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[bookmark: _Toc208388909]Entry Activities
The following information is for those in the following curriculums:
· FEP

[bookmark: _Toc207696392][bookmark: _Toc207715641][bookmark: _Toc208388910]Feedback Introduction
Copy and paste the following into the email of the first check of Ana’s entries:
Throughout this section, you added employment in CWW and WWP. We are checking to be sure you determined the correct income for each month, completed the Informal Assessment driver flow, and updated the EP as needed. 

[bookmark: _Toc207696393][bookmark: _Toc207715642][bookmark: _Toc208388911]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: _Toc208388912]Ana 
[bookmark: _Toc208388913]CWW
Employment
Begin Month: same month as the date of her first paycheck
If Ana receives three or less paychecks in her first month of employment, the learner must create an additional month to show full income. CWW shows the month the furthest into the future first. To review prior months, click the Previous Effective Month button. 
Check all the months the learner created for Ana to ensure they are accurate. 
If the learner created a month for when Ana starts her job, but receives no income, let them know although it isn’t wrong, they didn’t need to enter it. 
Employer: learner discretion
It must be a specific elementary school. If the learner lists “Local Elementary School,” make them change it. 
Employment Type: R – Regular Employment; Verification: NQ – Not Questionable
Begin Date: today’s date; Verification: AF – Agency Form
First Pay Check Date: two weeks from today
It must be exactly two weeks from the Begin Date. If the learner changed the date just so it will be a Friday, make them change it. 
Employment Ended: No
On Strike: No
Pay Frequency: Weekly
Rate Per Hour: 14.00; Wage Type: REG – Regular Pay 
Average Hours Per Pay Period: 15; Verification: AF – Agency Form
Override Converted Amount:
If Ana receives at least four paychecks, the learner shouldn’t enter anything in this field. 
If Ana receives three or less paychecks, the learner must determine how much income she will receive, and enter that in this field. If they have an override, the Verification is AF – Agency Form. 
If Ana receives no income in the month, the learner must enter 0.00 in this field. If they have an override, the Verification is AF – Agency Form. 
Comment: learner discretion
If the learner entered an override, they must include why they entered the override and show how they determined that override in this field.
If the learner didn’t enter an override, they may or may not include a comment. If they do, it should include that the parent will receive full income. 

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 the learner run eligibility either with or without dates if they missed a month.

W-2 Placement
· Individual: Ana
· Placement: CS2 – 1/2 Community Service Job
· Placement Begin Date: today’s date 

Case Comments
Learners can edit comments only the same day they enter them. 
Comment Type: General 
Must Include:
Ana’s job information, including her employer, wage, and hours, and how they verified the job.
Case is open and passing.
Updated placement to CS2. 

[bookmark: _Toc208388914]WWP
Transactions
· Learner completed a new Informal Assessment for Ana.

Work History 
Employment Status: Part-Time
Work History:
Position: Lunch Room Aide
Company: learner discretion
Must match the company the learner listed in CWW.
Job Type: Unsubsidized  
Begin Date: today’s date; End Date: Present
City: learner discretion; State: WI
Job Duties: Setting up the lunch room and serving area, monitoring students during the lunch hour, take down of the lunch room and serving area 
Expected Schedule: Tuesday through Thursday 8:15am to 2:15pm
Benefits Offered: None of the Above
How was job found: Independent Job Search
Pay Type: Hourly Wage
Average Weekly Hours: 15
Reported Wage: $14.00 per Hour

Education History
Working Towards GED or HSED: Yes

Test Scores App
Test Date: Monday’s date 
Language: 155/200; Pass/Fail: Pass
Mathematics: 145/200; Pass/Fail: Pass

Job Readiness 
Application Questions:
Have a Current Resume/Cover Letter: Yes

W-2 Participation Calendar
· Full participation in all activities for this week.
· We instruct learners to enter participation for this week only. If the learner didn’t track participation for other weeks, don’t make them. 

