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[bookmark: _Toc208388165]Entry Activities
The following information is for those in the following curriculums:
· FEP

[bookmark: _Toc207696392][bookmark: _Toc208388166]Feedback Introduction
Copy and paste the following into the email of the first check of Brittany’s entries:
In this section, you added a second parent to a case. We are checking to ensure you entered all the new information and updated the placed parent appropriately. 

[bookmark: _Toc207696393][bookmark: _Toc208388167]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: _Toc208388168]Brittany/Viktor – Person Add 
[bookmark: _Toc208388169]CWW
Household Members
· Viktor Last Name learner discretion
· Viktor’s name must match what the learner entered on the Absent Parent and NCP Referral pages.
· Gender: Male 
· SSN entered 
· If the SSN is sequential/common, make the learner change it. 
· SSA Verification: C – Completed Requirements or V – Verified 
· Birth Date: Makes him 35 years old 
· Birth Date Verification: BC – Birth Certificate  
· Not Alien Sponsor, no Alias 

Interview Details
Interview Type: F – Face to Face 

Household Relationships
Reference Person: Brittany
Viktor: FRD – Friend/Not Relative or NOT – Not Related
Verification: NQ – Not Questionable  
Legal Custody: No
Reference Person: Mason
Viktor: NOT – Not Related
Verification: NQ – Not Questionable
Legal Custody: No
· Reference Person: Ella 
Viktor: FTR – Legal/Adj Father
Verification: BC – Birth Certificate or NQ – Not Questionable 
Legal Custody: Yes
· Reference Person: Viktor
· Brittany: FRD – Friend/Not Relative or NOT – Not Related 
· Verification: NQ – Not Questionable 
· Legal Custody: No
· Mason: NOT – Not Related 
· Verification: NQ – Not Questionable 
· Legal Custody: No
· Ella: DAU – Daughter 
· Verification: BC – Birth Certificate or NQ – Not Questionable 
· Legal Custody: No

Permanent Demographics
Viktor
Language: E – English 
US Citizen: Yes
US Citizenship Verification: BC – Birth Certificate
The learner made no entries in the SSN Information section. 
Ethnicity:
Hispanic: Decline to Answer
Race: 
Decline to Answer: Yes 

Current Demographics 
· Viktor
Identity Verification: DR – Driver’s License 
Marital Status: SI – Single-Never Married 
Currently Living in WI: Yes
Intent to Reside in WI: Yes
Migrant Farm Worker: No
Fleeing Felon Or in Violation of Probation/Parole: No
Living Arrangement Type: 01 – Independent (Home/Apt/Trlr)
All Verification fields not specified should be NQ – Not Questionable. 

Benefits Received 
· Viktor
· Responses to all questions: No
Absent Parent
Viktor
Refer to IV-D: No; Reason: HOM – Absent Parent in the Home
Individual: Ella; Legal Parentage Status: Y – Legal Parentage Established For This Child 

Vehicle Asset
· Type: AU – Automobile; Verification: VT – Vehicle Title or Registration 
· Individual: Viktor
· Jointly Owned: No; Available: Yes
· Year: 2012; Make: Chevy
· Model: Traverse 
· Fair Market Value: $8000.00; Source: ND – NADA Guide 
· Amount Owed: $2000.00; Verification: BS – Bank Statement 
· Learner entered no other information on this page.

W-2 Budget
Check the Determination Date to ensure the learner ran eligibility the appropriate number of times (two times if CWW is currently determining eligibility for next month, three times if CWW is currently determining eligibility for two months from now).
Have learner run eligibility either with or without dates if they missed a month.

Case Comments
Learners can edit comments only the same day they enter them. 
Comment Type: Change or General 
Must Include:
Statement of Viktor moving into the household.
Verified Birth Date/US Citizenship/Household Relationship with Birth Certificate.
Verified ID with Driver’s License.
Reports no employment, earned income.
Reported assets of his 2012 Chevy Traverse, verified with title/registration, vehicle value verified with NADA, and amount owed verified with bank statement.

