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Continuous Activity Planning (CAP) is an informal meeting or joint evaluation with the WorkFirst participant, WorkFirst partner(s), DSHS co-workers, and WorkFirst Program Specialist (WFPS) or WorkFirst Social Worker (WFSW) to discuss the participant's progress and participation. The CAP should result in a recommendation for the participant's next activity. 

Important Facts About This Process:
1. Use the CAP in two situations:
a. Participant is not ready for job search
b. Participant is not participating
2. CAPs take place due to a variety of reasons such as absences, refusing employment, non-participation in required activities (job clubs, job fairs, etc.), not completing competencies on time, not following through on job referrals, or acting out in the office.
3. The CAP allows everyone involved to communicate so there is no confusion about what happened in the past, the current situation, and next steps.  Each office establishes local procedures regarding when to notify the DSHS WorkFirst Program Specialist (WFPS) each time a participant is not engaging in job search activities.
4. The activity (component code) remains open while the CAP is conducted to determine the next steps and if the current activity is appropriate.
5. A CAP can be conducted via telephone or in person and it must be documented in eJAS Notes using the note type "Continuous Activity Planning."
Process Steps:
1. When a CAP is required because participants are not engaged in their WorkFirst Activities as directed by their Individual Activity Plan (IRP):
a. Immediately notify DSHS each time during a calendar month that a participant is not participating in WorkFirst activities, to set up a CAP meeting.  If the WFPS can’t be contacted via phone or e-mail regarding the problem, the ESD WorkFirst Counselor will:
i. Document when and how the attempt was made in eJAS Note screen
ii. Follow the local process for alternate means of contacting DSHS if the WFPS cannot be contacted.  If no response is received from the WFPS within 3 days of the initial attempted contact, manually refer back (RB) to DSHS if the WorkFirst Activity is determined not to be an appropriate activity or the participant is not participating as required.
iii.  (
Other Resources 
Step-by-Step
)Document the reason for the referral back (RB) as a CAP note in eJAS including a recommendation for the participant’s next activity. 
Note: Failure to properly document an RB can be detrimental in a “Fair Hearing”.
2. If a CAP meeting occurs, the following must be included in the CAP note in eJAS: 
a. The names of all the participants in the meeting. 
b. How the meeting was conducted (phone or in person). 
c. When the CAP took place. 
d. Results of the meeting, including any action to be taken to improve participation.

WorkFirst Point of Contact:
WorkFirst Administration Unit   
1-800-339-3981
Policy/Mandates informing this process:
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1. WorkFirst Standards Item 8A-C
2. WorkFirst Standards Item 9A
3. WorkFirst Handbook 4.2.13
4. WorkFirst Handbook 4.1.5
5. WorkFirst Handbook 4.2.3
6. WorkFirst Handbook 3.1.2, Matrix of Tools and Techniques
7. RCW 74.08A.240
8. RCW 74.08A.250
9. WAC 388-310-0400
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