Employability Plan Overview
EP Begin Date: today’s date 
EP End Date: learner discretion
We don’t give them any guidance on how long this EP should be in the scenario.
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
Other Program Goal – Obtain HSED
Completed Goal Step:
Pass language and mathematics tests within two months
Learners may or may not end Ana’s Primary Employment and Secondary Employment Goal. 
If they didn’t create replacement for the Primary Employment Goal, instruct them to do so. 
If they didn’t create a replacement for the Secondary Employment Goal, you can suggest they do, but don’t require it. 
The scenario does not give any guidance, so it is up to the discretion of the learner. 

Employments
Learner checked the box for the Lunch Room Aide position. 

Elapsed Activities
Activity: MO – Job Readiness/Motivation; Activity Description: Complete online typing lessons to work on increasing overall typing speed; Completion Reason: A – Successfully Completed
This activity might not be elapsed due to the date the learner is creating the EP. 
Activity: MO – Job Readiness/Motivation; Activity Description: Attend Job Readiness Essentials Workshops focused on communication, time management, and conflict resolution skills; Completion Reason: A – Successfully Completed
This activity might not be elapsed due to the date the learner is creating the EP. 

Historical Activities
Activity: MO – Job Readiness/Motivation; Activity Description: Complete online typing lessons to work on increasing overall typing speed
Completion Reason: A – Successfully Completed; Actual End Date: Yesterday’s date 
If the activity displays on the Historical Activities page and the learner selected an incorrect Completion Reason, they cannot update it. 
If learner does not use yesterday’s date, instruct them to update it. 
Activity: MO – Job Readiness/Motivation; Activity Description: Attend Job Readiness Essentials Workshops focused on communication, time management, and conflict resolution skills 
If the activity displays on the Historical Activities page and the learner selected an incorrect Completion Reason, they cannot update it. 
If learner does not use yesterday’s date, instruct them to update it. 
Activity: WE – Work Experience; Activity Description: Complete work experience at Our Neighbors. Work duties focus on basic office skills 
Completion Reason: A – Successfully Completed; Actual End Date: Yesterday’s date 
If the activity displays on the Historical Activities page and the learner selected an incorrect Completion Reason, they cannot update it. 
If learner does not use yesterday’s date, instruct them to update it. 

