MINUTES
[image: image1.wmf]
WorkFirst Monthly Teleconference Minutes
February 25, 2016
WELCOME AND OPENING REMARKS
· Linda welcomed everyone to the WebEx at 3:00 pm and introduced Kimberly Metcalf whom joined on the call.
· Welcome Kimberly Metcalf to WF Program Admiration-she recently provided support with REA program, she brings over 10 years WF program experience both as a WF supervisor and coach.

· Reminded everyone to please address questions during the WebEx via the chat function.
· Email your name(s) at the end of the WebEx if you joined by phone or in a group.
PROGRAM UPDATES
Performance:
January
· The WorkFirst workload is up from 2,722 in Dec to 2,752 in Jan 1.1% – which is under the goal cited in the contract (3,671 to 3,021). 
· The WorkFirst billing in Jan was $1.5 million  

· Fewer TANF-only customers (those not in ESD JS) were served, down from 290 in Dec to 236 in Jan (-18.6%).
· Keep up the hard work, developing, and maintaining relationships with your WorkFirst partners, the numbers are showing your efforts. 
WIT (WorkSource Integrated Technology):
· Single Sign on Training is scheduled for March 8, 9, and 10th.

· Refresher training for all users will be scheduled prior to go live in the format of WebEx Trainings; which will focus on new configurations in the WIT application and a second WebEx will be a recorded version with an over-all review.
· Go live for WIT is TBD.
· Following the launch and after stabilization of the new technology is in place, individual WorkFirst program training will be held.  The date(s) and time(s) will be determined and announced once the go live date is set.  The training is anticipated to be in a WebEx format with multiple offerings for staff to sign-up for.  More details to come next month. 
Participation Hours - Inquiry:
· Volunteering hours, are they counted as Participation for Job Search?

· Unfortunately volunteer work is not included in federal Job Search, as a recordable activity.  
· Do not record Volunteer hours in CATS; ensure the Participant does not include on their POA log.
· If they have recorded Volunteer hours on their log, have the Participant re-create their log and make up the missing hours.  
INTERNAL CONTROLS
Vendor Updates:
It is important to select the correct vendors when issuing vouchers and when reviewing vouchers prior to batching for payments.  The vendors most commonly selected in error are:

· Ross Dress for Less, Dublin, CA 
· Tip:  look up by using “Ross Dress”
· Fred Meyer Stores-Customer Charge, Chicago, IL 
· Tip:  Look up using “Fred Meyer” choose Chicago
· Lowe’s Home Centers, Atlanta, GA 
· Tip:  Look up using “Lowe’s”, be sure to include comma
When in doubt please contact us via the group email box or by phone.  

Batch Reviews
· Vendor batch audits are in process. Once you receive your report results, if you have any questions or concerns, please contact us.
· Currently processing Sept 2015 batches, upon receipt of Findings or Exceptions; make the necessary corrections and submit the updated documentation for review.
Internal Controls Manual Updates:

· The manual updates are progressing to provide clarification on vendor accounts, additional clarifications to include documentation requirements “verification of Ownership” when providing vouchers for car tabs, licensing and car repairs.
· REMINDER: Update local internal control plans, when offices have staff added or removed from plans.  Send scanned copy when updated immediately and mail the original to WF Program Administration, PO 9046, Olympia, WA 98507-9046

QUESTIONS AND FEEDBACK:
Q&A from Chat:
· Can job shadowing be counted as participation job search hours?

· No, this is similar to volunteering, which is not a federal counted activity
· Internal Controls Manual, clarification on requiring a car registration?
· The Internal Controls manual will be updated with the amendment of requiring verification of registration/ownership by the Participant for both Tabs, Licensing and Auto Repairs.  An announcement of this change will be communicated as its’ updated. 
· When is attendance updated/changed to participation when a customer submits job logs?

