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WF1 Activity Definitions and Utilization

Presenter
Presentation Notes
We will be going through each activity that is listed in WF1 for the Adult and Dislocated Worker programs.We will discuss the definition of the activity and when it is appropriate to use the activity when providing services to program participants.There are a total of 31 possible activities in WF1 that can be utilized when providing program services to participants.When you initially enroll someone into the Adult or DW program, some activities may not, at first, be available until certain services have occurred.We will go down the list of activities as it appears in the drop-down menu in WF1.



Apprenticeship

A formal system that 
combines on-the-job training 
with related technical 
instruction.

Presenter
Presentation Notes
Registered Apprenticeships provide a unique combination of structured learning with on-the-job training. It is designed to produce workers who are fully competent in all aspects of a job, including: knowledge, skills and proficiency on-the-job. With apprenticeship training, there is a written contract between the apprentice and the employer, approved by and registered with the state of MN, that specifies the length of the training, school hours, an outline of the skills to be learned and the wages the apprentice will receive. The MN Dept. of Labor and Industry helps employers tailor their own programs that are certified by the dept., and provide apprentices with specific skills, training and job-related instruction to meet the company’s needs.There are a variety of types and sizes of companies and industries that either have or can benefit from having apprenticeship programs– some industry examples include construction, manufacturing, health care, transportation and information technology. With few exceptions, any business that requires highly skilled employees can benefit from apprenticeship.The requirement for entry into an apprenticeship program is a HSD or GED – having math, science and industrial technical courses would be beneficial when being considered for an apprenticeship.Benefits of apprenticeship are that the individual can earn competitive wages from day one, receive classroom and hands-on training and earn nationally recognized credentials.It’s appropriate to enter this activity into WF1 when a participant has entered into an apprenticeship program with an employer and has supplied supporting documentation from the business that specifies the length of training, school hours, an outline of the skills to be learned and the wages the participant will receive – a copy of the contract will suffice in these circumstances and the apprenticeship should be incorporated into the IEP.Should you come across any participants who express interest or anticipate engaging in an apprenticeship, please reach out to me for specific technical assistance.



Career Counseling

Facilitated exploration of 
occupational and industry 
information.

Presenter
Presentation Notes
Career Counseling is staff assisted exploration of occupational and industry information that will lead to a first, new or better job for the program participant.This can include career planning, case management, individual or group mentoring performed by the employment counselor, and other one-on-one services that assist a participant during program participation.Career Counseling is an activity that every participant should have entered on their WF1 file at least once during their program enrollment. This usually takes place during eligibility determination and enrollment and when developing the Individual Employment Plan to identify career goals and objectives.



Classroom Training

An organized program or 
course of study that provides 
education that results in an 
industry-recognized 
credential.

Presenter
Presentation Notes
A classroom training (also known as credentialed training or WIOA-Certified training on the ETPL) is an organized program or course of study that provides specific vocational skills that leads to proficiency in performing actual tasks and technical functions required by certain occupational fields at entry, intermediate, or advance levels and results in an industry-recognized credential upon successful completion.A classroom training activity cannot be selected in WF1 prior to the development of the IEP. If a participant file does not have an active IEP documented in WF1, there will be no training service options in the activity drop down menu.Upon completion of developing the IEP, identifying and justifying the need for training services and a completed training proposal by the participant, a Classroom Training activity can then be opened on the participant WF1 file. Please refer to the Training Activity Flow Chart provided in previous Technical Assistance sessions that assist in identifying when it is appropriate to use Classroom Training vs. Non-Credentialed Training (I will send a copy of the flow chart out along with the copy of the power point after this session)Classroom Training activities will initiate performance for the credential attainment rate and measurable skills gain performance measures. Therefore, an unsuccessful completion of a Classroom Training has a negative impact on the Hennepin-Carver workforce area’s performance outcomes.



CLIMB Consulting (State DW Only)

Providing assistance to
program participants to 
develop a business plan, 
marketing plan, locate 
funding sources to build 
capital for their business.