Activities
Activity: ES – Employment Search; Activity Description: Meet with Job Developer to get assistance navigating the local labor market and following up with potential employers 
Frequency: Weekly; Days: Monday, Friday
Planned End Date: matches EP end date
Hours Per Day: 1.5
Begin Time: 8:00 am; End Time: 9:30 am
Activity: ES – Employment Search; Activity Description: Complete independent job search. Focus search on positions in an office setting within a 10-mile radius
Planned End Date: matches EP end date
Hours Per Day: 2.0
Activity: HE – HSE (High School Equivalency Diploma); Activity Description: Attend HSED prep classes 
Start Date: today’s date; Recurring: Yes
The Start Date still might be a future date from a prior set of entries. If it is, instruct learners to use today’s date. 
Frequency: Weekly; Days: Monday, Friday
Planned End Date: matches EP end date
Hours Per Day: 2.5
Begin Time: 10:00 am; End Time 12:30 pm
Activity: HE – HSE (High School Equivalency Diploma); Activity Description: Individual study time for HSED prep classes 
Start Date: today’s date; Recurring: Yes
The Start Date still might be a future date from a prior set of entries. If it is, instruct learners to use today’s date. 
Frequency: Weekly; Days: Tuesday, Wednesday, Thursday 
Planned End Date: matches EP end date
Hours Per Day: 1.0
Activity: MO – Job Readiness/Motivation; Activity Description: Complete the business communication courses through GCF Global that focus on communication basics and business writing 
Frequency: Weekly; Days: Monday
Planned End Date: matches EP end date
Hours Per Day: 2.0
Begin Time: 1:00 pm; End Time 3:00 pm
The scenario states Ana finished the business communication courses and started the Microsoft Office courses. So, learners may have ended one instance of this activity and added a new one with a different Activity Description. That’s acceptable as long as they used yesterday’s date as the Actual End Date. If they used today’s date, instruct them to change it. 
Activity: CE – Career Planning and Counseling; Activity Description: Meet with Education Navigator to discuss progress toward HSED and to get assistance in preparing for your HSED tests 
Frequency: Weekly; Days: Friday
Planned End Date: matches EP end date
Hours Per Day: 1.0
Begin Time: learner discretion; End Time: learner discretion
The scenario says “Friday afternoon.”
Activity: JR – Job Retention Services; Activity Description: Meet with FEP to check in on job and discuss challenges, successes, and resources, or something similar 
Activity Location: On-Site
Business Name: learner’s agency; Location: learner’s city/state; Street Address/Zip: learner’s agency address; Phone Number: learner’s phone number
Activity Contact: N/A
Additional Information: N/A 
Start Date: today’s date; Recurring: Yes
Frequency: Weekly; Days: Friday
Planned End Date: matches EP end date
Hours Per Day: 1.0
Begin Time: learner discretion; End Time: learner discretion
The scenario says “Friday afternoon.”
When you look at the Calendar, it might show that Ana is assigned more than 40 hours in the current week. This will depend on the date Ana starts work. As long as the learner entered the correct start/end dates for all the activities, that’s acceptable. Have the learner explain why the calendar shows more than 40 hours in PIN Comments. 
For example, let’s say Ana started her job on Friday. The learner would enter Thursday as the Actual End date for work experience. The calendar would show Ana was assigned 38 hours of activities and 15 hours of work in the current week. So, the learner would have to enter that it looks like Ana was assigned more than 40 hours this week because she had already completed W-2 activities prior to gaining employment. 

[image: A screenshot of a calendar
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Employability Plan 
· Learner did not submit the EP. 

Supportive Services
· Expense Type: Transportation
· Expense Details: learner discretion
· It must be for gas, as she drives her own car. 
· Amount: learner discretion
· Issuance Date: today’s date 
· Learners can only update this information 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. 
Employment
Participant Contact: SC
Comment Type: Informal Assessment, Employment 
Must include:
Ana’s job information, including her job title, employer, and hours a week.
Completed new Informal Assessment.
Passed the language and mathematics HSED tests with her scores.
Has resume and cover letter. 
Placement
Participant Contact: SC
Comment Type: Placement Determination 
Must include:
Placed in the CS2 placement.
We’ll continuing helping Ana find stable, year-round employment while she works part-time and pursues her HSED.
Participation
Participant Contact: None
Comment Type: Participation Tracking
Must include:
Fully participated in all activities this week. 
Employability Plan
Participant Contact: SC
Comment Type: Employability Plan/Activity Assignment, Supportive Services 
Must include:
Ana completed one step toward her Other Program Goal.
If the learner ended and re-entered any goals, they have information about that as well.
Ended work experience activity due to finding employment.
Included work and added job retention to discuss challenges, successes, and resources.
Provided gas voucher. 

