
WorkFirst Monthly Teleconference Meeting

3/17/2010 Minutes

Attendance: Central office – Shelley Warnock, Samantha Young, Bonnie Ross, Tom Lowe, Steve Cheek, Maria D’Ambrosio, Rose Anne Jacobs

Via telephone: Kelly Lindseth, Ken Koernke

All WorkSource and WorkFirst Offices were represented except: WorkSource Thurston, White Center WorkFirst, and WorkSource Affiliate Rainier

Check-In/Welcome – Shelley Warnock

· During roll-call, Shelley inquired of each office if KeyTrain had been implemented.  If an office replied with “not yet”, she noted when implementation was planned. 
Training – Samantha Young

· WorkFirst 101 curriculum is currently being revised.

· There is no WorkFirst 101 training scheduled for April or May.  If supervisors have staff in need of WorkFirst 101 training, please contact the Training Academy to have them scheduled for upcoming training.

· There are only 3 names so far on the waiting list for the next training session, possibly in June.

Internal Controls/Monitoring – Shelley Warnock

· Local Internal Controls Plans (LICP) – The review was completed on February 26th.  Offices should have received a memo regarding their LICP along with what was missing in their plans.

· Reminder to offices: There will be a plan for each office.  Offices do NOT need to send ECDD any updates if the offices were missing information.  We appreciate offices support.  

· ECDD is in the process of developing a template and guide for the upcoming year to assist offices in developing their LICP.

· The Internal Controls Manual is updated quarterly.  Shelley will be calling a few supervisors to assist in reviewing the current manual.

· Working with WSID on monitoring.  WSID is currently going through a restructure on how they monitor offices.  ECDD is developing purpose/expectation/schedule of our monitoring of offices in the field.  We will be sending out information soon.

Batches and Vouchers – Shelley Warnock for Easter Taylor

A desk aid for Batch Header Sheets is being developed to assist offices in completing the batches.  It will be sent to offices soon.

Allocations/Vendor Support – Steve Cheek

Update – WorkFirst Support Services Conference Calls
· During February and early March, Kelly Lindseth and Steve Cheek spoke with administrators from all 12 WDAs and learned a great deal about how staff are helping WorkFirst job seekers.  The purpose of the calls was to conduct a “mid course” review of how offices are spending support service dollars and discuss ways to conserve those dollars so they can continue to serve parents through the end of the program year.
Most offices submitted WorkFirst Support Services Spending Plans which included approaches to reserving resources. Those strategies will be summarized so we can get them out to you early next week.

Of the offices we spoke with, there were a handful of offices who submitted requests for additional support services dollars.  We were unable to match their entire requests, but were able to roll out the remaining reserve dollars to the following WDAs:

· Pierce
· Snohomish

· Southwest

· N. Central

· Northwest

· Pac Mountain

In summary, thank you and your staff for participating and sharing your “belt tightening” strategies.  We have an additional $20,000 in funding set aside for OJTs.  If any of your offices are interested in this OJT funding, please contact Rose Anne Jacobs with your requests.

Wrong Vendor on Vouchers

· We have been getting phone calls from vendors on where to apply payments on warrants they have received.  While researching their requests we’ve found either the voucher was issued to the wrong vendor or the parent took the voucher to the wrong vendor.  There are a few things we can do to prevent this from happening:

1. When creating a voucher and using the F1 key to bring up the vendor list, please remember to use the F5 key to verify the address.

2. When vouchers are returned by the vendor, please check the receipt and verify the correct vendor was used before you batch for payment.  You can use the (09) Maintain Voucher screen to change the vendor prior to payment being made.

3. Please review the voucher checklist to verify all components on the voucher are correct prior to batching for payment.

4. Please have an internal discussion of roles and responsibilities and who does what for voucher verification prior to batching for payment.

Client Calls Concerning Auto Transportation
· I get 20-30 calls from parents around the auto transportation run every two weeks asking questions like:

1. Why did I get this check in the mail?

2. What is it for?

3. Where can I cash it?

4. What bank can I take it to?

I usually tell them this – “This check is a support service to help you with the gasoline expense in getting to and from your Job Search activities while in the WorkFirst Program.  You can either put the money in your bank account or any Safeway or Albertson’s gasoline station will gladly accept the check for the purchase of gas.  If you do not use the full amount of the check, they will issue a credit receipt for the difference.”

I know of no bank or store that is willing to cash this check without a service fee attached.  Please share this information with your parents at your WorkFirst orientations.

We in Central Office appreciate your hard work and dedication in providing support services for our WorkFirst parents.  We value all of you as colleagues and friends.