· In the case of No Shows and Excused Absences:

· If a Participant No Shows, then turns in a POA log the next day; discuss and coach the Participant on the requirement of calling in for and Excuses Absence; followed by entering a case note on the discussion and reasoning for No Show and indicate the Participant is turning in (# of) subsequent hours for the No Show; then update the No Show to Participation and record the approved/reviewed/submitted Actual Hours.
· If a Participant Calls in for an Excused Absence and then turns in a POA log the next day; enter a case note indicating the Participant turned in (# of) subsequent hours for the Excused Hours; then update the Excused Absence to Participation and record the approved/reviewed/submitted Actual Hours and removed the Excused Absence Hours.  (Note: Participant may have a combination of Excused Hours and Participation Hours if they did not fully make up the Excused Hours.)
· http://www.wa.gov/esd/workfirst/docs/WorkFirst_Training_Desk_Manual_Oct2014.pdf
· Pg. 37
· If a Participant did not engage and participate in job search for two weeks; do we except POA logs at a later time?  (Expectation is to participate once a week).
· Always accept the log and enter the actual hours, regardless if they were in a RB status or not, CATS/eJAS allows the ability to update actual hours within three months timeframe per the WF Handbook. Be sure to document in eJAS notes the received and accounted late POA logs, received and recorded actual hours.
· If unable to re-engage a Participant after 2 weeks and they’re only required to come in once a week; hold a Case Staffing with the DSHS Case Manager, if remain unable to re-engage; then document in eJAS notes all attempts to re-engage, including Case Staffing Meeting and refer back (RB) the Participant.
· If able to re-engage, accept the POA logs, enter the actual hours, include eJAS Notes to the situation and turning of logs.  Update any attendance as appropriate.
· If a Participant missed two times and does not have a current POA log as a result do you refer them back on this date of the last contact?  

· If a Career Coach is unable to re-engage a Participant in job search and has not received any POA Logs for job searching activities; hold a Case Staffing with the DSHS Case Manager, if remain unable to re-engage; then document in eJAS Notes all attempts to re-engage, including Case Staffing Meeting and refer back (RB) the Participant. Document not receiving any POA logs and close the date on the day of your determination (date of the actual refer back). 
· If a Participant never engages since the first day of Orientation, never returns and did not turn in any POA Logs, do we close out with zero participation hours and on what day? 

· If the participant never returns and Career Coach is unable to re-engage and Case Staffed with DSHS Case Manager; then yes document in eJAS Notes all attempts to re-engage and Case Staff with DSHS Case Manager, including Case Staffing Meeting and refer back (RB) the Participant. Document not receiving any POA logs and close the date on the day of your determination (date of the actual refer back). 
· Please explain how a Participant would achieve 100% and be federally counted:

· A Participant would need to participate FT, 35 hours/wk, start on the 1st of the month and complete job search through the entire month and meet130 hours of job search to be eligible to be counted as Federal Participation.  If they Participant did not meet this criteria they would not meet Federal Participation.  
· Also there are many other elements deemed within the requirements of Participation managed and identified by DSHS that roll up into the full account of the Participation Rate.
· The Career Coach’s responsibility is to engage the Participant to participate at their fullest potential, document what is reported accurately and only accept approved activities. Keep in mind you can only record and report what has been provided. Note only a few Participants on each career coach’s caseload are within the potential of meeting the goal each month per the requirements 100% Participation. 
· Holiday Hours, is it possible to record holiday hours and Actual Hours?

· Holiday hours cannot exceed the number of hours the Participant is required to participate each day.  
· The total number of hours you can credit to the participant (holiday hours plus participation hours) cannot exceed the number hours the participant is required to participate each day.

· If a participant provides a POA log on a day that is a holiday, and it meets or exceeds their required participation for that day, do not record the hours as holiday.  Record these hours as Participating to the maximum allowed per day. 

· Refer to the WF Training Desk Manual:  http://www.wa.gov/esd/workfirst/docs/WorkFirst_Training_Desk_Manual_Oct2014.pdf
· Pg 37.
CLOSING REMARKS:
· Have a wonderful upcoming Leap Year with having an extra day in February – the 29th! 
If you have any questions please call.  Note:  The next scheduled WebEx is Thursday, March 31st, 2016[image: image2.png]