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

[bookmark: _Toc208388915]Brittany and Viktor
[bookmark: _Toc208388916]CWW
Employment
Begin Month: same month as the date of his first paycheck
If Viktor receives one or less paychecks in his first month of employment, the learner must create an additional month to show full income. CWW shows the month the furthest into the future first. To review prior months, click the Previous Effective Month button.
Check all the months the learner created for Viktor to ensure they are accurate. 
If the learner created a month for when Viktor starts his job, but receives no income, let them know although it isn’t wrong, they didn’t need to enter it. 
Employer: learner discretion
Employment Type: R – Regular Employment; Verification: NQ – Not Questionable
Begin Date: today’s date; Verification: AF – Agency Form
First Pay Check Date: three weeks from today
It must be exactly three weeks from the Begin Date. If the learner changed the date just so it will be a Friday, make them change it. 
Employment Ended: No
On Strike: No
Pay Frequency: Bi-Weekly
Rate Per Hour: 17.00; Wage Type: REG – Regular Pay 
Average Hours Per Pay Period: 80; Verification: AF – Agency Form
Override Converted Amount:
If Viktor receives at least two paychecks, the learner shouldn’t enter anything in this field. 
If Viktor receives one paycheck, the learner must determine how much income he will receive, and enter that in this field. If they have an override, the Verification is AF – Agency Form.  
If Viktor receives no income in the month, the learner must enter 0.00 in this field. If they have an override, the Verification is AF – Agency Form. 
Comment: learner discretion
If the learner entered an override, they must enter why they entered the override and show how they determined that override in this field.
If the learner didn’t enter an override, they may or may not include a comment. If they do, it should include the parent will receive full income. 

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 the learner run eligibility either with or without dates if they missed a month.

W-2 Placement
· Individual: Viktor 
· Placement: CM+ - Case Mgmt Follow-Up Plus
· Placement Begin Date: today’s date 

Case Comments
Learners can edit comments only the same day they enter them. 
Comment Type: General 
Must Include:
Viktor’s job information, including his employer, wage, and hours, and how they verified the job.
Case is open and passing.
Updated placement to CMF+. 

[bookmark: _Toc208388917]WWP – Viktor 
Transactions
Learner completed a new Informal Assessment for Viktor.

Work History 
Employment Status: Full-Time
Work History:
Position: Automotive Lube Technician; Company: learner discretion
Job Type: Unsubsidized
Begin Date: today’s date; End Date: Present
City: Learner discretion; State: WI
Position: Automotive Lube Technician
Job Duties: Conducting basic oil changes, or something similar 
Contact:
· Contact Title: Employer
· Name: Jason Young; Email: jasony@expesslube.com 
Benefits Offered: None of the Above
How was job found: learner discretion 
Pay Type: Hourly Wage
Average Weekly Hours: 40
Reported Wage: $17.00 per Hour

Participant Barriers 
· Responses to all DV questions: No

Test Scores App
· Test Type: learner discretion; Date Taken: learner discretion
· The scenario does not specify what test Viktor took or when he took it.
· Reading
· Scale Score: 516/999
· Mathematics
· Scale Score: 610/999

Career Assessments
Element(s): Work Styles, Skills, Interests; Completion Date: learner discretion
Assessment Provider: learner’s agency; Assessment Tool Used: Career Locker
Assessment Results:
Skills:
Diagnostic
Technical
Problem-solving
Practical
Enjoys environments where he can use analytical skills, work with his hands, and be in a team environment
Related Occupations: machinist, automotive technician 
How Results Applied to EP: learner discretion
We state this fits with Viktor’s desire to work with his hands on machines. 

W-2 Participation Calendar
· Full participation in all activities. 

Employability Plan Overview
EP Begin Date: today’s date 
EP End Date: learner discretion
We don’t give them any guidance on how long this EP should be in the scenario.
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
Learner may or may not end Viktor’s Primary Employment and Secondary Employment Goal. 
If they didn’t create a replacement for the Primary Employment Goal, instruct them to do so. 
If didn’t create a replacement for the Secondary Employment Goal, you can suggest they do, but don’t require it. 
The scenario does not give any guidance, so it is up to the discretion of the learner. 
Double check all Goals to see if Viktor completed any of his Goal Steps.

Employments
Learner checked the box for the Automotive Lube Technician position. 

