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[bookmark: _Toc208385865]Entry Activities

The following information is for those in the following curriculum:
· FEP

[bookmark: _Toc207696392][bookmark: _Toc207698152][bookmark: _Toc208385866]Feedback Introduction
Copy and paste the following into the email of the first check of Ana’s entries:
In this section, we are reviewing your Initial Assessment entries to ensure you have correctly entered a complete informal assessment and summarized the assessment in PIN comments. 

[bookmark: _Toc207696393][bookmark: _Toc207698153][bookmark: _Toc208385867]Trainer Guide Note
Throughout this guide, you’ll see “learner discretion” several times. When you see this, it means you can accept any response the learner enters that makes sense with the scenario.
At times, we provide general guidance within the scenario. When that occurs, we provide the information in this guide as well. Use it to help you determine what makes sense.
Keep in mind, when we say, “learner discretion,” it means there isn’t one correct answer.
For example, we give the guidance that Brittany has an interview outfit, but isn’t sure if it fits. The learner could select Yes, as Brittany does have an outfit, or No, as the outfit doesn’t do her any good if it doesn’t fit. You must accept either option.
If you see “learner discretion” for a Details or Notes field, it’s up to the learner to decide if they want to enter something in that field. Although you can recommend they add something, don’t require it unless the system requires an entry in that field.








[bookmark: _Toc208385868]Ana – Initial Assessment
Informal Assessment Summary or Transactions 
· Ensure the learner submitted Ana’s informal assessment (no green checkmarks; Submit button is greyed out).

Languages
Home Language: Spanish (reads, writes, and speaks)
English Skills: Reads, writes and speaks
Interpreter: No
Notes: Ana is hopeful that her bilingual skills will be useful as she looks for work. 

Work History
Employment Status: Unemployed
What Is Preventing Full-Time Work: Looking for Work/No Work Available; Details: Nobody ever calls me back for an interview.
Work History:
Position: Cashier; Company: Kwik Trip; Location: Platteville, WI; Address: 430 South Water Street; Zip: 53818
Job Type: Unsubsidized
Begin/End Date: Quit three months ago and lasted two years 
Job Duties: waiting on customers, running the cash register, cleaning floors, stocking shelves, setting up store displays. 
Reason for Leaving: Quit; Details: Hours changed from 1st to 2nd shift. 
Pay Types: Hourly Wage 
Beginning Rate: $10.25 per Hour
Ending Rate: No Change
Avg Weekly Hours: 35
Notes: Working 2nd shift caused difficulties for child care arrangements. 
Position: Cashier; Company: Walgreens; Location: Platteville, WI; Address: 675 South Water Street; Zip: 53818
Job Type: Unsubsidized
Begin/End Date: Four years ago and lasted nine months
Job Duties: waiting on customers, running the cash register, cleaning floors, stocking shelves.
Reason for Leaving: Fired
Details: Lost job due to poor attendance. 
Pay Types: Hourly Wage
Beginning Rate: $9.00 per Hour
Ending Rate: No Change
Avg Weekly Hours: 30
Notes: Ana states it was difficult juggling being a new mom with work. 
Career Assessment: No 
Notes: Ana really enjoys customer service jobs. She would like to find a 1st shift position with consistent hours.

Work Programs
· Any other Work Programs: No 

Education History
High School Graduation Status: None
Attended School: Yes
Location: Platteville
School Name: Platteville High School 
Last Year Attended: Seven years ago
Current Enrolled: No
Working Toward GED/HSED: No
Notes: Ana is interested in getting her HSED. 

Post-Secondary Education
· Attended College/University: No
· Licenses/Certificates: No

Military Service
· Military Training: No

Housing
· Current Housing:
· Housing Situation: Rent/Own (Unsubsidized) 
· Begin Date: one year ago
· Monthly Amount: $730
· Risk of Eviction: No
· Housing History:
· Situation: Rent/Own (Unsubsidized) 
· Begin Date: two years ago
· End Date: one year ago
· Monthly Amount: $650
· Evicted: No  
· Risk of Utility Disconnected: No
· Does Housing Make it Hard to Work: No
· Action Needed: No Action Needed
· If the learner entered an Action Needed item, and it makes sense for the scenario, don’t make them remove it. 
· Notes: Ana is concerned that her rent is too high and would like to find a cheaper apartment. 

