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May 25, 2010
To:

ECDD Area Directors, ECDD Field Administrators, and 

WorkFirst Supervisors 

From:

Kelly Lindseth, WorkFirst and OES Director

Subject:  
ESD WorkFirst – Process changes to the ESD section of the Comprehensive Evaluation  

The following out lines process changes to the completion of the ESD section of the Comprehensive Evaluation in eJAS which go into effect on June 1, 2010. 
Overview of Changes: 
The ESD Employment Plan Evaluation and Recommendation:

The ESD section is completed by the ESD user.  

ESD Start Date:

The “Start Date”   auto-fills when the ESD user clicks “Load CATS Employment Plan”.  

The ESD Start Date is the start date of the Employment Plan completed in CATS and cannot be prior to the DSHS Foundation Finish Date or the evaluation information will not upload.

Once the evaluation section has been uploaded from CATS staff must “Save/Pend” the uploaded information prior to completing the recommendation. 

Update effective (6/1/10)

The section titled “Recommendation” is re-titled “Employment Plan Summary”  
Staff have the option of Uploading the CATS Employment Plan as described above or only completing the Employment Plan Summary Section.   If only the Employment Plan Summary section is going to be completed staff can Save/Pend comments and return later to add more comments or just enter comments and finish the Employment Plan Summary by clicking the “Save/Finish” button. 

If just the Employment Plan Summary is completed (no employment plan uploaded), there is no requirement to use the Save/Pend option.  Entries can be made directly into the Employment Plan Summary text box and the summary can then be saved by clicking the Save/Finish button. The start and completed dates will auto fill with the same dates.
The Employment Plan Summary section is complete when the “Save/Finish” button is clicked.   No changes are possible once the “Save/Finish” button is clicked.  If corrections are required staff must contact the ESD WorkFirst Administrative Unit for assistance.
ESD Finish Date:

The “Finish Date” is auto-filled when the “Save/Finish ESD Section” button is clicked.

Below is an instructional step by step guide of these changes.
The Comprehensive Evaluation (CE) can be access through CATS or directly from eJAS.  From the eJAS home page select “Comprehensive Evaluation”.
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From the Comprehensive Evaluation Summary Page click on the highlighted “Date” for the CE you want to review. 
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Social Worker Referral

2. Does the client need a referral to the Social Worker to immediately resolve an issue?
B. Does the client need a referral to the Social Worker for other issues (e.g., Pregnancy to Employment, other required assessment, housing,
etc)?

DSHS Final Decision

Prior to appraving a referral to any of the pathways listed, parents must be advised of WarkFirst program requirements and their responsibility to participate in the
activities identified in their Individual Responsibility Plan. Use the Referral Criteria (link) when determining a pathway. (Check all that apply for stacking purposes)

Participation Plan & Justification
gh{Last Updated on:05/05/2010 at 1:37:25 PM by FRANCIS ADJEPONG]
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Once in the CE section, scroll down to the bottom of the page and select “ESD Employment Plan Evaluation”
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You can now, as in the past, still upload an Employment Plan from CATS by clicking on “Load CATS Employment Plan.  You must then click “Save/Pend ESD Eval Area to lock the Employment Plan in place and be able to complete the Employment Plan Summary Section.  After completing the Employment Plan Summary section you must click on “Save/Finish”.  The summary will then be added to the parents note section in eJAS. 
Update:  You may now type directly into the “Employment Plan Summary” Section without having to Load an Employment Plan from CATS. 
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The Employment Plan Summary below has been pended.  A start date has now been added.  You can pend more than once, but the start date will remain the first date pended. 
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Below is an Employment Plan Summary that has been pended more than once. 
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Below is an Employment Plan Summary that has been finished.  Remember, you still must click the Save/Finish Button to finish.   Update:  If you do not want to pend the Employment Plan Summary you can now enter the Employment Plan Summary information and click the “Save/Finish” button.  The Start Date and the Finish Date will be entered as the same date.  
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The Comprehensive Evaluation Summary page will now show in the status column that DSHS has completed their section and that ESD has completed their section. 

Note:   

· DSHS must still complete their section before either the College or ESD can complete their section.  
· When is a Comprehensive Evaluation (CE) required?  Requirements are outlined in Chapter 3 sections 3.2.6 and 3.2.9 of the WorkFirst Handbook.  If the “Employment Plan Summary” text box is not active (open to type in) staff should refer to these sections and if appropriate discuss completion of the CE with the DSHS WorkFirst Program Specialist. 
· If an Employment Plan Summary needs to be changed or deleted staff must contact the ESD WorkFirst Administrative Unit. 
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