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Important Facts
Overview
)Process: Roles and Responsibilities of Supervisors 
Administrators and supervisors should monitor all WorkFirst-related activities to ensure that staff follow established policies and procedures.  The source documents below provide information in detail.  WorkFirst supervisors are responsible for monitoring and reviewing WorkFirst Counselors’ performance in program related matters.
1. WorkFirst Handbook 
2.  Internal Controls Manual 
3.  WorkFirst Support Services Directory
4.  WorkFirst Home Page 
5. Standards:
a.  WorkFirst Standards
b.  WEX Standards
c.  OJT Standards
Important Facts:
1. Contractual pay points for ESD:
a. Work Skills Assessment/Initial Assessment
Refer to Work Skills Assessment for additional information and guidance. 
b. Recording Full-time / Part-time Employment  in  eJAS 
Refer to the WorkFirst Employm http://esd1wbolydev1ent Full/Part Time Process Aid for additional information and guidance.
2. Actual Hours and Activity/ Job Search Log
a. Supervisors randomly verify and review 1% of the total number of Activity/Job Search Logs turned in for the month and be able to identify those participants whose records were verified. 
Electronic Systems Access:
Supervisors must be able to access CATS, eJAS, TPX and JAS/JFS
Staff Process Desk Aids:
The following Process Aids should be made available to staff for guidance in carrying out the indicated WorkFirst policies and/or procedures described therein:
	Activity Job Search Log Reviews 
	Microsoft E-Learning

	Activity Planner
	On the Job Training (OJT)

	Automatic Transportation Payment (Auto Pay)
	Post Employment Services

	Batching 
	Refer Back (RB)

	Completion of Job Search Competencies
	Actual Hours / Required Participation 

	Continuous Activity Planning (CAP)
	Support Services

	Employment Full/Part Time
	Temporary Employment 

	Enroll in WorkFirst: CATS
	Vouchers 

	Enroll in WorkFirst: SKIES
	Work Experience (WEX) 

	Exception to Rule (ETR)
	WorkFirst Orientation

	KeyTrain
	Work Skills Assessment



3. Supervisor Process Aids :
	Batches, Supervisor
	Support Service, Supervisor

	Local Internal Control Plans
	Vouchers, Supervisor

	On the Job Training (OJT), Supervisor
	Work Experience (WEX), Supervisor



Policy/Mandates Informing This Process:
1. Work Skills Assessment Requirement
2. Meeting Performance Based Contract Requirements
3. FY 2012 Performance Agreement (Aug 16)
4. WorkFirst Handbook 4.2.4 Work Skill Assessment (WSA) as part of the Initial Assessment in SKIES
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