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April 14, 2011

To:

ECDD Area Directors, ECDD Field Administrators, and 

WorkFirst Supervisors 

From:

Kelly Lindseth, WorkFirst and OES Director

Subject:  
ESD WorkFirst – Changes in the Customer Automated Tracking System (CATS) – Recording of Actual Hours

Effective April 14, 2011 staffs with supervisor, counselor or clerical access to the Customer Automated Tracking System (CATS) can record a parent’s actual hours of participation.   
All Activity/Job Search Logs must be reviewed and approved by a WorkFirst Supervisor (WSS6) or a WorkFirst Counselor (WSS4) if staff other than a WSS4 is entering actual hours in CATS.   

WorkFirst Supervisors will ensure: 
· Their name or the name of the WorkFirst Counselor (WSS4) approving the Activity/Job Search log(s) for entry is printed in the box on the back of the form titled “Staff receiving log and calculating hours”.  
· Staff approving the log(s) has clearly identified the hours on the log to be entered.   
· WorkFirst Counselors (WSS4) are responsible for determining participating, excused/unexcused hours, temporary employment hours, and/or State Holiday hours for the time period being recorded.  These hours can then be entered by either a WorkFirst Counselor or staff with clerical access.    

· Staff entering hours in CATS print their name on the back of the form in the block titled “Hours recorded in CATS by”.
· An audit of hours entered is conducted on at least 5% of the total number of parents in job search each month.  Audits of records must be completed by end of the month following the month in which they were entered. A list of records audited must be kept on file for at least 1 quarter past the quarter in which the record was audited.   The list of records audited will contain a brief record of any findings, actions taken to correct them or no findings were noted.  

· Staff are trained on how to correctly determine and record all categories of actual hours (participating, excused/unexcused hours, temporary employment hours, and/or State Holidays) to be entered in CATS.

Questions or comments regarding the entry of actual hours in CATS should be directed to Ken Koernke at kkoernke@esd.wa.gov  or (360) 407-1369. 
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