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[bookmark: _Toc7781456][bookmark: _Toc208389455]Entry Activities

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

[bookmark: _Toc207696392][bookmark: _Toc207715641][bookmark: _Toc207716859][bookmark: _Toc207719260][bookmark: _Toc207720563][bookmark: _Toc208389456]Feedback Introduction
Copy and paste the following into the email of the first check of Ana’s entries:
In this section, you closed your cases in CWW and disenrolled them from Work Programs. We are reviewing your CWW case closures and reasons as well as the Work Programs disenrollment processes.

[bookmark: _Toc207696393][bookmark: _Toc207715642][bookmark: _Toc207716860][bookmark: _Toc207719261][bookmark: _Toc207720564][bookmark: _Toc208389457]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.
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[bookmark: _Toc208389459]CWW
General Case Information 
· Household Address: 1741 Poplar Street Rockford Illinois 61103

Current Demographics 
· Ana
· Currently Living in WI: No
· Intent to Reside in WI: No

Employment Page
Full-time job Administrative Assistant (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 Paycheck: learner discretion
We don’t provide this in the scenario. 
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 that the parent will receive full income. 

Eligibility
AG Status: Closed
Eligibility Status: Fail 
Reason: 238, 239
If the learner ran eligibility again after it closed, the Reason Code may show 054.

Case Comments
Learners can edit comments only the same day they enter them. 
Comment Type: General
Must Include:
Ana quit her job and is moving to Illinois.
Case closing due to not living in Wisconsin.

[bookmark: _Toc208389460]WWP
Work History 
· Position: Administrative Assistant; Company: learner discretion
· End Date: Must be the same end date as CWW
· Reason for Leaving: Relocated

W-2 Participation Calendar
· Full participation entered on the W-2 Participation Calendar.

Employability Plan
· All Goals:
· End Reason: Disenrollment
· All Activities:
· Actual End Date: today’s date 
· Completion Reason: D – Disenrollment 

Participant Summary
· W-2 Status: Disenrolled

PIN Comments
Learners can edit comments only the same day they enter them. 
Disenrollment
Participant Contact: SC
Comment Type: Disenrollment, Participation Tracking
Must include:
Quit her job due to moving to Illinois, case closed. 
Tracked full participation.
Ended EP and disenrolled form work programs.
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[bookmark: _Toc208389461]Brittany and Viktor – Case Closure 
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Eligibility
AG Status: Closed
Eligibility Status: Fail 
Reason: 136, 219
If the learner ran eligibility again after it closed, the Reason Code may show 054.

Case Comments
Learners can edit comments only the same day they enter them. 
Comment Type: General
Must Include:
Brittany and Viktor failed to complete activities and attend appointments. 
Sent Non-Coop letter and they didn’t respond. 
Case closing. 
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W-2 Participation Calendar
Non-participation for all activities
Learners may or may not have anything to track for Brittany.

Employability Plan
· All Goals:
· End Reason: Disenrollment
· All Activities:
· Actual End Date: today’s date 
· Completion Reason: D – Disenrollment 

Participant Summary
· W-2 Status: Disenrolled

PIN Comments
Learners can edit comments only the same day they enter them. 
Disenrollment
Participant Contact: None or AC
Comment Type: Disenrollment, Participation Tracking (if tracked)
Must include:
Made repeated and varied attempts to contact Brittany. 
Hasn’t attended any of her appointments. 
Sent Non-Coop letter and didn’t get a response. 
Ended EP and disenrolled from work programs. 
Brittany’s non-participation, if tracked. 

[bookmark: _Toc208389464]WWP – Viktor 
W-2 Participation Calendar
Non-participation for all activities
Learners may or may not have anything to track for Viktor.

Employability Plan
· All Goals:
· End Reason: Disenrollment
· All Activities:
· Actual End Date: today’s date 
· Completion Reason: D – Disenrollment 

Participant Summary
· W-2 Status: Disenrolled

PIN Comments
Learners can edit comments only the same day they enter them. 
Disenrollment
Participant Contact: None
Comment Type: Disenrollment, Participation Tracking (if tracked)
Must include:
Made repeated and varied attempts to contact Viktor. 
Hasn’t attended any of his appointments. 
Sent Non-Coop letter and didn’t get a response. 
Ended EP and disenrolled from work programs. 
Viktor’s non-participation, if tracked. 
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Eligibility
AG Status: Denied
Eligibility Status: Fail 
Reason: 136
If the learner ran eligibility again after it closed, the Reason Code may show 054.

Case Comments
Learners can edit comments only the same day they enter them. 
Comment Type: General
Must Include:
Chantelle failed to complete activities and attend appointments. 
Sent Non-Coop letter, and it was returned as non-deliverable.  
Case closing. 
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W-2 Participation Calendar
Non-participation for all activities
Learners may or may not have anything to track for Chantelle. Additionally, they may have already tracked full participation in prior entries. Don’t make them change it. 

