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Step-by-Step
Important Facts 
   Overview
)Process: Refer Back (RB)
This is the process for referring WorkFirst participants back to the Department of Social and Health Services.
Important Facts About This Process:
1. ESD staff manually refers the participant back to the DSHS WorkFirst Program Specialist (WFPS) any time it is determined that employment service activities are not appropriate (CAP).  The Refer Back will be documented.
2. When considering a Refer Back Process, the ESD WorkFirst Counselor will attempt to contact the DSHS WFPS to conduct a joint evaluation using the Continuous Activity Planning (CAP).  The evaluation includes the WorkFirst participant (when available) to determine the next steps. If the DSHS WFPS cannot be contacted via phone or e-mail regarding the problem, the ESD WorkFirst Counselor will:
a. Document when and how the attempt was made in eJAS Note screen.
b. Manually refer the participant back (RB) to DSHS.
Process Steps:
Refer Back (RB) from the initial referral:
If a participant reports to job search and it is determined they are not job ready, the participant will be referred back (RB) from the RI component. The case manger will be contacted, if possible, to alert them of the RB. 
In eJAS, the ESD WorkFirst Counselor will:
1. Close the RI and then enter an RB. 
2. Select one of the appropriate reason code below for the RB, and document in the eJAS CAP notes why the participant is being referred back.
· Participant Refuses to Participate (Participant states they are not going to participate)
· Participant Unable to Participate (i.e. medical/legal) 
· Participant Has No Child Care 
· Participant Has No Transportation 
· Other CAP Outcomes 


 (
Step-by-Step
)Refer Back from Job Search, Work Experience or On-the Job Training:
In eJAS, the ESD WorkFirst Counselor will:
1. Close the JS, WE, or OT  and  enter an "RB" in the eJAS Component Screen ( with an end date of no more than 4 days from date entered)
2. Select one of the appropriate reason code below for the RB, and document in the eJAS CAP notes why the participant is being referred back.
i. Participants Refuses to Participate (Participant states they are not going to participate)
ii. Participant is Unable to Participate (i.e. medical/legal) 
iii. Loss of Contact (Participant is a no call/no show and cannot be contacted)
iv. Participant Has No Child Care 
v. Participant Has No Transportation 
vi. Non compliance/participation (Participant is not participating as required)
vii. Completed 12 weeks of Job Search 
viii. Other CAP outcomes
3. Enter a recommendation in eJAS Notes as part of the "Continuous Activity Planning" for next activity or activities, ensuring they meet "Decision Making Criteria" requirements.
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Step by Step
)Refer Back (RB) Participant
When the decision is made to RB a participant back to DSHS from RI (Initial Referral) or JS (Job Search), WE (Work Experience), or OT (On the Job Training), use the chart below, select a reason code and enter a CAP note. 

	Refer Back from an RI
	Refer Back from JS WE or OT

	1. Close the RI code
	1. Close the JS, WE, or OT code

	2. Enter the RB code
	2. Enter the RB code

	3. Chose one of the 5 reasons below
	3. Chose one of the 8 reasons below

	
	Select 
	Refer Back Reason 
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	Parent Refuses to Participate
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	Parent Unable to Participate (i.e. medical/legal)

	[image: ]
	Parent Has No Child Care
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	Parent Has No Transportation
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	Other CAP Outcomes





		Select 
	Refer Back Reason 
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	Loss of Contact
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	Parent Refuses to Participate
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	Parent Unable to Participate (i.e. medical/legal)
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	Parent Has No Child Care
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	Parent Has No Transportation
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	Other CAP Outcomes
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	Non-Compliance/Participation
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	Completed 12 Weeks of Job Search
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Other Resources
)WorkFirst Point of Contact:
WorkFirst Administration Unit   
1-800-339-3981
Policy/Mandates Informing This Process:
1. RCW 74.08A.240
2. RCW 74.08A.250
3. WAC 388-310-0400
4. WorkFirst HandBook
a. §4.2.12, What is the process for early referral back from Job Search?
b. §4.1.5, What are participation requirements?
c. §4.2.13, What is an Employment Services Determination?
5. WorkFirst Standards: 1B, Referral Back
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