[bookmark: _Toc208388170]Brittany/Viktor – Two Parent Placement Change 
[bookmark: _Toc208388171]CWW
W-2 Placement
Individual: Viktor 
Placement: CSJ – Community Service Job 
Placement Begin Date: today’s date

Federal TANF Two Parent Participation 
· Disabled Adult: No
· Caring for Severely Disabled Child: No

Comment
Learners can edit comments only the same day they enter them. 
Comment Type: Change or General 
Must include:
Viktor is the more employable parent.
Placed in the CSJ placement. 
Comment can’t include any individual-related information. 
If it does, explain to the learner that these comments only include information that relates to the whole family, like eligibility-related information. Individual-related information belongs in WWP PIN Comments. 

[bookmark: _Toc208388172]WWP – Brittany 
Family Barriers
Either in a Details field or the Notes field, learners must include the following information:
Mason’s doctor completed the Need to Care for Disabled Family Member form.
Brittany can participate in activities while Mason is at school, but she needs the flexibility to pick him up if he is having behavior issues. 
There are no local daycares with opening equipped to handle Mason’s needs. 
Mason needs constant supervision at all times. 

Participation Statuses App
Status: CD – Caring for Disabled Child 
Begin Date: today’s date; End Date: Current
Details: not required 
If the learner includes Details, make sure they don’t include any confidential information. 

Job Readiness
· Interview Questions
· Outfit for Job Interview: Yes

PIN Comments
· Learners can edit comments only the same day they enter them. 
· Updates
· Participant Contact: SC
· Comment Type: Job Readiness/Career Assessment, Placement Decision  
· Must include:
· Either a summary of Mason’s Need to Care form or a reference to see the Family Barriers page for information about it.
· Brittany now has the CD Participation Status.
· She now has an interview outfit that fits.
· Viktor is the more employable parent/placed and why.

[bookmark: _Toc208388173]WWP – Viktor 
Informal Assessment Summary or Transactions 
· Ensure the learner submitted Viktor’s informal assessment (no green checkmarks; Submit button is greyed out).

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

Work History
Employment Status: Unemployed
What Is Preventing Full-Time Work: learner discretion 
We say Viktor was recently fired from his job after getting in a fight with the owner, who was his friend. 
Work History:
Position: Mechanic; Company: A+ Automotive Location: learner discretion 
Job Type: Unsubsidized; Begin/End Date: Ended two weeks ago and lasted two years
Job Duties: tire rotation, and repairs, oil changes, general tune-ups, fixing work brake pads 
Reason for Leaving: Fired; Details: Argument with boss
Pay Types: Hourly Wage
Beginning Rate: $16.50 Hour
Ending Rate: No Change
Avg Weekly Hours: 40
Career Assessment: No 

Work Programs
Any other Work Programs: Yes
Status: Past
Program Name: FSET
Start/End Date: three years ago and lasted four months 

Education History
High School Graduation Status: Diploma
Location: Green Bay
School Name: Green Bay West High School
Last Year Attended: 17 years ago 

Post Secondary Education
· Attended College/University: No
· Licenses/Certificates: No
· Notes: learner discretion 
· We say he is interested in getting an automotive repair certification.  

Military Experience
· Military Training: No

Housing
Current Housing:
Housing Situation: Rent/Own (Unsubsidized) or Temporarily Living with Others
Begin Date: this month
Monthly Amount: Unknown 
Risk of Eviction: No
The scenario says Viktor moved in with Brittany, but doesn’t say if he helps pay rent or if he’ll permanently live there. 
Housing History:
Situation: Rent/Own (Unsubsidized)
Begin Date: two years ago
End Date: this month 
Monthly Amount: $625
Evicted: No
· Risk of Utility Disconnected: No
· 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. 

