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[bookmark: _Toc206063623][bookmark: _Toc208389036]Entry Activities

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

[bookmark: _Toc207696392][bookmark: _Toc207715641][bookmark: _Toc207716859][bookmark: _Toc208389037]Feedback Introduction
Copy and paste the following into the email of the first check of Ana’s entries:
In this section, you completed eligibility reviews for all your cases. We’re reviewing your entries to ensure you completed all the pieces in the review process.

[bookmark: _Toc207696393][bookmark: _Toc207715642][bookmark: _Toc207716860][bookmark: _Toc208389038]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: _Toc208389039]Ana – Review 
[bookmark: _Toc208389040]CWW
Case Summary
· Case Information Section:
· Next Renewal/Review Date: six months from now

School Enrollment
Individual: Elena
Learnfare Status: WST – Student in Good Standing; Verification: AR – Attendance Report 

Liquid Assets
· Type: CH – Checking Account; Verification: BS – Bank Statement 
· Begin Month: Current month
· Self-Reported Amount: $350.00; Verification: BS – Bank Statement 
· Type: SA – Savings Account; Verification: BS – Bank Statement 
· Begin Month: Current month
· Self-Reported Amount: $75.00; Verification: BS – Bank Statement
 
Vehicle Assets
Type: AU – Automobile; Verification: VT – Vehicle Title or Registration
Begin Month: Current month
Fair Market Value: $2800.00; Source: ND – NADA Guide 

Employment
· Ana’s wages and hours remain the same (15 hours, earning $14 an hour). She provided paystubs to verify this. 
· The learner must update the Average Hours Per Pay Period Verification to be PS – Pay Stubs or Envelope or LT – Last 30 Days Pay Stubs.
 
Case Comments
Learners can edit comments only the same day they enter them. 
Comment type: Renewal/Review/SMRF
Must include:
Reviewed time limits. 
Provided the TANF Electronic Benefit Transfer Transaction Restriction flyer and Good Cause Notice.
Summary of information re-verified: school enrollment, checking & savings accounts, vehicle, employment. 

[bookmark: _Toc208389041]WWP 
W-2 Participation Calendar
Full participation entered on the W-2 Participation Calendar.

PIN Comments
Learners can edit comments only the same day they enter them. 
Comment Types: Appointment – Other, Participation Tracking
Participant Contact: SC
Must include:
Completed the six-month review.
No change to employment.
Job is going well. She’s meeting with the Job Developer to prepare for interviews and is making progress toward her tests. 
She’s now working on Excel courses. 
EP stays the same. 
Provided logs showing complete activities. 

[bookmark: _Toc208389042]Brittany and Viktor – Review 
Case Summary
· Case Information Section:
· Next Renewal/Review Date: six months from now

School Enrollment
Individual: Mason
Learnfare Status: WST – Student in Good Standing; Verification: AR – Attendance Report 

Liquid Assets
· Type: PR – Prepaid Debit Card; Verification: BS – Bank Statement 
· Individual: Brittany
· Self-Reported Amount: $130.00; Verification: BS – Bank Statement 

Vehicle Assets
· Type: AU – AUTOMOBILE; Verification: VT – Vehicle Title or Registration
· Begin Month: Current month
· Individual: Viktor
· Amount Owed: $1500.00; Verification: BS – Bank Statement 
Employment
· Viktor’s wages and hours remain the same (80 hours per pay period, earning $17 an hour). He provided paystubs to verify this. 
· The learner must update the Average Hours Per Pay Period Verification to be PS – Pay Stubs or Envelope or LT – Last 30 Days Pay Stubs.

Unearned Income
· Income Type: CSCC – Child Supp-Current, Not Rtnd
· Individual: Mason
· Gross Income Amount: $225.00; Verification code: DE – Data Exchange
· Learner must edit the amount in the Details section, not the Monthly MA Amount field.
Case Comments
· Learners can edit comments only the same day they enter them. 
· Comment Type: Renewal/Review/SMRF
· Must include: 
Reviewed time limits 
Provided the TANF Electronic Benefit Transfer Transaction Restriction flyer and Good Cause Notice.
Summary of information re-verified: school enrollment, pre-paid debit & savings accounts, vehicle, employment, unearned income.

[bookmark: _Toc208389043]WWP – Viktor 
W-2 Participation Calendar
Full participation entered on the W-2 Participation Calendar.
Depending on when the learner makes these entries, Viktor might not have any participation to track. 
PIN Comments 
Learners can edit comments only the same day they enter them. 
Comment Types: Appointment – Other, Participation Tracking (if tracked)
Participant Contact: SC
Must include:
Completed six-month review. 
He sent you activity logs showing all activities completed.
If Viktor didn’t have any participation to track, learners don’t have to enter this information. 
He still wants automotive repair certification.

