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[bookmark: _Toc208389285]Entry Activities

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

[bookmark: _Toc207696392][bookmark: _Toc207715641][bookmark: _Toc207716859][bookmark: _Toc207719260][bookmark: _Toc208389286]Feedback Introduction
Copy and paste the following into the email of the first check of Ana’s entries:
Throughout this section, you are making changes to parents’ employment. We are checking to be sure you determined the correct income for each month, completed the Informal Assessment driver flow, and updated EPs as needed. 

[bookmark: _Toc207696393][bookmark: _Toc207715642][bookmark: _Toc207716860][bookmark: _Toc207719261][bookmark: _Toc208389287]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: _Toc194674539][bookmark: _Toc208389288]Ana – Employment Changes
[bookmark: _Toc208389289]CWW
Employment
Part-Time Job at the Elementary School (actual employer up to learner discretion)
Begin Month: 
At a minimum, the learner must create and/or update at least two months. At times, they may need to make updates for three months. 
Look at the number of months the learner created, Ana’s Employment End Date, and her Date of Last Pay Check, to determine how many months they must create. 
Employment Ended: Yes
Employment End Date: today’s date
Date of Last Pay Check: two weeks from today’s date
Make sure the Date of Last Pay Check is not before the First Pay Check Date. If it is, make them update it so that it is the same date. 
Override Converted Amount:
If Ana receives at least four paychecks in the month, the learner shouldn’t enter anything in this field. 
If Ana receives three or less paychecks in the month, 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 
The learner must list a $0 override on the last sequence to show she will not receive any income from this job moving forward. 
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. 
Full-time job at the Chiropractic Office (Actual employer name at learner discretion)
Begin Month: same month as the data of her first paycheck
If Ana receives less one paycheck in her first month of employment, the learner must create an additional month to show full income.
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 chiropractic office. If the learner lists “Local Chiropractic Office,” make them change it. 
Employment Type: R – Regular Employment; Verification: NQ – Not Questionable
Begin Date: tomorrow’s date; Verification: AF – Agency Form
Double check the date the learner made the entries. Keep in mind, they might have completed their entries on a different date. As long as the learner entered the day after they made the entry, they don’t need to change it. 
First Pay Check Date: three weeks from today
It must be exactly three weeks from the date they made the entry. If the learner changed the date just so it will be on the 1st or 15th, make them change it. 
Employment Ended: No
On Strike: No
Pay Frequency: Semi-Monthly
Rate Per Hour: 19.00; Wage Type: REG – Regular Pay 
Average Hours Per Pay Period: 86; Verification: AF – Agency Form
Override Converted Amount:
If Ana receives at least two paychecks in the month, the learner shouldn’t enter anything in this field. 
If Ana receives one paycheck in the month, 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 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
· Future Placement Information:
· Placement: CM+ - Case Mgmt Follow-Up Plus
· Placement Begin Date: tomorrow’s date
· Keep in mind, learners might have made these entries on a different date. If so, CWW might have already auto updated the placement.

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

[bookmark: _Toc208389290]WWP
Transactions
Learner completed a new Informal Assessment for Ana.

Work History 
Employment Status: Full-Time
Work History:
Position: Lunch Room Aide; Company: learner discretion
End Date: today’s date
This must match what the learner entered in CWW.
Reason for Leaving: Changed Employment
Position: Administrative Assistant; Company: learner discretion
This must match what the learner entered in CWW.
Job Type: Unsubsidized 
Begin Date: tomorrow’s date; End Date: Present
This must match what the learner entered in CWW. 
Job Duties: Greeting visitors, answering phones, compiling mail, and composing documents  
Expected Schedule: Monday through Friday 7:30am to 4:00pm
Benefits Offered: Paid Time Off, Medical Insurance
How was job found: learner discretion
We say the Job Developer encouraged her to apply for it.
Pay Type: Hourly Wage
Average Weekly Hours: 40 
Reported Wage: $19.00 per Hour

Education History
High School Graduation Status: HSED
GED/HSED Issuer: Wisconsin
Year Awarded: current year 

Test Scores App
Test Date: last Friday’s date 
Science: 175/200; Pass/Fail: Pass
Social Studies: 175/200; Pass/Fail: Pass
Civics Pass/Fail: Pass
Health Pass/Fail: Pass

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, do not 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
Learners may or may not end Ana’s Primary Employment and Secondary Employment Goal. 
If the learner ended her Primary Employment Goal and didn’t create replacement, instruct them to do so. 
If the learner ended the Secondary Employment Goal and didn’t create a replacement, 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. 
Other Program Goal: Obtain HSED
The learner should have marked all Goal Steps complete 
End Reason: Goal Achieved 
Other Program Goal
Goal Name: Earn Customer Service Technical Certificate, or something similar
Goal Description: Ana wants to earn a customer service certificate because she thinks it can help her advance in her career, or something similar
Goal Steps: learner discretion 
Encourage the learner to add several Goal Steps.

Employments
Make sure the learner did not check the box for the Lunch Room Aide position and checked the box for the Administrative Assistant position. 