Presenter
Presentation Notes
Converting Layoffs Into MN Businesses activities are for State DW participants only.CLIMB Consulting is for when services are being offered by organizations that provide assistance to individuals with developing business plans, marketing plans, locating funding sources to build on their capitol for their business, financial counseling and other services pertaining to business start up.These organizations could include:Women Venture (provides women of all ages, races, cultures and income levels with the tools and resources to achieve economic success through the creation and growth of profitable and sustainable business ownership)SCORE (provides a wide range of services to established and budding business owners including mentoring, online webinars and courses, local evens and a library of online resources)The Small Business Administration Development Centers (provides management assistance to current and prospective small business owners and offers one-stop assistance to individuals and small businesses by providing a wide variety of information and guidance in easily accessible branch locations)Prior to the changes to Unemployment benefits due to the impacts of COVID-19, the entry of a CLIMB activity into WF1 would initiate a notice to the UI Dept. that the participant is waived from job search requirements due to engaging in CLIMB services and could earn wages from that business without it impacting their UI benefit amount. It is anticipated that this will return in the future, however, it is unknown when.IMPORTANT: While participants continue to receive the federal extension of UI benefits to alleviate the impacts of the pandemic, participants are required to engage in job search and report job search efforts in their UI claims since the UI extension is federally funded and CLIMB is a state funded program.All of that aside, CLIMB activities should not be entered into WF1 until all the required upfront activities have been completed per DEED’s Converting Layoffs Into MN Businesses Policy. The policy currently reads that those requirements include:Completing the “How Ready am I to Start a Business” AssessmentWatching the “Encore Entrepreneur” online training class from the Small Business Administration Watching the “How to Write a Business Plan” online training from the US Small Business Administration (a certificate is provided upon completion of the two training videos and should be filed in the participant’s file)Back in May 2020 – the link for “Encore Entrepreneur” on the Small Business Administration’s website was no longer available. As of today, it is still not an available webinar and this requirement is waived until further notice. Please be sure to indicate that this requirement is waived per DEED’s guidance in the participant’s WF1 case notes.In January 2021 – DEED acknowledged that participants are no longer able to print certificates of completion after viewing the online training, and now complete a checklist of objectives they have completed on the within the “How to Write a Business Plan” training. Participants should be providing screenshots of their completed 22 objectives as proof they have done the requirements and including that screenshot in the participant file.DEED is actively exploring ways to improve the requirements of CLIMB



CLIMB Training

Training activities that are 
specific to that participant’s 
business needs and goals.

Presenter
Presentation Notes
CLIMB Training is training activities that pertain to that participant’s business needs and goals.CLIMB Training activities are still subject to the regulations outlined in DEED’s Allowable Activities policy when selecting a training course and vendor.Participants can engage in either CLIMB Consulting, or CLIMB Training or both but not all participants will need both.When a CLIMB activity is opened on a participant file, it is important to ensure that only the State DW funding stream is being used for all other activities and services. If even one activity or service is supported by a WIOA DW funding stream, the file will be held accountable to federal regulations and CLIMB activities will be considered disallowed costs.



Credential Attained without Training

Credential attainment during 
program enrollment through 
training that was not 
financially supported by the 
Adult or DW program.

Presenter
Presentation Notes
This activity should be used when participant training costs are funded through other sources (such as paid for by themselves, other programs such as TAA, Adult Career Pathways, or other financial supports such as financial aid or loans) and the training resulted in credential attainmentORWhen Adult/DW program funds were utilized to pay for a fee for an exam or licensing that results in credential attainment.In order to utilize this WF1 activity, the participant must have engaged in training during program enrollment.



Employed, Pending Exit

Initiates the start of 90 days 
without services in WF1 when 
a participant becomes 
employed.

