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[bookmark: _Toc208387215]Entry Activities
The following information is for those in the following curriculums:
· FEP

[bookmark: _Toc207696392][bookmark: _Toc207715641][bookmark: _Toc207716859][bookmark: _Toc207719260][bookmark: _Toc207720563][bookmark: _Toc207720980][bookmark: _Toc208387216]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 participation entries to ensure you have correctly entered and determined good cause, summarized the participation in PIN comments, and justified your determinations accurately. 

[bookmark: _Toc207696393][bookmark: _Toc207715642][bookmark: _Toc207716860][bookmark: _Toc207719261][bookmark: _Toc207720564][bookmark: _Toc207720981][bookmark: _Toc208387217]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.

Note: Throughout this section, the activities may not match exactly with what the learner actually entered. You may have to guide them to enter participation on any of their assigned activities. The day it occurs doesn’t matter. 


[bookmark: _Toc208387218]Ana – Participation Tracking
W-2 Participation Calendar
Job Search (ES 4.0) and Job Readiness Essentials Workshop (MO 3.0)
Hours Participated: 0.0
Participant’s Reason: AA – Participant or Family Illness
Details: Learner discretion
Learners don’t have to enter anything in this field. The scenario states Ana left a voicemail saying that Elena was home sick.
Good Cause Granted: Yes
Worker’s Reason: AA – Participant or Family Illness
Details: Learner discretion 
Learners don’t have to enter anything this this field.
Good Cause Hours: Matches scheduled hours 
Job Club (MO 3.0)
Hours Participated: 0.0
Participant’s Reason: XX – Other Reason 
The RO – Refusal to Participate reason is for when FEPs are closing a case due to the parent refusing to participate. If the learner selected this reason, make them change it. 
Details: Ana doesn’t want to go any more, or something similar
Good Cause Granted: No
Worker’s Reason: XX – Reason Does Not Meet Good Cause Policy
Details: Learner discretion
Because the learner selected XX, they must enter something in this field. 
If Job Club has not yet started, learners are instructed to use one from the typing practice or Essentials workshop
All other activities show full participation for the current week. 

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. 
· Email conversation regarding Job Club
· Comment Type: General or Participation Tracking 
· Participant Contact: SC
Must include: 
You emailed Ana to ask why she didn’t attend Job Club
She emailed back saying she didn’t want to go any more
Participation Tracking
Comment Type: Participation Tracking and Good Cause Determination
Participant Contact: None
Must include:
Missed job search and job readiness workshop due to Elena being sick, and granted Good Cause for these activities. 
The learner must include the specific hours and dates they tracked this information in the comment as well. 
Missed Job Club due to not wanting to attend, and denied Good Cause for this activity.
The learner must include the specific hours and date they tracked this information in the comment as well. 
Ana completed all the other hours as assigned on her EP this week.
Be sure the dates and hours in the comment match the learner’s entries.

[bookmark: _Toc208387219]Brittany – Participation Tracking
W-2 Participation Calendar
All activities for the past three days:
Hours Participated: 0.0 
Participant’s Reason: XX – Other Reason 
Details: Must include that she had a friend visiting from out-of-state
Good Cause Granted: No
Worker’s Reason: XX – Does not meet Good Cause Policy
Details: Must include having a friend visit does not meet good cause requirements
All other activities show full participation for the current week.
 
PIN Comments
Learners can edit comments only the same day they enter them. 
Participation Tracking
Comment Type: Participation Tracking and Good Cause Determination
Participant Contact: None
Must include: 
Brittany missed the last three days of activities because a friend from Minnesota was visiting.
The learner denied good cause and listed the number of hours, dates, and activities missed.
Brittany completed all the other hours as assigned on her EP this week.
 
[bookmark: _Toc208387220]Chantelle – Participation Tracking 
W-2 Participation Calendar
All activities last Tuesday:
Hours Participated: 0.0
Participant’s Reason: AA – Participant or Family Illness
Details: learner discretion
The learner doesn’t have to enter details. The scenario states Chantelle was sick. 
Good Cause Granted: Yes
Worker’s Reason: AA – Participant or Family Illness
Details: learner discretion 
The learner doesn’t have to enter details. The scenario states Chantelle was sick. 
Good Cause Hours: Matches scheduled hours
All other activities show full participation for the current week.

PIN Comments
Learners can edit comments only the same day they enter them. 
Participation Tracking
Comment Type: Participation Tracking and Good Cause Determination
Participant Contact: None
Must include: 
Chantelle missed all activities last Tuesday due to being sick. 
The learner provided good cause and listed the number of hours, dates, and activities missed.
[bookmark: _Toc122531720][bookmark: _Toc192513753][bookmark: _Toc192518456]Chantelle completed all the other hours as assigned on her EP this week.


[bookmark: _Toc208387221]Quia Activities

[bookmark: _Toc192513754][bookmark: _Toc192518457][bookmark: _Toc208387222]Knowledge Check: 07 Ongoing Case Management (Confidentiality Scenarios) 
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.
1. [bookmark: _Toc67002566]You’ve been working with Jasmin and her family for six months. A coworker who does not work with Jasmin stops by your desk and says, “I saw Jasmin post about how she’s overwhelmed with her W-2 activities. Do you know what’s going on with her?” 
What would you say to your coworker? 
Response must include: Cannot discuss any case (W-2 Manual 4.2.2)
Example Response: I can’t discuss anyone who I may or may not be working with. If you’re worried about Jasmin, you can encourage her to connect with her case manager. 
2. Harris, a staff member from a local nonprofit you frequently partner with, emails you about a parent you’re working with, Lucy. He mentions that Lucy told him she was struggling, and he wants to check in to see if he can help. However, Lucy has not signed a release of information allowing you to share information with Harris.  
How would you respond?
Response must include: Cannot discuss any case (W-2 Manual 4.2.2)
Example Response: I appreciate your concern. I can’t discuss anyone who may or may not be receiving W-2 services. You’re welcome to share resources with Lucy and encourage her to reach out to us.  
3. You’re attending a local resource fair when Nyah comes up to your agency’s booth. She starts talking about her W-2 case and sharing personal details. Several attendees are nearby, and the space is not private.  
What could you say to protect her confidentiality while still being helpful? 
Response must include: Not discussing a case in a public setting (W-2 Manual 4.2.2)
Example Response: I want to be able to give you my full attention in a private setting. I’ll call you when I get back into the office. 

[bookmark: _Toc194674191][bookmark: _Toc208387223]07 Ongoing Case Management Completed: Next Steps
[bookmark: _Toc194674192][bookmark: _Toc208387224]Requesting the Next Curriculum
Email the learner to prepare them for the next curriculum.

[bookmark: _Toc67002567][bookmark: _Toc194674193][bookmark: _Toc208387225]Email Text - FEP
CC: Reg Staff, ATL, PTTTrainingSupp@wisconsin.gov 
Subject Line: Next Steps: 08 Building on Assessment Curriculum

You’ve made it through entering participation tracking for your cases. 

Your next assigned curriculum is 08 Building on Assessment information.

In the next curriculum, you’ll learn more about W-2 assessments. Then, you’ll use what you learn by entering assessment results for the families you’re working with, and update their EPs as needed. 

You will also see the following curriculum assigned: Reinforcing W-2 in the Classroom (FEP)

This curriculum includes the W-2 Training Expectations CBT, which walks you through what to expect when attending virtual and in-person classes. The other class(es) listed are required for you to complete within your first 12 months. 
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