Transportation
Transportation Methods: Personal Vehicle 
Vehicle Insured: Yes 
Vehicle Registration Current: Yes 
Valid Driver’s License: Yes 
State: Wisconsin 
Expiration: 06/01/2035 
CDL: No
Action Needed: No Action Needed
If the learner entered an Action Needed item, and it makes sense for the scenario, don’t make them remove it. 

Legal Issues
· Responses to all questions: No 
· Action Needed: No Action Needed

Participant Barriers 
· Responses to all questions, including DV questions: No 
· Action Needed: No Action Needed

Child and Youth Supports 
Children Age 12 and Under: Yes
First Name: Elena; Last Name: must match last name in CWW; Date of Birth: must match DOB in CWW
Care Arrangement: Informal 
Special Needs: No
Details: Ana’s mom watches Elena
Children 13 to 18 with Special Needs: No
After School/Summer Program: No
Mentoring Programs: No
Child Welfare Worker: No
Foster Care: No
Changes to Child Care: No
Action Needed: No Action Needed
If the learner entered an Action Needed item, and it makes sense for the scenario, don’t make them remove it. 
Notes: Ana thinks certified daycare might be more stable because sometimes her mom has other appointments and can’t watch Ella. Provided her with information for IM so she can apply. 
If they don’t have this information in the Notes field, they must have a summary of it in their PIN comment.

Family Barriers 
· Responses to all questions: No 
· Action Needed: No Action Needed

Non-Custodial Parents
· Children 18 or Under Who live with Another Individual: No 

NCP Referral 
Children 18 or Under Whose Other Parent isn’t Living with You: Yes
Other Parent - Damien
Last Name: must match what learner entered in CWW
Parent Working/Available for Work: No 
Interested in participating in Work Program: No
Do You Know How To Get in Contact With This Parent: Yes
Learner must create a contact for Damien as a Non-Custodial Parent with a phone number of 920-555-1212. 
Child – Elena
Last Name: must match what learner entered in CWW
How Often Does The Other Parent Have Contact: No Contact
Child Support Order: Yes; Details: $200 per month

Job Readiness
Work Preference Questions
What Kind of Job Would You Like: Office setting as a receptionist or in customer service
What about Job Interests You: Working with people and good communicator
What Kind of Training/Experience Do You Think You Might Need: Needs to get her HSED
Name Places Job Available: Unknown
Work Situations Prefer to Avoid: Working for a micro-manager
Ideal Schedule: First shift 
Travel Time: 20 minutes 
Distance: 10 miles 
Contact Questions
Phone Number Employers Can Use to Contact You: Yes
Access to Voicemail or Text Messages on Phone: Yes
Email Address Employers can Use to Contact You: Yes
We do not instruct learners to make up/enter an email address. 
Access Email Daily Basis: No; Details: Ana doesn’t always have internet access to check her email. Came up with a plan for Ana to check email at Library or Job Center four times a week.
If the learner doesn’t have this information here, they must have a summary of it in their PIN comment.
PIN Comments
Learners may have all the information in one comment. Although you can encourage them to separate the information and explain the benefits, don’t make them separate it. As long as they have all the required information and Comment Types, it’s acceptable. 
Learners can edit comments only the same day they enter them. 
Informal Assessment
Participant Contact: SC
Comment Type: Informal Assessment
Must include:
Reads, writes, speaks Spanish and English.
Unemployed and has experience working as a cashier.
Wants to find a 1st shift job in customer service.
Highest level of education is 11th grade and interested in getting her HSED.
No work program or military experience.
Is renting.
Has vehicle and driver’s license.
No legal issues, personal barriers, family barriers, or children outside the home.
Ana’s mom watches Elena.
Has no contact with Elena’s father, Damien.
Provided the following referrals:
Subsidized housing
Community Resource booklet with CAP agency information
Wisconsin Shares
Any other information the learner didn’t include in other Details/Notes fields. 
Job Readiness
Participant Contact: SC
Comment Type: Job Readiness/Career Assessment
Must include:
Discussed Work Preferences and Contact questions and plan to discuss the rest of the questions at a future appointment.
Wants 1st shift work in office setting or customer service because she likes working with people.
Knows she needs her HSED to get a job.
Wants to avoid working for a micromanager.
Prefers to find a job 20 minutes or 10 miles away.
Has phone with voicemail set up.
Has email but doesn’t always have internet to check it.
Discussed plan on how she can check email regularly.
Any other information the learner didn’t include in other Details/Notes fields.

