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[bookmark: _Toc208384580]New Worker Process
Receive e-mail notice of the new worker from Reg Staff.
E-mail includes:
New worker’s name, email address, and curriculum track being requested
Open New Worker Tracking Google Sheet.
Add the New Worker to the appropriate agency tracking tab. 
Send new worker the Welcome e-mail
Create a folder in the NWT mailbox.
 Add curriculum track after learners’s name (i.e., Smith, Sierra – FEP). 

[bookmark: _Toc208384581]E-mail Text – Resource Specialist, FEP 
CC: Reg Staff, ATL, PTTTrainingSupp@wisconsin.gov 
Subject Line: Welcome to W-2 New Worker Training! 
Attachments: W-2 New Worker Training Guide [FEP or RS], Tips and Tricks document

The Partner Training Team (PTT) is happy you’re here. You’re registered for the [Add Correct Curriculum] track of W-2 New Worker Training (NWT). Review this email to ensure you have the information you need to get started. 

You should have received an email confirming your registration in an upcoming NWT Orientation session. If you cannot attend that session, please contact Registration Staff as indicated in that email.

You access all your training curriculums/courses through the Learning Center at: https://www.uwosh.edu/ccdet/ptt-learning/. One of the documents attached to this email is your W-2 New Worker Training Guide. This Guide lists all the courses you will complete in Learning Center and entries you will submit to us, with a checkbox for you to mark them off along the way. Use this Guide to keep track of where you are in training. 

As a best practice, committing to at least 15-20 hours per week of training means you can complete initial NWT within 5-9 weeks of your start date. Regardless, you must complete initial NWT within 6 months, otherwise you may be required to re-start initial NWT. 

You must also complete additional courses within 12 months of your hire date. These courses, called Reinforcing W-2 in the Classroom, consist of a combination of online courses and live classes. The Learning Center and Partner Training Team staff track your completion. 

Lastly, you’ll find a Tips and Tricks document attached to this email also. Check it out for some bonus information to help you succeed. Feel free to contact the Partner Training Team at ptttrainingsupp@wisconsin.gov at any time throughout your training. 

If you want to learn more about PTT and what we do, please visit our home page. 

Welcome to NWT! 

Kelsey Chappa
New Worker Training Lead
kelsey.chappa@wisconsin.gov
920-366-5718

[bookmark: _Toc208384582]E-mail Text – ATL
CC: PTTTrainingSupp@wisconsin.gov 
Subject Line: Welcome to W-2 New Worker Training! 
Attachments: ATL Guide

You have a worker who was recently assigned a W-2 New Worker Training curriculum.

Name:      Job Function:

It is necessary that the new worker have all the tools they need for successful completion of New Worker Training. This includes software, access to the internet and various resources, and all the needed Login IDs and passwords. 

Remember, all new workers must attend a NWT Orientation session prior to starting the Requesting W-2 curriculum. The new worker(s) listed above were automatically registered for the next upcoming session. If they cannot attend, contact Registration Staff to move them to another session.

Please access the attached ATL/Supervisor’s Guide to New Worker Training for further information. I cannot stress enough the need for all the pieces to be in place for the new worker to have a quality NWT experience. 

Kelsey Chappa
New Worker Training Lead
kelsey.chappa@wisconsin.gov
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[bookmark: _Toc208384583][bookmark: _Hlk189818235]01 Introduction Completed:
Next Steps
[bookmark: _Toc429735207][bookmark: _Toc208384584]Requesting the Next Curriculum
Email the new worker to prepare them for the next curriculum and NWT Hub.

[bookmark: _Toc429735209][bookmark: _Toc208384585]E-mail Text – Resource Specialist, FEP
CC: Reg Staff, ATL, PTTTrainingSupp@wisconsin.gov 
Subject Line: Next Steps: 02 Requesting W-2 Curriculum

You have completed the "01 Introduction" curriculum. Congratulations!

Shortly, you’ll receive an email assigning your next curriculum, 02 Requesting W-2 (indicate FEP or RS).

You’ll start with some introductory courses, then you’ll access CARES Worker Web (CWW) to complete Client Registration. Have your WAMS IDs available. You also will access the W-2 Policy Manual and learn about what case management means in the W-2 program.

Take your time and follow all instructions. If you have any issues, contact PTTTrainingSupp@wisconsin.gov.  

Good luck! 

[bookmark: _Toc208384586]E-mail Text – W-2 NWT Hub
CC: Reg Staff, ATL, PTTTrainingSupp@wisconsin.gov 
Subject Line: W-2 NWT Hub
Attachment: NWT Hub Flyer

You are moving right along with W-2 NWT! We recognize that NWT is a process. You can connect with trainers and other new workers while you complete initial NWT during our New Worker Training Hub. The NWT Hub is a place for you to ask questions, reinforce your learning, and discover additional resources. The NWT Hub is held every Tuesday morning from 9:00am-10:00 am online via Zoom. https://us06web.zoom.us/j/85287627641. The flyer attached to this email contains additional information regarding the NWT Hub.

If you have any questions, contact us at PTTTrainingSupport@wisconsin.gov. We look forward to connecting with you at the next NWT Hub!
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