Elapsed Activities
Viktor may or may not have elapsed activities. 
If the TABE (CE) or Career Assessment (CE) activities elapsed, they should have Completion Reason: A – Successfully Completed
All other activities should have Completion Reason: N – Activity Ended Due to CMF Placement/Employment

Historical Activities
If the learner assigned Career Assessments and/or TABE activities, they end them with:
Actual End Date: yesterday’s date
Completion Reason: A – Successfully Completed 
The learner must end all other pre-existing activities with:
Actual End Date: yesterday’s date
Completion Reason: N – Activity Ended Due to CMF Placement/Employment
If the activity displays on the Historical Activities page and the learner selected an incorrect Completion Reason, they cannot update it. 
If learner does not use yesterday’s date, instruct them to update it. 

Activities
Activity: JR – Job Retention Services; Activity Description: Meet with FEP to check in on job and discuss challenges, successes, and resources, or something similar 
Activity Location: On-Site
Business Name: learner’s agency
Location: learner’s city/state; Street Address/Zip: learner’s agency address 
Phone Number: learner’s phone number
Activity Contact: N/A
Additional Information: N/A 
Start Date: today’s date; Recurring: Yes
Frequency: Weekly; Days: learner discretion
Planned End Date: matches EP end date
Hours Per Day: 1.0
Begin Time: learner discretion; End Time: learner discretion
When you look at the Calendar, it might show that Viktor is assigned more than 40 hours in the current week. This will depend on the date Viktor starts work. As long as the learner entered the correct start/end dates for all the activities, that’s acceptable. Have the learner explain why the calendar shows more than 40 hours in PIN Comments. 

Employability Plan Summary 
· Learner did not submit the EP. 

Supportive Services
· Expense Type: Transportation
· Expense Details: learner discretion
· It must be for gas, as he drives his own car. 
· Amount: learner discretion
· Issuance Date: today’s date 
· Learners can update this information only the same day they enter it. 

Supportive Service Plan
Emergency Needs: Not Needed 
Employment Support Needs: Not Needed
Housing Needs: Not Needed
Access to Economic Supports: Not Needed 
Money Management Needs:
Resources: UW-Extension Family Living Educator; 6737 W Washington St, Ste 2202 West Allis WI; 414-555-5555
Short Term Plan of Action: Work with FEP at the next appointment to determine prospective income and create a budget. Bring a list of all your expenses with you to the appointment
Long Term Plan of Action: Register for and complete the Managing Your Money workshop series at the UW-Extension office. Maintain and update your budget on a monthly basis
Child Care Needs: Not Needed 
Transportation Needs: Not Needed
Legal Assistance Needs: Not Needed
Education and Training Needs:
Resources: 
Workforce Innovation and Opportunity Act (WIOA) Program; Employ Milwaukee; 2342 N 27th St Milwaukee WI; 414-333-5555
MATC Career Coach; 700 W State St S101 Milwaukee WI; 414-000-5500
Short Term Plan of Action: Look into mechanic certifications. Research financial aid options at MATC and talk with your employer to see if they provide continuing education assistance. Take the Accuplacer and speak with an admissions counselor
Long Term Plan of Action: Enroll in MATC’s mechanic program and obtain your diploma 
Health Care Needs: Not Needed 
Other Needs: Not Needed
Make sure the learner submitted Viktor’s Supportive Service Plan.
When you open the Supportive Service Plan, WWP displays the green checkmarks even after the learner submits it. Check for the Print W-2 Plan button or review the W-2 Plans page to make sure the learner submitted 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. 
Employment
Participant Contact: SC
Comment Type: Informal Assessment, Employment 
Must include:
Viktor’s job information, including his job title, employer, and hours a week.
Completed new Informal Assessment.
Career Assessment
Participant Contact:  SC
Comment Type: Job Readiness/Career Assessment
Must include:
Summary of Viktor’s results.
Results align with goals and new job. 
TABE Scores
Participant Contact:  SC
Comment Type: Informal Assessment
Must include:
Viktor’s scores.
How results impact his goals.
Placement
Participant Contact: SC
Comment Type: Placement Determination 
Must include:
Placed in the CMF+ placement.
Participation
Participant Contact: None
Comment Type: Participation Tracking
Must include:
Fully participated in all activities. 
Employability Plan
Participant Contact: SC
Comment Type: Employability Plan/Activity Assignment, Supportive Services 
Must include:
If the learner ended and re-entered any goals, or if Viktor completed any Goal Steps, they must include that information.
Ended all prior activities due to finding employment.
Included work and added job retention to discuss challenges, successes, and resources.
Provided gas voucher. 
Supportive Service Plan
Participant Contact: SC
Comment Type: W-2 Plan 
Must include:
Viktor does not have the following needs:
Emergency
Employment support
Housing
Access to social supports
Child care
Transportation
Legal assistance
Health care
Other
Viktor is concerned about budgeting.
Informed about Managing Your Money workshop with UW-Extension and provide him with contact information for Family Living Educator.
Will help him create a budget at his next appointment.
He’ll work on maintaining it on a monthly basis
Viktor still wants to pursue mechanic certificate.
Provided information on WIOA and career coach at the tech school.
Discussed steps to get into school and recommend he talk to employer to see if they offer continuing education assistance. 