Elapsed Activities
Ana shouldn’t have any elapsed activities. 

Historical 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 
Actual End Date: today’s date
Completion Reason: N – Activity Ended Due to CMF Placement/Employment
Activity: ES – Employment Search; Activity Description: Complete independent job search. Focus search on positions in an office setting within a 10-mile radius
Actual End Date: today’s date
Completion Reason: N – Activity Ended Due to CMF Placement/Employment
Activity: HE – HSE (High School Equivalency Diploma); Activity Description: Attend HSED prep classes 
Actual End Date: today’s date
Completion Reason: A – Successfully Completed
Activity: HE – HSE (High School Equivalency Diploma); Activity Description: Individual study time for HSED prep classes 
Actual End Date: today’s date
Completion Reason: A – Successfully Completed
Activity: MO – Job Readiness/Motivation; Activity Description: Complete the business communication courses through GCF Global that focus on communication basics and business writing 
Actual End Date: today’s date
Completion Reason: N – Activity Ended Due to CMF Placement/Employment
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 
Actual End Date: today’s date
Completion Reason: A – Successfully Completed

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 
Frequency: Weekly; Days: learner discretion
Planned End Date: matches EP end date
Hours Per Day: learner discretion
Begin/End Time: learner discretion 
If the learner enters times, it must not interfere with Ana’s work schedule (7:30am – 4pm).
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. 

Employability Plan 
· Learner did not submit the EP. 

Supportive Services
· The learner may or may not enter something on this page. The scenario doesn’t state they must provide Supportive Services. 
· 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: Not Needed
Child Care Needs: 
Resources: YMCA and KinderCare information
Short Term Plan of Action: Talk to mom about dropping off/picking up Elena. Reach out to school about early drop off. Ask neighbor to watch Elena until you get home, or something similar
Long Term Plan of Action: Enroll Elena in a before/after school care program, or something similar 
Transportation Needs: 
Resources: Local bank, Work’n Wheels, WETAP, and JAL program information
Short Term Plan of Action: Figure out bus route, talk to family/friends about getting a ride, or something similar
Long Term Plan of Action: Save up to buy a newer vehicle, or something similar 
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 Ana’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:
· Ana’s part-time job ends today, and her new job starts tomorrow.
· The new job information, including her job title, employer, and hours a week.
· Completed new Informal Assessment.
· Earned her HSED and includes her scores.
· 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 this week. 
· Employability Plan
· Participant Contact: SC
· Comment Type: Employability Plan/Activity Assignment, Supportive Services (if provided)
· Must include:
· Ana completed her Other Program Goal.
· Her new Other Program Goal is to earn a customer service certificate.
· Ended HSED activities due to getting her HSED.
· Ended all other activities except job retention due to finding employment.
· New EP includes work and job retention. 
· If the learner provided Supportive Services, they must include that information as well.
· Supportive Service Plan
· Participant Contact: SC
· Comment Type: W-2 Plan 
· Must include:
· Ana does not have the following needs:
· Emergency
· Employment Support
· Housing
· Access to Economic Supports
· Money Management
· Legal Assistance
· Education and Training
· Health Care
· Other
· Ana is concerned about her vehicle.
· Informed about local bank, which assists with low-income loans, Work’n Wheels, WETAP, and JAL.
· Ana will look at bus routes and talk to friends/family about getting rides.
· She’ll also start saving for a more reliable vehicle. 
· Ana is worried about before/after school child care for Elena. 
· Provided information on YMCA and KinderCare programs.
· She will enroll Elena in one of these programs.
· In the short term, Ana will talk to her mom to see if she can pick up and drop off Elena from school. 
· She’ll also reach out to the school and talk to a neighbor as a backup.

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

[bookmark: _Toc208389291]Brittany and Viktor – Employment Changes
[bookmark: _Toc208389292]CWW
Employment
Begin Month: 
At a minimum, the learner must create and/or update at least two months. At times, they may need to make updates for three months. 
Look at the number of months the learner created, Viktor’s Employment End Date, and his Date of Last Pay Check to determine how many months they must create. 
Employment Ended: Yes
Employment End Date: today’s date; Verification: learner discretion
We say we verified it with a termination document.
Date of Last Pay Check: learner discretion; Verification: learner discretion
We don’t provide when he will get his last paycheck, and say we verified it with a termination document.
Make sure the Date of Last Pay Check is not before the First Pay Check Date. If it is, make them update it so that it is the same date. 
Override Converted Amount:
If Viktor receives at least two paychecks in the month, the learner shouldn’t enter anything in this field. 
If Viktor receives one paycheck in the month, 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. 
The learner must list a $0 override on the last sequence to show he will not receive any income from this job moving forward. 
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 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: Viktor
· Placement: CSJ – 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:
Viktor’s job ended and how they verified it.
Case is open and passing.
Updated placement to CSJ.

[bookmark: _Toc208389293]WWP – Brittany 
W-2 Participation Calendar
· Full participation in all activities. 

