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Important Facts   Overview
)Process: WorkFirst Orientation
WorkFirst participants are to be oriented to available services and program expectations. 
Important Facts About This Process:
WorkFirst participants must receive an orientation (one-on-one or in a group setting) that includes information on: 
1. Support Services, Community Resources and Reemployment Services.
2. Program expectations, i.e. attendance, KeyTrain and job search.
3. Job Search activities workshops and employment assets.
4. Activity/Job Search Log completion.
Process Steps:
The ESD WorkFirst counselor will: 
1. Provide participants with information about activities and expectations using the Activity Planner. 
2. Outline the steps in developing an Activity Planner and completing the Activity/Job Search Log with participants.
3. Inform participants of the procedure for signing into CATS to verify attendance.
4. Explain the benefits of using KeyTrain.  
5. Explain Support Services process and dollar limit amount.
6. Instruct the participant about the procedure to use and to report Temporary, Part Time and Full Time Employment.
WorkFirst Point of Contacts:
WorkFirst Administration Unit   
1-800-339-3981
 (
Other Resources
)Policy / Mandates Informing This Process
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1. WorkFirst Standards, Item 6 – Orientation
2. WorkFirst Handbook 4.2.3, Determining Employment Services
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