Transportation
Transportation Methods: Personal Vehicle 
Vehicle Insured: Yes
Vehicle Registration Current: Yes 
Valid Driver’s License: Yes 
State: Wisconsin; Expiration: learner discretion (we don’t provide)
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: No 
· The DV questions must be blank as we say Brittany is at the appointment. 
· Action Needed: No Action Needed

Child and Youth Supports
Child under 12: Yes
First Name: Ella; Last Name: must match last name in CWW; Date of Birth: must match DOB in CWW
Care Arrangement: learner discretion
Special Needs: No 
This must match what learners have as Ella’s care arrangement on Brittany’s Child and Youth Supports page. 
Children 13 to 18 with Special Needs: No
Special Needs Programming: Yes; Details: Birth to 3
WIC: 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. 

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

Non-Custodial Parents
· Have children who live with another individual: No 

NCP Referral 
Children whose other parent isn’t living with you: No

Job Readiness
Work Preference Questions
What Kind of Job Would You Like: Mechanic, Auto Industry 
What about Job Interests You: Working with his hands
What Kind of Training/Experience Do You Think You Might Need: Auto repair certification 
Name Places Job Available: learner discretion 
We say Viktor can think of three places, so learners must enter three. 
Work Situations Prefer to Avoid: Working for friends
Ideal Schedule: 1st shift
Travel Time: 20 minutes
Distance: 15 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; Details: learner discretion
We say Viktor provides his email address, but we don’t specifically tell learners to enter it. 
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 is fluent speaking Russian.
· Unemployed and has experience working as a mechanic.
· Wants to find a 1st shift job in automotive industry.
· Highest level of education high school diploma.
· No work program or military experience.
· Recently moved in with Brittany due to job loss two weeks ago.
· Has vehicle and driver’s license.
· No legal issues, personal barriers, family barriers, or children outside the home.
· 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 automotive industry.
· Interested in obtaining a certificate in Automotive repair.
· Prefers to find a job 20 minutes or 15 miles away.
· Has phone with voicemail set up.
· Has email and checks regularly.
· Any other information the learner didn’t include in other Details/Notes fields. 
· Placement
· Participant Contact: SC
· Comment Type: Placement Decision 
· Must include:
· Viktor is the more employable parent and why the learner believes so.
· Placed in the CSJ placement.

[bookmark: _Toc208388174]Brittany/Viktor – Job Readiness and Employability Plan 
Job Readiness
· History Questions
· About Last Job: Worked at A+ Automotive and really liked it. Left due to having a fight with his friend, the owner
· About Time Felt Proud: Starting to rebuild an engine
· Greatest Strengths: Loyalty, punctuality, and a good work ethic
· Areas Would Like to Improve On: Knows he needs to work on his attitude
· Application Questions
· Comfortable Submitting An Online Job Application: learner discretion
· We say Viktor has submitted online applications, unsure if he is doing something wrong.
· Have a Current Resume/Cover Letter: No
· Have Three Personal or Professional References: Yes
· Have Documents Needed for Employment: Yes 
· Interview Questions
· About Last Interview: Last interview was with a friend so doesn’t feel like it was really an “interview”.  
· Anything You Don’t Want a Potential Employer to See on Social Media: No 
· Outfit to Wear for a Job Interview: learner discretion
· We say he has nice jeans and a polo shirt, but only has tennis shoes. 
· No Action Needed
· If the learner entered an Action Needed item, and it makes sense for the scenario, don’t make them remove it. 