[bookmark: _Toc208388918]WWP – Brittany
PIN Comments
Learners can edit comments only the same day they enter them. 
Placement Change
Participant Contact: None
This was a phone appointment with Viktor, and the scenario doesn’t state Brittany was on the line. If the learner has anything other than None, make them change it. 
Comment Type: Placement Decision  
Must include:
Viktor’s still placed parent due to getting full-time job.
His new placement is CMF+.
If the learner includes any other information about Viktor, explain that Brittany’s comment should only summarize how the information impacts her.

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

[bookmark: _Toc208388919]Chantelle
[bookmark: _Toc208388920]CWW
Employment
Begin Month: same month as the data of her first paycheck
If Chantelle receives one or less paychecks in her first month of employment, the learner must create an additional month to show full income. CWW shows the month the furthest into the future first. To review prior months, click the Previous Effective Month button.
Check all the months the learner created for Ana to ensure they are accurate. 
If the learner created a month for when Ana starts her job, but receives no income, let them know although it isn’t wrong, they didn’t need to enter it. 
Employer: Blue River Marketing
Employment Type: R – Regular Employment; Verification: NQ – Not Questionable
Begin Date: today’s date; Verification: AF – Agency Form
First Pay Check Date: three weeks from today
It must be exactly three weeks from the Begin Date. If the learner changed the date just so it will be a Friday, make them change it. 
Employment Ended: No
On Strike: No
Pay Frequency: Bi-Weekly
Rate Per Hour: 15.00; Wage Type: REG – Regular Pay 
Average Hours Per Pay Period: 80; Verification: AF – Agency Form
Override Converted Amount:
If Chantelle receives at least two paychecks, the learner shouldn’t enter anything in this field. 
If Chantelle receives one paycheck, the learner must determine how much income she will receive, and enter that in this field. If they have an override, the Verification is AF – Agency Form. 
If Chantelle receives no income in the month, the learner must enter 0.00 in this field. If they have an override, the Verification is AF – Agency Form. 
Comment: learner discretion
If the learner entered an override, they must enter why they entered the override and show how they determined that override in this field.
If the learner didn’t enter an override, they may or may not include a comment. If they do, it should include the parent will receive full income.  

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 the learner run eligibility either with or without dates if they missed a month.

W-2 Placement
· Individual: Chantelle 
· Placement: CM+ - Case Mgmt Follow-Up Plus
· Placement Begin Date: today’s date 

Case Comments
Learners edit comments only the same day they enter them. 
Comment Type: General 
Must Include:
Chantelle’s job information, including her employer, wage, and hours, and how they verified the job.
Case is open and passing.
Updated placement to CMF+. 

[bookmark: _Toc208388921]WWP
Transactions
Learner completed a new Informal Assessment for Chantelle.

