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Employment Incentive Guidelines 

 
Graduates of The Gateway-In Project CNA & HHA grant who hold a valid CNA and/or CHHA certification 
and work in long-term care for older adults are eligible for employment incentives after 1, 6, and 12 
months of employment. These incentives recognize your hard work and help retain skilled care providers 
in the long-term care sector.  

Eligibility Criteria: 

If you received funding through The Gateway-In Project© grant for: 

• Certified Nursing Assistant (CNA) training, only a CNA job title qualifies for incentives. 
• Certified Home Health Aide (CHHA) training, only a CHHA job title qualifies for incentives. 
• Both CNA and CHHA training, either a CNA or CHHA job title qualifies for incentives. 

This structure ensures that the certification funded by the grant is being actively used to strengthen and 
support the workforce caring for older adults. 

Automatic Denial: 

• Missing or incorrect employment documentation  
• Documentation provided does not cover the total time frame requested 
• Documentation provided does not include job title 
• Company is Hospital, Medical Office, Behavioral Health, Pediatrics, Private Client (including 

IHSS), Nurse Registry or Staffing Agency. 

To Avoid Processing Delays: 

1. Enter Correct Email Address and Verify 

o Ensure your email address does not contain typos  

o After submission, follow the steps to verify your email address with Adobe Sign. Your form 
will not be received or reviewed unless you complete the email verification.  

2. Submit Pay Stubs 

o Attach your first and most recent pay stubs for each job you're claiming an employment 
incentive for. The date ranges on your pay stubs must show how long you worked at each 
job (example: if you are requesting a 6 months incentive but you only submit pay stubs 
covering a range of 3 months, your form will be denied).  
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3. Submit Proof of Job Title 

o If your pay stubs do not list your job title, you must provide additional documents. If your 
attached documentation does not clearly show your job title, your form will be denied. 
Examples of additional documents are shown on page 3 & 4 below. 

For Multiple Employers: 

o Submit separate documentation for each employer. The total time worked at each job will be 
calculated to determine your incentive eligibility. All documentation submitted for each job must 
follow documentation guidelines.  

 
Acceptable Documentation 

 

It is your responsibility to provide acceptable pay stubs that includes all of the following: 
a. Your name 
b. The company name 
c. Length of employment / dates worked 
d. Job title 

 

Alternative Documentation: 

If you cannot obtain pay stubs and/or proof of job title, you must provide a letter from your employer on 
company letterhead stating your job title and dates of employment.  
 
Direct Deposit / Electronic Pay Stubs: If you receive Direct Deposit and are accessing your pay history 
through an employee portal or payroll website, please follow these steps: 

a. Look for options such as “Get PDF”, 
“View PDF,” “View Statement”, 
“Download PDF,” or “View Details”, 
or another similar phrase. Click to 
open your official pay stub or 
download a PDF version. You must 
upload the PDF or take a 
screenshot of the complete 
pay stub and upload the 
image.  
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Example Pay Stub: 

 
 

Example Verification Letter: 
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Example Proof of Job Title:  

 

 

 

  

 

 

 
 
 
 
 
 
 
 

 
 
Screenshots of your bank account and/or copies of your physical paycheck are prohibited for 
security reasons. 

 
If you do not yet have the correct documentation, please wait until you have all the necessary 
materials. Once you have gathered everything required, you can proceed to submit the form. 
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