On-the-Job Training (OJT) Work Experience (WEX) – Rose Anne Jacobs

OJT Funding 
· Rose Anne reiterated the fact that there is $20,000 available for OJTs.  Supervisors were asked to consider applying for the funds now since we only have a few short months before the end of this program year.

Success Stories

· The supervisors were all thanked for the wonderful success stories that have been submitted and strongly encouraged to please keep them coming.  They were reminded that Kelly recently sent out an email identifying 3 key elements to consider when developing good success stories. The supervisors were also invited to check out the WorkFirst website where they can read the success stories that already have been published.

CSP/DCA – Tom Lowe

Food Assistance Population

· Will be eliminated from the CSP Program on July 1
· All parents who have been enrolled through June 2010 will be grandfathered in and will be processed as usual

Focus will be on Enrolling TANF Exits and DCA Parents

· Marketing strategies – Telemarketing; postcards; continuous engagement
· We are working on some performance targets – more on this later

New Forms are available

· WorkFirst Handbook Chapter 4.5 under Desk aids
· An email will come out announcing the availability of the forms and the 3 Interactive Forms

· A short tutorial will be attached which will outline how to put the forms on your desktop and how to utilize the “Interactive Forms”, i.e., 1) Warrant Inquiry Form, 2) Eligibility Inquiry Form, 3) Back Date Request Form

Postcard Update

· The postcards (4th and 6th month reminders) are ready for printing and our best guess is that they will go out at the end of April for the May – 4th and 6th month parents.

· Maria is working hard to get our zip codes in line with the correct offices so that our parents will know what number to call to set appointments.

· We hope to have enough postcards to send a supply out to our local offices.

Quality Assurance Regional Results

· Results just in for WDA Regions 8, 10 and 12.  Only one error found.
· Congratulations to everyone who contributed to this wonderful result!

WorkFirst Programs/Performance Policy – Ken Koernke

Job Search Review Update

· The request for DSHS IT to change ESD’s portion of the CE is number 3 on their overall prioritization list.  It is a small change which will allow us to only have to do the current “Recommendation” section and not upload from our Employment Plan.  We must continue to complete all sections under the current process.  Once changes are made, a process revision will be published on what will need to be entered on the CE.  The current “Recommendation section will be renamed as “Employment Plan Summary”.  More emphasis will be placed on the Initial Assessment in SKIES when these changes are made.

Business Services Unit

· I had the opportunity to address the members of the ECDD Business Services Unit (BSU).  I want to thank all that submitted their input on how they are working with their local Business Services Team members.  The BSU representatives were very interested in working with the staff members serving WorkFirst.  I would recommend that all supervisors and staff continue to communicate with their BSU.  BSU members express a desire to take part in Job Clubs or Orientations.

RB Process for RI/JS

· The question was asked, “Is there still an IT problem with the wrong reason codes list coming up when an RB is entered for either a JS or an RI?  There was no response from any office.  Staff was reminded that the only time you are to select the reason code “Refuses to Participate” is when a parent states verbally or in writing that they are not going to participate as required.
Staff Training in May/June – Aug/Sept

· Staff was reminded about the required Coaching/Counseling Training to be offered in May/June with a second session in August/September.  The training will be conducted by Cal Crow from the Center for Learning Connections.  A draft of the proposed sites and dates will be sent out soon so staff can start to plan on attending.  Currently, the plan is for staff to register on line through the Center for Learning Connections.  Supervisors will need to look at and select the site closest to their offices and then divide staff to ensure no office is closed to attend training.
Update WorkFirst Supervisor/Operations Manager Contact List

· The Contact List was sent out for review.  Please send updates to Inge Zeigler.

Program Planning and Updates – Kelly Lindseth

· The WorkFirst Local Internal Controls Plan (LICP) review process was discussed. Kelly thanked everyone and let them know that an email would be going out from her within the next week discussing what we learned, future expectations, and next steps, and the creation of a LICP template.

· Effective in April, there will be some changes to our WorkFirst Support Services policy regarding Auto Transportation.
· We still have $20,000 in OJT funds to spend.  If offices plan to request funding, they need to do it soon.

· Keep the Success Stories coming!

· The Building Skills Conference is in October 2010.  Save the date.  It will be held in Wenatchee.

· Statewide WorkFirst Customer Engagement/Coaching Training is scheduled for May/June and August/September.

Other Updates – Bonnie Ross

· Inge Zeigler will be assisting Easter Taylor with logging in batches.
· Batches need to be mailed in the appropriate sized envelopes so they arrive intact.  We’ve received envelopes that have been badly torn and we want to be sure we don’t lose any batches. 

