedure
☐ Review: ORR guidelines for required documentation related to MG processes and services (pages 6-8) 
☐ Review: Client signature policy
*Note: Supervisor should add an organization-specific document in the designated section below.
	☐ Activity: Using a local case file MG checklist, review three case files (two open cases and one closed case).

☐ Activity: Locate and review translated documents relevant to your MG caseload.

☐ Discuss with your supervisor: What administrative strategies allow for case file quality assurance?

	Case Note Documentation

	☐  Review: Case Note Template
☐  Watch: Creating High-Quality Case Management Documentation or Read: Creating High-Quality Case Management Documentation Guide
☐  Read: Making the Paperwork Work for You
☐  Watch: Writing Case Notes
	☐ Activity: Observe a MG activity and draft case notes based on the training you received. Make sure it contains all the information covered in the training.
☐ Discuss with your supervisor: How are case notes documented for MG clients? Review all client interactions requiring case note documentation. 

	Case Consultations and Client Referrals
	☐ Read: Effective Case Consultations and Case Conference

☐ Watch: Overcoming Barriers and Strengthening Enabling Factors

☐ Read: Mental Health and Psychosocial Support Service Mapping
*Note: Supervisor should add an organization-specific document in the designated section below.
	☐ Discuss with your supervisor the different types of referrals available for different client needs, such as mental health referrals, education referrals, domestic violence referrals, and health specialty referrals.

☐ Review organization-specific client referral forms.

☐ Discuss with your supervisor: how can you leverage referrals for MG clients who have fewer dedicated services and less guidance because they were not resettled through R&P?


	English Language Training (ELT)

	☐  Identify: If your office provides in-house ELT training or refers to a local provider
☐  Review: ORR Guidelines for determining which MG clients are required to attend ELT (page 13)

For Expanded Skill Building:
☐  Read: The English Learner Family Toolkit
☐  Watch:  Refugee Adult Education
	☐ Activity: Observe an ELT course, either in-house or through a referring partner.

☐ Discuss ELT determination protocols with your supervisor.


	Interpretation
	☐ E-learning: Introduction to Working with Interpreters

☐ E-learning: Overcoming Challenges in Interpretation


	☐ Discuss with supervisor: Why is interpretation important? What are some considerations you should make when seeking interpretation for a client?

☐ Shadow three interpreted meetings and/or phone calls (with consent of/permission from all involved).



	RA-Specific MG Documentation 

	The following section is intended to familiarize MG staff with the different components of MG documentation and management. Keeping timely and accurate documentation of services is a critical part of case management and may vary in different organizations. Supervisors are encouraged to incorporate organization-specific documentation for new staff onboarding in the corresponding Link to Agency Guidance fields.

	Due Date: 
Completion Date:

	MG Documentation
	☐  Review: ORR Guidelines for recommended documents
☐  Review: Organization-specific MG documentation process, policy, and procedure


	☐ Activity: Locate all required documentation and arrange it in a case file according to SOP.
☐ Activity: Review agency privacy policies and safeguards.

	Client Intake and Eligibility 
	☐ Link to Agency Guidance: Eligibility Assessment
☐ Link to Agency Guidance: Pre-Enrollment Analysis Document
☐ Link to Agency Guidance: Client Intake Form

	☐ Review organization-specific eligibility assessment and identify three factors that would make a client ineligible for MG services.  
☐ Review sample client documentation that demonstrates eligibility across all ORR-eligible populations.
☐ Activity: Practice filling out a client intake form using a case scenario. 
☐ Review pre-employment budget to set expectations with client. 
☐ Review case budget.

	Enrollment
	☐ Link to Agency Guidance: Notification of pending enrollment for specific cases
☐ Link to Agency Guidance: Client Agreement Form
☐ Link to Agency Guidance: Rights and Responsibilities Form
	☐ Activity: Review client agreement form and accompanying translated documents.

	Financial Management 
	☐  Link to Agency Guidance: Cash and Assistance Analysis
☐ Link to Agency Guidance: Cash and Material Disbursement Document
☐ Link to Agency Guidance: Case Budgeting Template

	☐ Review in-kind contributions and how to indicate these contributions on the disbursement document.   
☐ Discuss with your supervisor the importance of understanding case MG budget and how to address client expectations.