Presenter
Presentation Notes
The Employed, Pending Exit activity is meant to initiate the count to 90 days without services when a participant reports that they have obtained employment.This activity is to be used when a case is no longer scheduled for future services but has received a service within the last 90 days. Since an individual is still considered a program participant if they have received a service within 90 days, they cannot be exited during that 90-day window. If the participant is simply in the 90-day waiting period before a program exit can occur, all other activities on the case should be closed (they are no longer receiving those services) and this activity should be opened with a start date that matches the last date the participant received a service.If no services are received during the 90 days, the participant should be exited from the program and the last date of service should be used as the exit date. If the participant receives a service within 90 days of the start date of the Employed, Pending Exit activity, this activity’s start date should be changed to the new date in which the participant received the service and the 90-day window restarts.



Engaged in Disaster Relief Services

The participant is engaged in 
recovery activities in response 
to a disaster.

Presenter
Presentation Notes
This activity pertains to a specific federal grant called a Disaster Recovery Dislocated Worker Grant.These grants are issued by the Department of Labor to workforce areas around the country in response to natural disasters (i.e. tornados, hurricanes, flooding, etc.). A disaster recovery grant was made available to every state in response to COVID-19.Most of you may never need to utilize this activity, however, it is possible that you may see a participant who has been co-enrolled into the COVID-19 Disaster Recovery grant to participate in recovery activities (such as temporary job placements) to alleviate the impacts of the COVID-19.



Entrepreneurial Training

Training to start one’s own 
small business and the 
training results in an industry 
recognized credential.

Presenter
Presentation Notes
Entrepreneurial Training is training that a participant would engage in to start their own small business.This would be used when an individual may not qualify for State DW and CLIMB services but still has self-employment as their career goal.Entrepreneurial Training activities are still subject to the regulations outlined in DEED’s Allowable Activities policy when selecting a training course and vendor.



ESL Training
Participant is engaging in 
English as a Second Language 
Training to increase spoken 
English skills.

Link: Osseo ABE - English 
Learning Program

Presenter
Presentation Notes
English as a Second Language Training is a service provided to those who English is their second language in order to increase their English reading, listening, grammar, conversation, writing, and life skills.This service is free and accessible to eligible participants through the local Adult Basic Education provider. The local provider for the Hennepin-Carver workforce area is Osseo Area Schools in Brooklyn Center where employment counselors can refer individuals who seek this service.If a participant is engaged in ESL training, this activity should be documented on the participant’s activities to demonstrate engagement and to be able to offer support services to ensure successful engagement in the training. This should also be reflected on the participant’s IEP and training progress should be monitored regularly.The link in this slide will direct you to Osseo Area School’s website where you and participants can learn more about the services available at no cost to them.

https://ce.district279.org/adult/basic-education


Financial Literacy Training

Helps participants create 
household budgets and 
savings plans, making 
informed financial decisions, 
managing spending, credit or 
debt effectively.

Presenter
Presentation Notes
Financial Literacy Training covers a multitude of topics related to financial health. Financial Literacy Training:Supports the ability of participants to create household budgets, initiate savings plans, and make informed financial decisions about education, retirement, home ownership, wealth building, or other savings goalsSupports the ability to manage spending, credit, debt effectivelyIncreases awareness of the availability and significance of credit reports and scoresSupports the ability to understand, evaluate, and compare financial products, services and opportunities; ansSupports the activities that address the particular financial literacy needs of non-English speakers, including providing the support through the development and distribution of multilingual financial literacy and education materialsThere are several community resources available to the public pertaining to financial literacy support such as local credit unions, and community-based organizations (Lutheran Social Services).Similar to ESL Training, this activity should be documented on the participant’s activities to demonstrate engagement and to be able to offer support services to ensure successful engagement in the training. This should also be reflected on the participant’s IEP and training progress should be monitored regularly.



GED Training

Provided to assist individuals 
in attaining their General 
Equivalency Diploma.

Presenter
Presentation Notes
The GED Training activity indicates that an individual is engaged in a formal training to prepare for and take the exam to attain their general equivalency diploma.The successful completion of a GED Training results in an industry recognized credential in the Adult/DW programs. However, GED training only positively impacts the credential attainment rate so long as the participant is also exited to employment.Again, the local provider for GED Training is Osseo Area Schools where referrals can be made for those who need assistance in obtaining their HSD or GED.