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. 
· Placement
· Participant Contact: SC
· Comment Type: Placement Determination 
· Must include:
· Viktor lost his job, but still is the more employable parent
· Why they believe he is more employable 
· Participation
· Participant Contact: None
· Comment Type: Participation Tracking
· Must include:
· Fully participated in all activities. 

[bookmark: _Toc208389294]WWP – Viktor 
Transactions
Learner completed a new Informal Assessment for Viktor.

Work History 
Employment Status: Unemployed
Work History:
Position: Automotive Lube Technician; Company: learner discretion
End Date: today’s date
This must match what the learner entered in CWW
Reason for Leaving: Fired
Learner might select a different reason. As long as it is reasonable and related to Viktor’s drinking, it’s acceptable. 
Learner cannot state Viktor has problems with drinking. They can state he has a barrier. 

Participant Barriers
AODA Questions:
Alcohol/Drug Hard to Manage Daily Life: Yes; Details: learner discretion
Learners must include something stating Viktor had a drinking problem in the past, but got over it and thinks he can get over it again. Viktor doesn’t believe it will interfere with his ability to participate in W-2. 
Concerns About Participation: No
Currently in Treatment: No

W-2 Participation Calendar
· Full participation in all activities 
· Depending on when the learner makes these entries, Viktor might not have any participation to track. 
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
· If the learner created a goal for Viktor maintaining employment, they must end and replace it. 

Employments
· Learner did not include any employment.

Elapsed Activities
· Viktor shouldn’t have any elapsed activities.

Historical 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 
Actual End Date: today’s date
Completion Reason: learner discretion
We don’t tell learners what to use. 

Activities
Activity: PD – Personal Development; Activity Description: Attend AA meetings, or something similar
Activity Location: Off-Site
Business Name: learner discretion; Location: learner’s city/state; Street Address/Zip: learner discretion; Phone Number: learner discretion
Activity Contact: N/A
Additional Information: N/A 
Start Date: today’s date; Recurring: Yes
Frequency: learner; Days: learner discretion
Planned End Date: matches EP end date
Hours Per Day: learner discretion
This should not be more than 2.0. 
Begin Time: learner discretion; End Time: learner discretion
Other activities are up to learner discretion. Viktor should be assigned at least 20 hours a week and no more than 40 hours. If the learner assigns Viktor less than 40 hours, they must explain why they assigned him less in PIN Comments. 

Employability Plan
· Learner did not submit the EP. 

Supportive Services
· The entry guide tells learners to enter a Supportive Service, but doesn’t specify what they should provide.  
· 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. 
· Employment
· Participant Contact: SC
· Comment Type: Informal Assessment, Employment 
· Must include:
· Viktor lost his job due to barrier reasons.
· Completed new Informal Assessment.
· Learner cannot state Viktor has problems with drinking. They can state he has a barrier. 
· Placement
· Participant Contact: SC
· Comment Type: Placement Determination 
· Must include:
· Placed in the CSJ placement.
· Why Viktor is still the more employable parent.
· 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 changed any goals, they must include this in their comment.
· Ended job retention due to losing his job.
· All new activities and how those activities will help Viktor more toward his goals.
· The Supportive Services they provided Viktor. 
· If they assigned Viktor less than 40 hours, they must include why they assigned him less hours in their comment.

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

[bookmark: _Toc208389295]Chantelle – Job Retention Appointment
[bookmark: _Toc208389296]WWP
Employability Plan
· Learner may or may not have updated Chantelle’s EP. If they did, it must include:
· New Personal Goal of improving her health through better eating habits. 
· Chantelle’s job.
· Only one activity (Job Retention).

Supportive Services
· Learner may or may not have provided Chantelle with Supportive Services. 
· 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 Retention Appointment
· Participant Contact: SC
· Comment Type: Appointment – Other 
· Must include:
· Boss is considering giving Chantelle a raise or bonus due to positive customer feedback and outstanding work, but won’t happen for a couple months.
· She says her spending plan was tough to stick to at first, but she’s gotten better.
· She plans on adjusting spending plan to increase savings after her bonus/raise.
· Chantelle is taking on more responsibility at work. They explored ways she can do a good job while talking to her boss about expectations/demands of new responsibilities.
· If updated EP/provided Supportive Services
· Participant Contact: SC
· Comment Type: Employability Plan/Activity Assignment, Supportive Services, if provided 
· Must include:
· Chantelle’s new Personal Goal.
· Nothing else changed.
· Supportive Services the learner provided. 



[bookmark: _Toc208389297]12 Employment Changes Completed: Next Steps
[bookmark: _Toc208389298]Requesting the Next Curriculum
Email the learner to prepare them for the next curriculum.

[bookmark: _Toc208389299]Email Text - FEP
CC: Reg Staff, ATL, PTTTrainingSupp@wisconsin.gov 
Subject Line: Next Steps – 13 Case Closure Curriculum (FEP)

You’re on the final stretch! You need one more curriculum to wrap up any loose ends and complete Initial TANF/W-2 New Worker Training. 

Your next assigned curriculum is 13 Case Closure (FEP).

In this final curriculum, you will disenroll and close your cases as appropriate. You will also complete a final Knowledge Check.

You’ve come a long way…
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