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)Process: Develop an Activity Planner 
The Activity Planner is a tool that lists required daily activities and expectations for parents based on the services determination results and their Individual Responsibility Plan (IRP) requirements. 
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Important Facts About This Process:
1. The Activity Planner is used to notify DSHS staff of the activities a participant is engaged in or to make recommendations for other activities. 
2. ESD WorkFirst Counselors will use the Activity Planner to document each participant's required daily activities and evaluate completed activities or recommend other activities if job search is no longer considered appropriate. 
Process Steps:
ESD WorkFirst Counselors will have a one-on-one meeting with the WorkFirst participant at least once every 14 calendar days to:
1. Ensure the activities assigned reflect full or part-time participation as required on the Individual Responsibility Plan. 
2. Complete a new Activity Planner with the participant. 
3. Assign a participant to workshops, job clubs, short-term job skills training and other activities on specific days. 
4. Inform the participant of their daily participation expectations, requirements and how to record completed activities listed on their Activity Planner. 
5. List all reoccurring required weekly activities in the “Requirements” section of the Activity Planner.
6. List specific activities to be carried out on a specific date in the daily text boxes of the Activity Planner. 
7. Indicate the number and type of employer contacts the participant is expected to make for the next week, when the participant is determined ready to begin employer contacts. 
8. Evaluate the participant's participation for the assigned activities for the previous week(s) and/or days. 
9. Record the hours participated, hours excused and unexcused hours for each day on the Actual Hours Screen in CATS.
10. Complete the Evaluation Section and document areas to focus on which requires attention such as unexcused absences or not completing assigned tasks. Also, use the Evaluation Section to:
a. Indicate what actions must be taken to improve participation.  
b. Make recommendations for other activities if job search is no longer considered appropriate.  
11. The Evaluation Section of the Activity Planner transfers to eJAS notes when saved. 
WorkFirst Point of Contact:
WorkFirst Administration Unit   
1-800-339-3981
Policy / Mandates Informing This Process
1. Determining Type of Services-WorkFirst Handbook 4.2.3
2. Define Activity Planner-WorkFirst Handbook 4.2.6
3. Using Activity Planner-WorkFirst Standards  Item 6
4. How to Develop an Activity Planner-WorkFirst Standards  10A, F, G, H
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