Holding

For when a participant will be 
out of contact for more than 
30 days unexpectedly with the 
intention to re-engage in the 
program.

Presenter
Presentation Notes
The holding activity is used for when a participant unexpectedly cannot maintain contact for more than 30 days but intends to re-engage in services when able.Some examples could be caring for an ill family member, or the participant was injured.This activity has a 90-day limit and if the participant does not re-engage and receive services prior to the end of 90 days, the file should be exited with the appropriate exit reason.



Incumbent Worker Training (IWT)
Only to be used when a 
participant’s eligibility basis is 
“Incumbent Worker”.

Incumbent Worker: The 
participant is still employed 
and to prevent their layoff, 
they require credentialed 
training within their place of 
employment.

Presenter
Presentation Notes
The Incumbent Worker Training activity is specifically used for individuals who have been determined eligible to participate in incumbent worker training with their employer. There is separate eligibility criteria for incumbent workers outside of the WIOA Adult or DW eligibility criteria.An incumbent worker is an individual who is still employed but requires credentialed training to retain their employment or advance within the business.Incumbent worker training allows a participant to acquire new skills to move into a higher skilled and higher paid job within their place of work, and thus, allowing the company to avoid future layoffs or to hire a job seeker to backfill the incumbent worker’s position.Training under this activity can be provided through Minnesota’s public or private educational institutions, private training organizations, trainers that are employed by the business, the business’ in-house training providers, or a combination of training providers. Training providers for IWT are exempt from being included on the ETPL. Incumbent Worker Training is a contractual agreement between the local workforce area, the incumbent worker, and the employer, that commits the business to complete the training criteria that is proposed in their application, as well as committing to compliance with all applicable local, state, and federal laws.IWT is available to help employers remain competitive by retaining a skilled workforce or to avert layoff by increasing the skills of their current workforce. There is an expectation that the incumbent worker will be promoted or retained by the business after they receive training.Currently, Hennepin County staff are working to establish standard operating procedures and necessary forms to implement IWTs for the Hennepin-Carver workforce area with local businesses. Once these have been finalized, a more thorough and detailed technical assistance session will be held for service providers on the specifics of IWT.



Incumbent Worker Credential Waiver

This indicates that the training 
the eligible incumbent worker 
will receive will not end in a 
credential.

Presenter
Presentation Notes
As indicated in the previous slide, IWT is for an incumbent worker who is still employed but requires credentialed training to retain their employment or advance within the business.This activity would be utilized if the training the incumbent worker was receiving does not result in a credential. In this instance, you would utilize this activity in place of the Incumbent Worker Training activity, however, all other eligibility criteria applies for both the incumbent worker and the business.Again, more detail will be provided on this when the Incumbent Worker Training technical assistance session takes place.



Individual Plan Development

IEPs are developed jointly by 
the participant and 
employment counselor to 
identify goals, achievement 
objectives, and an appropriate 
combination of services to 
achieve the employment goal.

Presenter
Presentation Notes
IEPs are developed jointly by the participant and employment counselor when determined appropriate for program participation. The plan is an ongoing strategy to identify employment goals, achievement objectives, and an appropriate combination of services for the participant to achieve the employment goals.Service providers must keep IEPs current to ensure all parties involved are accountable for their responsibilities. Training, support and individualized services cannot be obligated or distributed until after the participant is enrolled AND the participant and employment counselor have signed and dated the IEP.On the date that you initiate the development of the Individual Employment Plan with the participant, the Individual Plan Development activity should be opened to reflect that this service is being provided. The activity can be closed once the IEP in WF1 has been updated to reflect as “Active”. If an update to the IEP is conducted that requires both the participant and employment counselor’s signature, a new IPD activity should be opened to reflect the date the service was provided to update the plan.This guidance has been shared with the DEED monitor and is under review, however, we will proceed with this guidance unless indicated in policy elsewhere.