[bookmark: _Toc208385869]Brittany – Initial Assessment 
Informal Assessment Summary or Transactions
· Ensure the learner submitted Brittany’s informal assessment (no green checkmarks; Submit button is greyed out).

Languages
Language at Home: English (reads, writes, and speaks)

Work History
Employment Status: Unemployed
What Is Preventing Full-Time Work: Caring for Family Member; Details: learner discretion
Learner cannot enter Mason’s diagnosis on this page. 
Work History:
Position: Molding Technician; Company: Asyst; Location: Kenosha, WI; Address: 5811 99th Ave; Zip: 53144
Job Type: Unsubsidized; Begin/End Date: Ended one year ago and lasted four years 
Job Duties: setting up, operating, and tending to plastic molding machines 
Reason for Leaving: Quit or Fired; Details: learner discretion 
Learner cannot enter Mason’s diagnosis on this page. 
Pay Types: Hourly Wage
Beginning Rate: $18.50 per Hour
Ending Rate: $21.00 per Hour
Avg Weekly Hours: 40
Notes: learner discretion 
Career Assessment: Yes; Details: Doesn’t remember the results
Notes: learner discretion 
Work Programs
· Any other Work Programs: No 

Education History
High School Graduation Status: Diploma
Location: Kenosha
School Name: Tremper High School
Last Year Attended: 16 years ago 

Post-Secondary Education
· Attended College/University: Yes
· Location: Kenosha WI
· Name: Gateway Technical College
· Graduated: No
· Last Year Attended: 15 years ago
· Semesters Completed: two; Details: learner discretion
· We don’t provide how many credits Brittany attained. 
· Degree: No;
· Licenses/Certificates: No
· Notes: learner discretion 
· Somewhere on this page, learner must include she was going to school for accounting and that she feels obtaining a degree would make it easier to get a job. 

Military Service
· Military Training: No

Housing
· Current Housing:
· Housing Situation: Rent/Own (Unsubsidized)
· Begin Date: one year ago
· Monthly Amount: $1050
· Risk of Eviction: No
· Details: learner discretion
· Learner may or may not include that Brittany’s boyfriend, Viktor, helps with rent when he can. 
· Housing History:
· Housing Situation: Rent/Own (Unsubsidized)
· Begin Date: three years ago
· End Date: one year ago
· Evicted: No
· Monthly Amount: $985
· Details: learner discretion 
· Learner may or may not include that his apartment was noisy, which made her son’s barriers worse. 
· Risk of Utility Disconnected: No
· Does Housing Make it Hard to Work: No
· Action Needed: No Action Needed

Transportation
Transportation Methods: Public Transit  
Valid Driver’s License: No
Why Don’t You Have a Valid Driver’s License: Suspended/Revoked; Details: Brittany has fines she can’t afford to pay
CDL: No
Action Needed: No Action Needed
If the learner entered an Action Needed item, and it makes sense for the scenario, don’t make them remove it. 

Legal Issues
· Responses to all questions: No 
· Action Needed: No Action Needed

Participant Barriers 
· Physical Health Questions: No 
· Mental Health Questions: Yes to all the questions
· Between the four Details fields, learners must include that Brittany was diagnosed with Postpartum Depression and is seeing Dr. Jane Jones.
· AODA Questions: No 
· Cognitive and Learning Needs: No 
· Domestic Violence Screening: Not completed
· Viktor attended the appointment with Brittany, so it was not safe to ask the questions. If learner entered responses, have them remove them.  
· Action Needed: No Action Needed

Participant Barrier
· Barrier Type: Mental Health
· Barrier Subtype: Depressive Disorder
· Onset Month: two or three weeks ago; Details: learner discretion 
· Contact:
· Contact Title: Treatment/Assessment Provider
· This Contact Type makes the contact confidential. If you don’t see it, complete the Elevated Access page.
· Name: Jane Jones; Email: jonesj@communitypartners.org; Phone: 952-555-144
· Learner must check the ROI signed box and enter today’s date.
· Referral Date: today’s date 
· Accommodation for Concentration Deficits.
· Details: Brittany carries a notebook with her while participating in activities. The notebook is filled with items she needs to complete, and it helps her to focus or refocus as needed.  
· Accommodation for Sleep Disorder.
· Details: Brittany is allowed to flex her schedule as needed to accommodate her sleep issues.
· We don’t tell learners to enter a Begin Date for the accommodations. 