Work History 
Employment Status: Full-Time
Work History:
Position: Customer Service Representative
Company: Blue River Marketing
Job Type: Unsubsidized
Begin Date: today’s date; End Date: Present
Job Duties: Answering and transferring phone calls, sorting and delivering mail, basic marketing duties, following up with customer inquiries, directing questions to other staff 
Expected Schedule: Monday through Friday 7:15am to 3:45pm
Benefits Offered: Paid Time Off, Medical Insurance
How was job found: Independent Job Search 
Pay Type: Hourly Wage
Average Weekly Hours: 40
Reported Wage: $15.00 per Hour

Employability Plan Overview
EP Begin Date: today’s date 
EP End Date: learner discretion
We don’t give them any guidance on how long this EP should be in the scenario.
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
Learners may or may not end Chantelle’s Primary Employment and Secondary Employment Goal. 
If they didn’t create a replacement for her Primary Employment Goal, instruct them to do so. 
If they didn’t create a replacement for her Secondary Employment Goal, you can suggest they do, but don’t require it. 
The scenario does not give any guidance, so it is up to the discretion of the learner. 
Double check all Goals to see if Chantelle completed any of her Goal Steps.

Employments
Learner checked the box for the Customer Service Representative position. 

Elapsed Activities
Chantelle shouldn’t have any elapsed activities.
Historical Activities
Activity: PR – Physical Rehabilitation; Activity Description: Attend physical therapy appointments, or something similar 
Completion Reason: N – Activity Ended Due to CMF Placement/Employment; Actual End Date: Yesterday’s date 
The learner must end all of Chantelle’s other pre-existing activities with:
Actual End Date: yesterday’s date
Completion Reason: N – Activity Ended Due to CMF Placement/Employment
If the activity displays on the Historical Activities page and the learner selected an incorrect Completion Reason, they cannot update it. 
If learner does not use yesterday’s date, instruct them to update it. 

Activities
Activity: JR – Job Retention Services; Activity Description: Meet with FEP to check in on job and discuss how job is going, challenges, and successes, or something similar  
Activity Location: On-Site
Business Name: learner’s agency
Location: learner’s city/state; Street Address/Zip: learner’s agency address
Phone Number: learner’s phone number
Activity Contact: N/A
Additional Information: N/A 
Start Date: today’s date; Recurring: Yes
Frequency: Weekly; Days: learner discretion
Planned End Date: matches EP end date
Hours Per Day: 0.5
Begin Time: learner discretion; End Time: learner discretion
When you look at the Calendar, it might show that Chantelle is assigned more than 40 hours in the current week. This will depend on the date Chantelle starts work. As long as the learner entered the correct start/end dates for all the activities, that’s acceptable. Have the learner explain why the calendar shows more than 40 hours in PIN Comments. 

Employability Plan 
· Learner did not submit the EP. 

Supportive Services
· Expense Type: Transportation
· Expense Details: learner discretion
· It must be for bus passes as she uses public transportation. 
· Amount: learner discretion
· Issuance Date: today’s date 
· Expense Type: learner discretion
· Supportive Services – General or Employment Incentives are probably the best fit.
· Expense Details: learner discretion
· Chantelle needs professional outfits for work. 
· Amount: learner discretion
· Issuance Date: today’s date 
· Learners can only update this information the same day they enter it. 