Local Flag

This activity can be used by 
service providers for any 
reason management teams 
may want to use it. It is not 
tracked by DEED in any way.

Presenter
Presentation Notes
DEED does not track the Local Flag activity in any way. This activity can be used for any reason that a local provider management team may want to use it to call attention to a specific file or multiple files.One way that some local areas use it is when a participant is anticipated to be approved for TAA funding, or will be approved for mass layoff funding and will require funding stream updates when the approval has been established by DEED’s TAA or Rapid Response staff. This activity allows WF1 users to pull a report on anyone who has this activity so that activity funding streams can be updated appropriately when the TAA or mass layoff funding is available.This activity does not impact any performance and can be used anyway a service provider would like to use it.



Non-Credentialed Training

An organized program or 
course of study that provides 
specific vocational skills 
leading to proficiency in 
performing tasks required by 
certain occupational fields 
without offering a credential 
at completion.

Presenter
Presentation Notes
Non-Credentialed training is an organized program or course that provides specific vocational skills that lead to proficiency in performing tasks and technical functions required by certain occupational fields at entry, intermediate, or advanced levels but does not result in an industry recognized credential when successfully completed.Upon completion of developing the IEP, identifying and justifying the need for training services and a completed training proposal by the participant, a Non-Credentialed Training activity can then be opened on the participant WF1 file. Please refer to the Training Activity Flow Chart provided in previous Technical Assistance sessions that assist in identifying when it is appropriate to use Classroom Training vs. Non-Credentialed Training (I will send a copy of the flow chart out along with the copy of the power point)Non-credentialed Training activities do not initiate performance for the credential attainment rate performance measure however, they do impact performance outcomes for measurable skills gains. Therefore, an unsuccessful completion of a Non-Credentialed Training does not impact the credential attainment rate, but does has a negative impact on the Hennepin-Carver workforce area’s MSG performance outcomes.



OJT – Public or Private

On-the-Job Training provides 
knowledge and skills essential 
to the full and adequate 
performance of a job while 
providing reimbursement to 
the employer up to a 
percentage of the wage rate.

Presenter
Presentation Notes
On-the-job Training is primarily designed to provide a DW or WIOA Adult participant with the knowledge and skills that are essential to the full and adequate performance of the job while providing reimbursement to the employer of up to a percentage of the wage rate of the participant for the extraordinary costs of providing training and additional supervision related to the training during onboarding.The employer must commit to employ or continue to employ the participant upon successful completion of any OJT. The OJT must be provided through a written contractual agreement between the service provider, the participant and the employer. Contracts can be written with employers in the private sector, the private non-profit sector, and public employers. The contract must identify the occupation, the skills and competencies to be learned by the participant, the wage the participant will earn during training and upon permanent hire, and the length of time the training will be provided.The training is a limited duration as appropriate to the occupation for which the participant is being trained. For instance, it may only take 3 weeks to provide training for a call-center position but may take 6 weeks for a CNC Machine Operator position. The content of the training, the prior work experience of the participant, and the service strategy (or IEP) are all taken into consideration for the duration of the OJT.An OJT activity does not preclude a participant trained by one employer from ultimately being placed in a comparable, training-related position with another employer. Nor does it preclude other types of training such as classroom or literacy training in conjunction with the OJT.Prior to initiating an OJT, participants must have received an assessment and an IEP must have been developed.Currently, like IWT, Hennepin County staff are working to establish standard operating procedures and necessary forms to implement OJTs for the Hennepin-Carver workforce area. Once these have been finalized, a more thorough and detailed technical assistance session will be held for service providers.



Partnering

To indicate when there is 
another program financially 
supporting the participant in 
some way.