Child and Youth Supports 
Children Age 12 and Under: Yes
First Name: Mason; Last Name: must match last name in CWW; Date of Birth: must match DOB in CWW
Care Arrangement: Licensed/Certified
Special Needs: Yes
Details: Brittany has certified daycare after school for Mason when his behavioral issues allow him to attend.
First Name: Ella; Last Name: must match last name in CWW; Date of Birth: must match DOB in CWW
Care Arrangement: No Arrangement
Special Needs: No
Details: learner discretion 
Children 13 to 18 with Special Needs: No
Special Needs Programming: Yes; Details: Birth to 3
WIC Benefits: Yes
Head Start: No
After School/Summer School Program: No
Mentoring Programs: No
Child Welfare Worker: No
Changes to Child Care: No
Action Needed: No Action Needed
If the learner entered an Action Needed item, and it makes sense for the scenario, don’t make them remove it. 
Notes: Provided Brittany with information on child care resources, Head Start, and Wisconsin Shares  
If they don’t have this information in the Notes field, they must have a summary of it in their PIN comment.
Learners cannot enter Mason’s diagnosis on this page.

Family Barriers 
· Ever Applied for SSI/SSDI: No; 
· Interested in the SSI/SSDI Application Process: No
· Family Ever Applied for SSI/SSDI: Yes
· Anyone in Family Receive SSI/SSDI: Yes
· In the process of applying: No
· Caretaking Responsibilities for Any Family Member: Yes
· First Name: Mason; Last Name: must match last name in CWW; Relationship: Minor Child 
· Concerns About Participation: Yes
· Family Members Engaged in Risky Activities: No
· Any Children with Other Behavior Problems: Yes
· Any Children at Risk of Suspension: or Expulsion: No 
· Other Issues Affecting Participation: No
· Action Needed: No Action Needed
· If the learner entered an Action Needed item, and it makes sense for the scenario, don’t make them remove it. 
· This page contains several Details fields and a Notes field. The learner must include the following information somewhere on the page:
· Mason receives SSI for Autism.
· He requires supervision at all times, and Brittany could get called away to the school at any time.
· The learner plans to provide the Need to Care for Disabled Family Member form to Brittany at the end of the appointment.

Non-Custodial Parents
· Children 18 or Under Who live with Another Individual: No 

NCP Referral 
Children 18 or Under Whose Other Parent isn’t Living with You: Yes
Other Parent – Simon
Last Name: must match what learner entered in CWW
Parent Working/Available for Work: Yes
Interested in participating in Work Program: No
Do You Know How To Get in Contact With This Parent: Yes
Learner must create a contact for Simon as a Non-Custodial Parent with a phone number. 
Child – Mason
Last Name: must match what learner entered in CWW
How Often Does The Other Parent Have Contact: 1-3 times per month
Child Support Order: Yes; Details: $200 per month
Other Parent – Viktor
Last Name: must match what learner entered in CWW
Parent Working/Available for Work: Yes
Interested in participating in Work Program: No
Do You Know How To Get in Contact With This Parent: Yes
Learner must create a contact for Viktor as a Non-Custodial Parent with a phone number. 
Child – Ella 
Last Name: must match what learner entered in CWW
How Often Does The Other Parent Have Contact: 1-2 times per week
Child Support Order: No
Somewhere on this page, the learner must include that Simon wants to spend more time with Mason, but he doesn’t know how to handle Mason’s behavioral issues. It doesn’t matter if they put it in a Details field or the Notes field. 