Employability Plan
· All Goals:
· End Reason: Disenrollment
· All Activities:
· Actual End Date: today’s date 
· Completion Reason: D – Disenrollment 

Participant Summary
· W-2 Status: Disenrolled

PIN Comments
Learners can edit comments only the same day they enter them. 
Disenrollment
Participant Contact: None or AC
Comment Type: Disenrollment, Participation Tracking (if tracked)
Must include:
Made repeated and varied attempts to contact Chantelle. 
Missed several appointments.
Sent Non-Coop letter, and it was returned as non-deliverable. 
Ended EP and disenrolled from work programs. 
Chantelle’s non-participation, if tracked. 
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[bookmark: _Toc7781468][bookmark: _Toc208389469]Final Assessment
Review the scores/questions missed and provide appropriate feedback. If it’s a low score, make some recommendations for things to review.
A passing score is 80% or above

[bookmark: _Toc208389470]Quia Activities (FEP)
[bookmark: _Toc208389471]Final Knowledge Check
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.

In what ways can a parent request W-2? 
Through the W-2 agency (phone, mail, walk-in) or via ACCESS (W-2 Manual 1.4.1)

Explain the difference between income and assets. 
Income is money that comes in to a parent. An asset is money or property a parent already has. (Income or Asset Desk Aid)

Define the following types of assessments: Educational Needs and Career.
Educational Needs – Used to determine if the parent needs or would benefit from education and training activities. (W-2 Manual 5.3.1); Career – Tools that agencies can use to learn more about parents’ work styles, skills, and interests. (W-2 Manual 5.4.1)

How much do the following placements pay: CSJ, CMC, and W-2 T? 
CSJ: $653, CMC: $673, W-2T: $608 (W-2 Manual 10.1)

List three supportive services you could provide to help parents complete their activities. 
Transportation assistance, on-site childcare, Family Stabilization payment, interview clothes, items for children, education funding, etc. (W-2 Manual 6.1.1.4)

What is the timeframe parents can make up missed hours of participation? 
Within the same week (Sunday – Saturday) (W-2 Manual 6.3.3)

There are 15 good cause reasons. Name five. See W-2 Manual 11.3.3. 

Which form must you complete and provide to the parent when they need accommodations for assigned activities? 

Services and Accommodations to Help You Do Your W-2 Activities (W-2 Manual 5.5.1.2)

Name two resources you can use for accommodation ideas. 
The parent, AskJAN, formal assessment results, DVR (W-2 Manual 1.3.1.2, 5.5.1.2)

Cases may close due to eligibility or case management reasons. Name one case management reason. 
Loss of contact, refusal to participate, failure to complete job search as assigned, failure to complete an EP review, EP expired (W-2 Manual 11.5, 11.5)

[bookmark: _Toc208389472]Completion (FEP/RS)
[bookmark: _Toc208389473]W-2 Training Expectations
· Ensure the learner completed the W-2 Training Expectations CBT as part of the Reinforcing W-2 in the Classroom curriculum. This is required for initial NWT completion.

[bookmark: _Toc208389474]Completion Process
1. Check the New Worker Tracking Google Sheet to ensure the new worker completed all CBTs and entries. 
2. Send the new worker the Completion email. 
3. Move the new worker’s information to the “Completed” section of their agency’s tab. 
4. Move their folder to the “Completion” section of the PTT inbox. 
5. For FEPs:
a. Schedule Send the NWT Evaluation email to go out the next working day. 
[bookmark: _Toc7781469]
[bookmark: _Toc208389475]E-Mail Text – Resource Specialist, FEP
CC: Reg Staff, ATL, NWT Lead, PTTTrainingSupp@wisconsin.gov 
Subject Line: Congratulations, Name (Agency)!

Congratulations! You have completed Initial W-2 New Worker Training appropriate to your job function! It was a lot of work, but you made it! 

Just a couple of final things:
PTT will continue to partner with you as you transition into your role.
· If you get started on the job and feel like you need a review of a topic, you may access your completed training at any time by searching for the course in the Learning Center catalog. You also can look it up on your transcript and access it. 
· You also may request onsite support if you feel there is an area you need more help with. Simply have your ATL complete the onsite request form at https://dcf.wisconsin.gov/w2-partnertraining/onsite-request. 

Remember training continues!
· Your Reinforcing W-2 in the Classroom curriculum still may be assigned. It includes the remaining courses that must be completed within the first 12 months of your hire date. 

And finally…
Good luck in your new position! It has been a pleasure working with you, and I hope that you found New Worker Training prepared you to begin your new job function with the knowledge, skills, and tools you needed to be successful.  

The Partner Training Team

[bookmark: _Toc208389476]Email Text – NWT Evaluation 
CC: PTTTrainingSupp@wisconsin.gov 
Subject Line: NWT Evaluation 

Congratulations on completing initial W-2 New Worker Training (NWT)! You’ve completed a very important step in your professional development. Your experience and feedback with NWT are important to us. Sharing your thoughts with us provides you the opportunity to shape NWT for the next individual. 

Please take time to complete the following evaluation found here: 
https://forms.gle/VPjkiPH3D3mzg2qG6. 

We appreciate and value your feedback. If you have any questions or comments related to this evaluation, please contact PTTTrainingSupp@wisconin.gov. 

We enjoyed working with you and look forward to seeing you in the classroom!

Thank you,
The PTT New Worker Training Team
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