Presenter
Presentation Notes
The partnering activity should be used when another program is partnering with the Adult/DW program (whichever the participant is enrolled in) that has the partnering activity entered. This means there is another program that is financially supporting the participant in some way.Some examples of this include:Career Pathways trainingGED or ESL classes provided by the local Adult Basic Education providerTraining funded by another grant such as the MN Family Resiliency Partnership (fka Displaced Homemaker Program), or MFIPPrevocational services funded by another programIt is important to include those other services on the participant IEP as well. The intention with including a partnering activity indicates that a service or some services are being funded by other grants, however, career counseling is still being provided to the participant by their Adult or DW counselor while they are engaged in those services funded by other grants. This can also allow the Adult or DW program to fund support services while they engage in those services since they are included in their activities and part of their IEP.



Pending Exit, Other

When a participant is no 
longer scheduled for future 
services due to leaving the 
labor force.

Presenter
Presentation Notes
This activity is to be used when a participant is no longer scheduled for future services due to leaving the labor force, but has received a service within the last 90 days.If the participant is in the 90 day waiting period before a program exit can occur, all other activities on the WF1 file should be closed and this activity would be opened with a start date of the participant’s last service date – very similar to Employed, Pending Exit.When a participant is leaving the labor force, this means they no longer intend to work nor continue to look for other employment opportunities. A couple examples of this could include:The participant has decided to retireThe participant has been determined eligible for Social Security or Disability benefits and does not intend to work while receiving those benefits



Planned Extended Leave

The participant plans to be 
out of contact for more than 
30 days.

Presenter
Presentation Notes
This activity should be entered when a participant has plans that will interrupt their contact with their employment counselor for more than 30 days. This, however, cannot exceed more than 90 days as the participant should be exited when they have not received any service in 90 days.Some examples of scenarios include:PregnancyMedical treatmentVacationCaring for a dependentMovingIf the participant anticipates that they will be out of contact for over 90 days, then the file should remain open until 90 days have passed, and then exited for the appropriate exit reason.



Pre-Vocational Services
Short-term services that are 
meant to prepare individuals 
for unsubsidized employment:

• Learning Skills
• Communication Skills
• Interviewing Skills
• Punctuality
• Personal Maintenance Skills
• Professional Conduct

Presenter
Presentation Notes
Pre-vocational services are short-term services of learning skills, communication skills, interviewing skills, punctuality, personal maintenance skills and professional conduct services to prepare an individual for unsubsidized employment or for training. Workshops that cover topics such as resume writing, interviewing techniques, online job search strategies, networking, LinkedIn, and career exploration are examples of pre-vocational services. In DEED’s Allowable Activities policy, Job Clubs and Job Fairs are also considered pre-vocational services.



Staff Assisted Assessment

When assessments are 
administered by employment 
counselors to gather 
information to establish a 
service strategy or individual 
employment plan.

Presenter
Presentation Notes
In all circumstances, participants will receive some sort of formal or informal assessment during their program enrollment. Any participant who is receiving training services must receive some form of an assessment, whether it be formal or informal, and therefore, 100% of participants who receive training, must have a staff assisted assessment activity in WF1.Informal assessments include:Motivational interviewingSelf-questionnaires or checklists (i.e. the information captured on the program enrollment page in WF1)Review of someone’s resume to collect work history informationFormal assessments include:An assessment that needs to be administered to participants (for example: Myers-Briggs Type Indicator, Strong Interest Inventory, TABE test or Select ABLE, O*Net Interest Profiler)Any participant with less than an Associate’s Degree must complete a math and reading assessment prior to being enrolled in training services.Assessments should be documented in the participant file, and results of formal assessments should be documented on the IEP.



Staff Assisted Job Placement

When an employment 
counselor is recommending 
individual participants to 
prospective employers.

Presenter
Presentation Notes
This is different from Staff Assisted Job Search – The Staff Assisted Job Placement activity should only be entered when an employment counselor, or other staff member within your organization, is directly referring a participant to prospective employers who are trying to fill job vacancies that match their career goals indicated on their IEPs.If a participant’s contact information is being shared with a prospective employer, the organization must have the participant’s consent to do so.



Staff Assisted Job Search
In Area:

• Sharing individualized job 
postings within a 35-mile 
commute from their 
residence.