Job Readiness
Work Preference Questions
What Kind of Job Would You Like: Unsure – Brittany enjoyed manufacturing, but also wants to get an accounting degree
Learner also might include analytical jobs 
What about Job Interests You: Enjoys problem solving
What Kind of Training/Experience Do You Think You Might Need: Brittany knows furthering her education is essential
Name Places Job Available: Unknown
Work Situations Prefer to Avoid: Full-time work
Ideal Schedule: learner discretion
We say she wants to work mid-day in the scenario 
Travel Time: 30 minutes
Distance: 5 miles 
Contact Questions
Phone Number Employers Can Use to Contact You: Yes 
Access to Voicemail or Text Messages on Phone: Yes; Details: Brittany needs to get into the habit of checking her voicemail
If the learner doesn’t have this information here, they must have a summary of it in their PIN comment. 
Email Address Employers can Use to Contact You: Yes
We don’t instruct learners to make up/enter an email address. 
Access Email Daily Basis: Yes 

PIN Comments
Learners may have all the information in one comment. Although you can encourage them to separate the information and explain the benefits, don’t make them separate it. As long as they have all the required information and Comment Types, it’s acceptable. 
Learners can edit comments only the same day they enter them. 
Informal Assessment
Participant Contact: SC
Comment Type: Informal Assessment
Must include:
Reads, writes, speaks English.
Unemployed and has experience working as a molding tech.
She left her last position due to issues with child care.
Has High School Diploma and completed two semesters of college in accounting.
No work program or military experience.
Is renting. 
Uses public transit.
No legal issues or children outside the home.
Brittany has a mental health barrier and was referred for a Formal Assessment, providing accommodations.
Mason has a barrier that makes it difficult for Brittany to participate; plan on providing the Need to Care form.
Mason has day care when he’s allowed to attend, no child care for Ella.
Has some contact with Mason’s father, Simon, and has regular contact with Ella’s father, Viktor.
Provided the following referrals:
Child care resources
Head Start
Wisconsin Shares
Any other information the learner didn’t include in other Details/Notes fields. 
Job Readiness
Participant Contact: SC
Comment Type: Job Readiness/Career Assessment
Must include:
Discussed Work Preferences and Contact questions and plan to discuss the rest of the questions at a future appointment.
Wants to avoid full-time work due to barriers.
Wants to get her accounting degree because she enjoys problem solving.
If she finds work, she needs mid-day hours within 30 minutes or 5 miles from home.
Has phone with voicemail set up.
Has email.
Any other information the learner didn’t include in other Details/Notes fields.

[bookmark: _Toc208385870]Chantelle – Initial Assessment 
Informal Assessment Summary or Transactions
· Ensure the learner submitted Chantelle’s informal assessment (no green checkmarks; Submit button is greyed out).

Languages
Language at Home: English (reads, writes, and speaks)
Other Languages: Spanish (speak only)
Notes: learner discretion 
We say she speaks Spanish with her Spanish speaking friends.

Work History
Employment Status: Unemployed
What Is Preventing Full-Time Work: Medical Issues/Disability or Other 
We say she fell outside of work and was unable to return to her job. Her employer did not hold her job for her.
Learner cannot state Chantelle has a broken wrist. They state she has an injury. 
Work History:
Position: Receptionist; Company: Car Toys; Location: Pewaukee, WI; Address: learner discretion; Zip: learner discretion
Job Type: Unsubsidized; Begin/End Date: Ended two months ago and lasted two years 
Job Duties: inventory, placing orders, and accounts payable/receivable  
Reason for Leaving: learner discretion; Details: learner discretion 
We say she fell outside of work and was unable to return to her job. Her employer did not hold her job for her.
Learner cannot state Chantelle has a broken wrist. They state she has an injury. 
Pay Types: Hourly Wage
Beginning Rate: $16.00 per Hour
Ending Rate: $16.50 per Hour
Avg Weekly Hours: 36
Notes: learner discretion 
The scenario includes Chantelle really liked this job because she worked independently and as part of a team. She received positive feedback and had only a couple of minor issues. 
Position: Cashier/Waitress; Company: Pie’s in the Oven; Location: Elkhorn, WI; Address: learner discretion; Zip: learner discretion
Job Type: Unsubsidized; Begin/End Date: Ended two years ago and lasted 13 months 
Job Duties: waitressing, stocking supplies, cooking pies, cleaning, training, and taking inventory 
Reason for Leaving: Changed Employment 
Pay Types: Hourly Wage
Beginning Rate: $14.00 per Hour
Ending Rate: No Change
Avg Weekly Hours: 30
Notes: learner discretion 
The scenario includes Chantelle enjoyed training new staff, taking inventory, and ordering supplies. She left this job to take the receptionist position.
Career Assessment: learner discretion
We don’t include whether Chantelle completed a Career Assessment in the scenario. 