Supportive Service Plan
Emergency Needs: 
Resources: Transitional FoodShare information and local food pantry information
Short Term Plan of Action: something about requesting Transitional FoodShare and accessing food pantries
Long Term Plan of Action: something about creating a budget
Employment Support Needs: Not Needed
Housing Needs: Not Needed
Access to Economic Supports: Not Needed 
Money Management Needs:
Resources: learner discretion
Short Term Plan of Action: learner discretion
Long Term Plan of Action: learner discretion
The scenario states Chantelle wants to budget her income and plan for her future.
Child Care Needs: Not Needed 
Transportation Needs: Not Needed
Legal Assistance Needs: Not Needed
Education and Training Needs: Not Needed
Health Care Needs: Not Needed 
Other Needs: Not Needed
Make sure the learner submitted Chantelle’s Supportive Service Plan.
When you open the Supportive Service Plan, WWP displays the green checkmarks even after the learner submits it. Check for the Print W-2 Plan button, or review the W-2 Plans page to make sure the learner submitted 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. 
Employment
Participant Contact: SC
Comment Type: Informal Assessment, Employment 
Must include:
Chantelle’s job information, including her job title, employer, and hours a week.
Completed new Informal Assessment.
Placement
Participant Contact: SC
Comment Type: Placement Determination 
Must include:
Placed in the CMF+ placement.
Employability Plan
Participant Contact: SC
Comment Type: Employability Plan/Activity Assignment, Supportive Services 
Must include:
If the learner ended and re-entered any goals or if Chantelle completed any Goal Steps, they must include that information.
Ended all prior activities due to finding employment.
Included work and added job retention to discuss challenges, successes, and resources.
Provided bus pass and whatever the learner provided to address that Chantelle needs professional outfits.  
Supportive Service Plan
Participant Contact: SC
Comment Type: W-2 Plan 
Must include:
Chantelle does not have the following needs:
Employment support
Housing
Access to social supports
Child care
Transportation
Legal assistance
Health care
Education and Training
Other
Chantelle is concerned about not getting paid for three weeks and how that will impact her ability to get groceries. 
Discussed Transitional FoodShare and provided information for local food pantries.
A summary of the other short-term and long-term plan the learner included.
Chantelle wants to budget her income and plan for her future. 
A summary of the resources, short-term plan, and long-term plan the learner included. 

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



[bookmark: _Toc208388922]Quia Activities
[bookmark: _Toc208388923]Knowledge Check: 10 Employment
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. Name three actions you must take when a parent gains employment. 
Verify their job, enter in CWW, run eligibility, review placement, enter in WWP, update EP, enter Case/PIN comments (Adding Employment in CWW and WWP course)

2. How do you verify a parent’s new job? 
With the Employer Verification of Earnings form, agency-specific form (Adding Employment in CWW and WWP course)

3. In CWW, you enter how many hours a parent works per pay period in the Average Hours Per Pay Period field. If a parent works 40 hours a week, what would you enter in the Average Hours Per Pay Period field if they’re paid: 
Weekly? 40
Bi-Weekly? 80
Semi-Monthly? 86
Monthly? 172
(Average Hours Per Pay Period Desk Aid, Adding Employment in CWW and WWP course) 

4. There are three times when you must offer to create a Supportive Service Plan with parents. What are they? 
They withdraw their application; you approve/deny time limit extension; you place parents in case management placements. (W-2 Manual 9.2.2)

5. Name at least three job retention services you might provide to employed parents.
Address workplace conflicts, develop strategies for managing stress and balancing work/family life, help with problem solving, provide resources and supportive services. (W-2 Manual Activity Codes Appendix)



[bookmark: _Toc208388924]10 Employment Completed: 
Next Steps
[bookmark: _Toc208388925]Requesting the Next Curriculum
Email the learner to prepare them for the next curriculum.

[bookmark: _Toc208388926]Email Text - FEP
CC: Reg Staff, ATL, PTTTrainingSupp@wisconsin.gov 
Subject Line: Next Steps: 11 Eligibility Reviews Curriculum

You’ve entered employment in CWW and WWP and made changes to your cases based on new employment.

Your next assigned curriculum is 11 Eligibility Reviews.

So far, you’ve learned about many of the changes that can happen during ongoing case management. All of that helps prepare you to complete a case eligibility review. Next, you’ll learn the steps for doing a W-2 eligibility review, and then you’ll complete one for each of your cases.
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