	Self Sufficiency Planning
	☐ Link to Agency Guidance: Family Self-Sufficiency Plan

	☐ Activity: Practice filling out a self-sufficiency plan using your organization’s specific documentation. Use a case scenario for a family of four with one working individual. What barriers to employment does this individual face? How will you address these barriers and incorporate time-bound strategies? 
☐ Activity: Practice filling out a budget template for a family of four with one working individual. 
☐ Discuss: What are best practices when filling out a budget template with your MG client? How does this budget aid in financial literacy training?

	Client Support Services 
	☐ Link to Agency Guidance: Client referral form
☐ Link to Agency Guidance: Child care documentation 
☐ Link to Agency Guidance: Housing documentation 
☐ Link to Agency Guidance: Volunteer service records
	☐ Activity: Review all client support service documentation. Discuss with your supervisor strategies to ensure proper notes and documentation are captured for each MG case.  

	Client Monitoring and Interaction 
	☐ Link to Agency Guidance: Documentation of regular client interaction 
☐ Link to Agency Guidance: Service Documentation
	☐ Activity: Review case noting policies and practices for client interactions. 

	Case Closure Documentation 
	☐ Link to Agency Guidance: Self Sufficiency Status Document
☐ Link to Agency Guidance: Employment Status Documentation
☐ Link to Agency Guidance: Case Closure Letter 
	☐ Discuss with your supervisor documentation required for case closure on the 240th day.
☐ Activity: Review client pay stubs indicating MG client employment.
 ☐ Review examples of customized case close-out letters, as well as lists of available local resources. 

	[bookmark: _Hlk158287951]Volunteer and Donation Reporting  
	☐ Link to Agency Guidance: Volunteer time and attendance record
☐ Link to Agency Guidance: Donation tracker
☐ Link to Agency Guidance: Match contribution documentation
	☐ Review internal policies related to determining valuation of personal services, materials, equipment, buildings, and land. 


	Community Engagement and Outreach

	Community outreach and capacity building is an important part of MG, making sure clients are connected to the appropriate resources and referrals in the community.

	Due Date: 
Completion Date:

	☐ Watch: Strengthening Refugee Integration through Community Resource Mapping

☐ Watch: Five Ways the Community Can Help Refugees and Other Newcomers 

☐ Read: Harnessing Volunteer Energy to Support and Welcome Refugees in your Community: Five Tips for Success

☐ Watch: Promoting Supportive Mentoring Relationships with Newcomer Youth 

☐ Read: Leveraging Client Feedback in Community Engagement

☐ Read: Community Needs Assessments with Newcomers

☐ Read: Discussing the Refugee Experience with Dignity and Resilience

☐ Review: What Works to Build Welcoming and Inclusive Communities?

	☐ Discuss with supervisor: What local resources are available? What community partners are you trying to establish relationships with this year?
☐ Discuss with your supervisor: What outreach activities are taking place to engage all ORR-eligible populations?
☐ Discuss with your supervisor: What types of community-led activities may be in service of MG (i.e., job fairs, targeted donation drives, etc.)? 
☐ Discuss with supervisor: What types of professional experience do volunteers have? How are volunteers recruited and how does their engagement contribute to MG?
☐ Discuss with your supervisor: What type of training is recommended for volunteers? What organization policy or policies must volunteers adhere to? Who provides the direct supervisor to volunteers and how do you ensure volunteers/interns remain engaged? 
☐ Activity: Complete the Community Resource Mapping template after viewing the webinar. Discuss with your team as necessary.


We encourage you to continue learning as you progress in your role within MG. Please consult your supervisor or training officer about additional opportunities to grow within your role. Social learning opportunities, such as communities of practice or working groups, can also be a great way to exchange knowledge and learn from others!
The IRC received competitive funding through the U.S. Department of Health and Human Services, Administration for Children and Families, Grant #90RB0052 and Grant #90RB0053. The project is 100% financed by federal funds. The contents of this document are solely the responsibility of the authors and do not necessarily represent the official views of the U.S. Department of Health and Human Services, Administration for Children and Families.  
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