Work Programs
· Any other Work Programs: No 

Education History
High School Graduation Status: Diploma
Location: Elkhorn
School Name: Elkhorn High School
Last Year Attended: 20 years ago 
Notes: learner discretion
We say she wanted to go to college, but life got in the way. She enjoyed school and dreamed of pursuing a career that would include travel. 

Post-Secondary Education
· Attended College/University: No
· Licenses/Certificates: No
· Notes: learner discretion 
· We say she wanted to go to college, but life got in the way. She enjoyed school and dreamed of pursuing a career that would include travel. 

Military Service
· Military Training: No

Housing
· Current Housing
· Housing Situation: Rent/Own (Unsubsidized)
· Begin Date: five years ago
· Monthly Amount: $1300
· Risk of Eviction: No
· Risk of Utility Disconnected: No
· Does Housing Make it Hard to Work: No
· Action Needed: No Action Needed

Transportation
Transportation Methods: Public Transit 
Learners also might select Bike/Walk
Valid Driver’s License: Yes
State: Wisconsin
Expiration: learner discretion
CDL: No
Action Needed: No Action Needed
If the learner entered an Action Needed item, and it makes sense for the scenario, don’t make them remove it. 
Notes: learner discretion
We say Chantelle allows an hour to get to and from work. She would like to find a job within walking distance from her home or doesn’t involve transferring buses. 

Legal Issues
· Responses to all questions: No 
· Action Needed: No Action Needed

Participant Barriers 
· Physical Health Questions:
· Health Problems: Yes 
· Hard to participate: No
· Seeing a provider: Yes 
· Learners must include the following information somewhere on the page:
· Chantelle suffered a fall where she broke her right wrist and sprained her left wrist. 
· The cast will stay on for another week, and then she’ll start physical therapy. 
· She continues to strengthen her left wrist with physical therapy, and she has mobility with her fingers. 
· She can do light keyboarding. 
· She doesn’t feel this will impact her ability to participate.
· Responses to remaining questions, including DV questions: No 
· Action Needed: No Action Needed
· Notes: learner discretion 
· Learner must not create a Participant Barrier page.  

Child and Youth Supports 
Children Age 12 and Under: No
Children 13 to 18 with Special Needs: No
After School/Summer Program: Yes; Details: Anthony goes to the Boys and Girls Club
Mentoring Programs: Yes; Details: Anthony is a student mentor at the Boys and Girls Club
Child Welfare Worker: No
Changes to Child Care: No
Action Needed: No Action Needed

Family Barriers 
· Responses to all questions: No 
· Action Needed: No Action Needed

Non-Custodial Parents
· Children 18 or Under Who live with Another Individual: No 

NCP Referral 
Children 18 or Under Whose Other Parent isn’t Living with You: Yes
Other Parent – Tyson
Last Name: must match what learner entered in CWW
Parent Working/Available for Work: learner discretion 
Interested in participating in Work Program: learner discretion
Do You Know How To Get in Contact With This Parent: learner discretion
We don’t provide any information regarding Tyson in the scenario. 
Children – Anthony
Last Name: must match what learner entered in CWW
How Often Contact: learner discretion
We say Tyson has had limited contact with Anthony and Chantelle for the past 10 years.
Child Support Order: Yes; Details: $300 per month

Job Readiness
Work Preference Questions
What Kind of Job Would You Like: Office setting
What about Job Interests You: Likes to have a variety of tasks and enjoys working both independently and as part of a team
What Kind of Training/Experience Do You Think You Might Need: Has a lot of the skills needed for office/customer service, open to attending training or college classes on office administration
Name Places Job Available: learner discretion (not specified) 
Work Situations Prefer to Avoid: learner discretion (not specified)
Ideal Schedule: 1st shift
Travel Time: 1 hour
Distance: Within walking distance of home or doesn’t involve transferring buses  
Contact Questions
Phone Number Employers Can Use to Contact You: Yes 
Access to Voicemail or Text Messages on Phone: Yes 
Email Address Employers can Use to Contact You: Yes
We don’t instruct learners to make up/enter an email address. 
Access Email Daily Basis: Yes 