[bookmark: _Toc208389044]WWP – Brittany 
W-2 Participation Calendar
· Full participation entered on the W-2 Participation Calendar.

Employability Plan Overview
EP Begin Date: today’s date 
EP End Date: learner discretion 
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
· Personal Goals
· Goal Name: something related to a healthier lifestyle
· Goal Description: learner discretion 
· Goal Steps: learner discretion
· Per the scenario, the learner must include Completing the Beginner’s Yoga Series
· The scenario states Brittany wants to start working on a healthier lifestyle. She heard about a Beginner’s Yoga Series at the YMCA. 

Activities
· Learners may or may not adjust Brittany’s activities. The scenario does not give any information on activities. 

Employability Plan 
· Learner did not submit the EP. 

PIN Comments 
Learners can edit comments only the same day they enter them. 
Comment Types: Appointment – Other, Participation Tracking (if tracked)
Participant Contact: SC
Must include:
Completed six-month review. 
She sent you activity logs and completed all activities.
Added new Personal Goal and a summary of any other changes to Brittany’s EP. 

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

[bookmark: _Toc67002566][bookmark: _Toc208389045]Chantelle – Review 
[bookmark: _Toc208389046]CWW
Case Summary
· Case Information Section:
· Next Renewal/Review Date: six months from now

School Enrollment
Individual: Anthony
Learnfare Status: WST – Student in Good Standing; Verification: AR – Attendance Report 

Liquid Assets
Type: CH – Checking Account; Verification: BS – Bank Statement 
· Begin Month: Current month
· Individual: Chantelle
· Self-Reported Amount: $825.00; Verification: BS – Bank Statement 
· Type: SA – Savings Account; Verification: BS – Bank Statement
· Begin Month: Current month
· Individual: Chantelle
· Jointly Owned: No; Available: Yes
· Self-Reported Amount: $422.00; Verification: BS – Bank Statement
· EFT: No 

Employment
· Chantelle’s wages and hours remain the same (80 hours per pay period, earning $15 an hour). She provided paystubs to verify this. 
· The learner must update Average Hours Per Pay Period Verification to be PS – Pay Stubs or Envelope or LT – Last 30 Days Pay Stubs.

Case Comments
Learners edit comments only the same day they enter them. 
Comment Type: Renewal/Review/SMRF
Must include: 
Reviewed time limits.
Provided the TANF Electronic Benefit Transfer Transaction Restriction flyer and Good Cause Notice.
Summary of information re-verified: school enrollment, checking & savings accounts, employment, unearned income.

[bookmark: _Toc208389047]WWP
W-2 Participation Calendar
Full participation entered on the W-2 Participation Calendar.
Depending on when the learner makes these entries, Chantelle might not have any participation to track. 

PIN Comments 
Learners can edit comments only the same day they enter them. 
Comment Types: Appointment – Other, Participation Tracking (if tracked)
Participant Contact: SC
Must include:
Completed six-month review. 
Job is going well, boss is giving her more responsibilities.
She has attended all appointments with you. 
Information regarding participation tracking (if tracked). 


[bookmark: _Toc193206467][bookmark: _Toc208389048]Quia Activities
[bookmark: _Toc193206468][bookmark: _Toc208389049]Knowledge Check: 11 Eligibility Reviews
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 long do parents have to report a change that may impact their eligibility? 
10 calendar days (W-2 Manual 2.8.1)

How often must you complete an eligibility review with a family? 
At least every six months (W-2 Manual 1.5.1)

What are the two places you should look for verification documents before requesting them from the parent? 
ECF and data exchange (W-2 Manual 4.1.3)

Which two publications must you go over with parents at each eligibility review?
TANF Electronic Benefit Transfer Restrictions flyer and Good Cause Notice (W-2 Manual 1.4.6)


[bookmark: _Toc208389050]11 Eligibility Reviews Completed: 
Next Steps
[bookmark: _Toc208389051]Requesting the Next Curriculum
Email the learner to prepare them for the next curriculum.

[bookmark: _Toc208389052]Email Text - FEP
CC: Reg Staff, ATL, PTTTrainingSupp@wisconsin.gov 
Subject Line: Next Steps: 12 Employment Changes Curriculum

You’ve completed six-month eligibility reviews of your cases. 

Your next assigned curriculum is 12 Employment Changes.

In the next section, you’ll work on making changes to employment, including how to end employment when a job ends and how to reengage a parent in activities to keep them moving forward. You’ll update EPs based on these changes and enter comments to explain your decisions.
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