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Step-by-Step
     
Important Facts
Overview
)Process: Enroll in WorkFirst: CATS	
This desk aid is how staff enrolls WorkFirst participants into the Job Search component. 
Important Facts About This Process: 
1. DSHS staff refers participants to the ESD employment services track by using the initial referral (RI) component code in eJAS.  
2. The Employment Security Department (ESD) WorkFirst Counselor will evaluate the WorkFirst participant’s job readiness.
3. ESD WorkFirst Counselor either enrolls the participant into Job Search or refers the participant back to DSHS. 
[bookmark: _Toc306809998]Process Steps: 
1. ESD staff determines if the participant is available for Job Search (JS) by using the following criteria: WorkFirst Hand Book 4.2.11.
2. The participant has:
a. Daycare arranged prior to reporting to Job Search 
b. Transportation to conduct Job Search and accept employment 
c. Able/available to start work within 4 weeks
d. Participates as outlined in the Individual Responsibility Plan 
3. Once a participant is determined ready for Job Search, the WorkFirst counselor ensures the participant is signed into CATS.  This changes the RI component code to a Job Search (JS) component code into the Customer Automated Tracking System (CATS).
4. If a parent is determined not ready for Job Search, the WorkFirst Counselor will:
a. Using eJAS, refer the participant back to DSHS by changing the RI Component Code to a Refer Back (RB).
b. Select the appropriate eJAS reason code for the RB:
i. Participant refuses to participate
ii. Participant is unable to participate (medical, legal, etc.)
iii. Participant has no child care
iv. Participant has no transportation
v. Other CAP outcomes (
Other Resources
Steps
)
c. Inform the DSHS WorkFirst Program Specialist as to why the participant is being referred back-utilizing a Continuous Activity Planning (CAP) e-mail or phone call.
d. Enter a CAP note into eJAS.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]WorkFirst Point of Contacts:
WorkFirst Administration Unit   
1-800-339-3981	
Policy / Mandates Informing This Process:
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1. RCW 74.08A.240
2. WAC 388-310-0400
3. WorkFirst Hand Book 4.1.3
4. WorkFirst Hand Book 4.2.11
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