PIN Comments
Learners may have all the information in one comment. Although you can encourage them to separate the information and explain the benefits, don’t make them separate it. As long as they have all the required information and Comment Types, it’s acceptable. 
Learners can edit comments only the same day they enter them. 
Informal Assessment
Participant Contact: SC
Comment Type: Informal Assessment
Must include:
Reads, writes, speaks English and speaks Spanish.
Unemployed due to injury.
Has experience as a cashier/waitress and receptionist.
Has High School Diploma and is interested in attending college for office administration.
No work program or military experience.
Is renting. 
Uses public transit or walks.
No legal issues, family barriers, or children outside the home.
Chantelle has a medical barrier, but she doesn’t feel like it will affect her ability to participate in W-2.
Learner cannot state Chantelle has a broken wrist. They state she has an injury. 
Has limited contact with Anthony’s father, Tyson.
Any other information the learner didn’t include in other Details/Notes fields.
Job Readiness
Participant Contact: SC
Comment Type: Job Readiness/Career Assessment
Must include:
Discussed Work Preferences and Contact questions, and plan to discuss the rest of the questions at a future appointment.
Wants 1st shift work in an office setting, preferably within walking distance of home.
She has a lot of the skills she needs for that type of work, but is open to attending an office administration training.
Has phone with voicemail set up.
Has email. 
Any other information the learner didn’t include in other Details/Notes fields.




[bookmark: _Toc208385871]Quia Activities

[bookmark: _Toc208385872]Knowledge Check: 04 Initial Assessment
Learners must get all answers correct to mark this as complete. When giving feedback, point learners to W-2 Manual references and other resources in the Learning Center as needed to help them find the correct answer.

How does the W-2 Manual define Informal Assessment? 
An ongoing case management practice which starts during W-2 application and continues until the parent no longer receives W-2 services (W-2 Manual 5.2.1)

When must you complete the WWP Informal Assessment Driver Flow? 
Learners must include the following in their response: before initial W-2 placement and at each placement change. They also could include whenever the parent requests or any other time its needed. (W-2 Manual 5.2.1)

Where can you enter confidential information in the WWP Informal Assessment Driver Flow? 
The Participant Barriers and Family Barriers pages (W-2 Manual 5.2.3.5)

When must you schedule the Job Readiness? 
Within 30 days of application (W-2 Manual 5.2.2)

How do you complete an Educational Needs Assessment with parents? 
By discussing the education-related pages of the Informal Assessment Driver Flow (W-2 Manual 5.3.1)

If you and the parent determine a standardized educational assessment tool would be beneficial, when must you schedule it? 
Within 30 days of placement (W-2 Manual 5.3.1)

W-2 policy requires you offer a parent a Formal Assessment within 30 days in several instances. Name two of them. 
Parent tells you they have a disability/barrier to participating in W-2/getting a job; Informal Assessment Driver Flow shows you need more information; you, or another staff member, observes behavior that suggests a parent may need one, and you place the parent in a W-2 T placement. (W-2 Manual 5.5.1.1)

Which form must you complete with a parent whenever you offer them a Formal Assessment? 
Wisconsin Works (W-2) Formal Assessment Agreement (W-2 Manual 5.5.1.2)

Which three responsibilities does the W-2 agency have regarding accommodations? 
Identifying the need for accommodation; identifying what the accommodation is, and providing the accommodation W-2 Manual 1.3.1.2)



[bookmark: _Toc208385873]04 Completing Initial Assessments Completed: Next Steps
[bookmark: _Toc208385874]Requesting the Next Curriculum
Email the learner to prepare them for the next curriculum.

[bookmark: _Toc208385875]Email Text - FEP
CC: Reg Staff, ATL, PTTTrainingSupp@wisconsin.gov 
Subject Line: Next Steps: 05 Determining Initial Placement Curriculum

You have finished Completing Initial Assessments, so now it’s time to determine appropriate placement for your cases. 

Your next assigned curriculum is 05 Determining Initial Placement.

You’ll learn about W-2 Placement Policy and comments across systems. Then you will complete the Placement process for all of your cases. The Entry Guide: Initial Placement guides this process. Be sure to read all the related resources, follow the guide step by step, and complete all activities as assigned. 

After you have completed your entries, submit your PIN and case numbers to the Partner Training Team for review. If you have any questions or have any problems, contact PTT training support at PTTTrainingSupp@wisconsin.gov. 
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