Employability Plan Overview
EP Begin Date: today’s date 
EP End Date: no longer than 30 days
EP without activities: No
Notes: N/A
If the learner has something entered in the Notes field, it must be information specifically for the parent. If it isn’t, make them change it. 
Goals
Primary Employment Goal
Goal Name: Mechanic 
Goal Description: learner discretion 
Learner must include enough details to remind Viktor why he has this goal.
Goal Steps: learner discretion
Learners must have at least one Goal Step for this goal. However, encourage them to add several Goal Steps.  
Secondary Employment Goal
Goal Name: Oil Change Technician
Goal Description: learner discretion 
Learner must include enough details to remind Viktor why he has this goal.
Goal Steps: learner discretion
Encourage the learner to add at least several Goal Step.  
Other Program Goal
Goal Name: Obtain a Certificate in Automotive Repair, or something similar  
Goal Description: learner discretion 
Learner must include enough details to remind Viktor why he has this goal.
Goal Steps: learner discretion 
Based on Viktor’s scenario, there are several things he’ll need to do in order to get a certification. Encourage the learner to add several Goal Steps. 
Long Term Career Goal
Goal Name: Own an Auto Repair shop, or something similar 
Goal Description: learner discretion 
Learner must include enough details to remind Viktor why he has this goal.
Goal Steps: learner discretion 
Based on Viktor’s scenario, there are several things he’ll need to do in order to own a business. Encourage the learner to add several Goal Steps.  
Personal Goal
Goal Name: Spend more time with Ella
Goal Description: learner discretion 
Learner must include enough details to remind Viktor why he has this goal.
Goal Steps: learner discretion 
If the learner doesn’t include Goal Steps for this goal, it’s acceptable. 

Employments
Viktor isn’t working.

Activities
We don’t instruct learners to enter any specific activities. Some activities we recommend, but do not require, include: 
TABE
Job Search 
Career Assessment
Job Development
Something related to making good impressions with employers 
Learners get Career Assessment and TABE results back from Viktor in their next set of entries. If they don’t have Viktor assigned those activities, recommend they add them. 
Based on Viktor’s scenario, it is realistic for him to be assigned 40 hours a week.

Employability Plan 
· Learner did not submit the EP. 

Supportive Services
· Expense Type: Transportation
· Expense Details: Gas voucher provided to complete assigned activities, or something similar 
· Amount: learner discretion 
· Issuance Date: today’s date 
· Learners also might enter a clothing voucher for Viktor to get interview shoes. 
· Learners can update this information only the same day they enter it. 

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. 
· Job Readiness
· Participant Contact: SC
· Comment Type: Job Readiness/Career Assessment, Supportive Services (if the learner provided)
· Must include: 
· Viktor’s last job was working for A+ Automotive. He liked the position and had to leave when he got in a fight with the owner. 
· He’s proud of starting to rebuild an engine. His strengths include loyalty, punctuality, and good work ethic. He needs to work on his attitude. 
· Viktor can submit online applications, doesn’t have a resume/cover letter, has references, and has all documents needed for employment. 
· His last interview didn’t feel like a true interview. He has no social media concerns.
· Viktor has interview clothes, but not shoes. 
· Employability Plan
· Participant Contact: SC
· Comment Type: Employability Plan/Activity Assignment, Supportive Services 
· Must include:
· Viktor’s Primary Employment Secondary Employment, Other Program, Long Term Career, and Personal Goals. 
· The activities Viktor is assigned and why they assigned those activities. 
· If the learner did not assign Viktor 40 hours a week of activities, they must include why in their comment. 
· Learner provided Viktor with gas vouchers to complete assigned activities. 

**After all updates are complete, tell learners to submit the EP, and remind them to reply once they have submitted it.**



[bookmark: _Toc208388175]09 Two-Parent Households Completed: Next Steps
[bookmark: _Toc208388176]Requesting the Next Curriculum
Email the learner to prepare them for the next curriculum.

[bookmark: _Toc208388177]Email Text - FEP
CC: Reg Staff, ATL, PTTTrainingSupp@wisconsin.gov 
Subject Line: Next Steps: 10 Employment Curriculum

You’ve added someone to a case and made adjustments for a two-parent household. 

Your next assigned curriculum is 10 Employment.

You’re moving your way through changes that happen in ongoing case management! In this next section, you’ll learn how to document changes due to employment. You’ll have hands-on experience with the Employment Page in CWW. You’ll also create a Supportive Service Plan for a parent moving into a case management placement.
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