Out of Area:
• Sharing individualized job 

postings that are further than 
35 miles from their residence.

Presenter
Presentation Notes
Staff assisted job search consists of forwarding and informing the participant of relevant job postings related to their interested career/industry indicated on their IEP When indicating “in area job search”, this would include relevant job postings that are within a 35-mile commute from their residence.When indicating “out of area job search”, this would include relevant job postings that are further than 35 miles from their residence.These activities can also include providing information on in-demand industry sectors and occupations and information on non-traditional employment within or outside of the 35-mile mark.Definition of non-traditional employment: Jobs that have been traditionally filled by one gender; DOL defines this as occupations for which individuals from one gender comprise less than 25% of the individuals employed in such occupation.When this activity is reflected on a participant’s WF1 file, the case notes should reflect that this service is actively being provided to the participant on, at least, a monthly basis.



Staff Assisted Relocation

This will track the timeframe 
that support services are 
needed to assist the 
participant to relocate for a 
job.

Presenter
Presentation Notes
This activity should be opened when it has been identified that a participant is accepting a job and requires support services to relocate for that job. This activity should remain open during the timeframe which support services are provided that are directly related to assisting the individual relocate. Some of those support services could include:Moving expensesRental assistance (such as a security deposit for new residence in new location)Transportation assistance (mileage reimbursement or flight expenses)Hotel stay for timeframe while looking for a place to liveAs a reminder, these costs can add up quickly and per the local Hennepin-Carver Support Services policy, participants are limited to either up to $1,500 support service cap if they do not receive training, and up to $2,000 support service cap if they do receive training during program enrollment



Temporary Call-Back

When the participant was 
called back to their qualifying 
employer for a short-term 
project.

Presenter
Presentation Notes
The temporary call-back activity should be utilized when a participant is called back to the business they were laid off from that qualified them for the DW program for a short-term project that will last less than 90 days. Again, if the participant exceeds 90 days without a service, the file would be exited.The participant must maintain contact at least every 30 days while they are assigned to the short-term project.



Work Experience

A planned, structured learning 
experience that takes place in 
a workplace for a limited 
period of time.

Presenter
Presentation Notes
Work experience, paid or unpaid, is a planned, structured learning experience that takes place in a workplace for a limited period of time. This may be arranged within the private for-profit sector, the non-profit sector, or the public sector.Some examples of this could include an internship or volunteer work.



Work Readiness Services
Activities, programs, or 
services designed to help an 
individual acquire a 
combination of basic skills:
- Academic skills
- Critical thinking skills
- Digital literacy skills
- Self-management skills

Presenter
Presentation Notes
The Work Readiness Services activity is used when a participant engages in activities, programs or services that help someone acquire basic academic skills, critical thinking skills, digital literacy skills, and self-management skills. These services could include building competencies in:Utilizing resourcesUsing information to make informed decisionsWorking with othersUnderstanding systemsSkills that are necessary for successful transition into and completion of postsecondary education or trainingSkills that are necessary for successful transition into employment andOther employability skills that increase an individual’s preparation for the workforce



Reminder:
• Services must be entered within 15 business days of 

the event
• All services provided should have a case note that

supports the service
• Services entered as Activities in WF1 should align with 

the IEP

Presenter
Presentation Notes
Per DEED’s Data Entry Timeliness Policy, all services provided to a participant must be entered into their WF1 case record within 15 business days of the event. This also includes updates or changes to services that participants receive.All services provided should be supported by case notes and should align with the Individual Employment Plan.DEED monitors for the timeliness of data entry and there are some promising practices out there to help stay within the 15-day timeframe expectation. Some of those practices include:Focus on one file at a time and complete all entries that are relevant to the services the were provided that day before moving on to another participant’s fileCarve time out between live contact sessions with participants to complete all entry right after the live contact while the information is fresh in your mindTake detailed notes during live contact and setting reminders on your calendars to return to the case files that require data entry updates



QUESTIONS?
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