WorkFirst Teleconference Meeting Minutes

1/21/09
Attendance Central Office:   Ken Koernke, Tom Lowe, Easter Taylor, Steve Cheek, Samantha Young, Kathy Swartout, and Maria D’Ambrosio, Rose Anne Jacobs and Glenna Olson, Brian Roper.

All WorkSource and WorkFirst Offices were represented except: Okanogan; Offices requested to be excused:  Cowlitz, Grays Harbor





 _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ __ _ _ _ _ _ __ _ _ _ __ _ _ _ _ __ _ _ _ _ _ __ _ _ _ _ _

 9::05-9:15
CSP/DCA-Tom Lowe
1. New Warrant Inquiry Form- Just a reminder to all staff to use the new form whenever you are inquiring about the status of a Career Services Warrant. Please save it to your desktop. This will save me time and get you a response in a timelier manner.

2. Next week we will have a new form ready for your use when inquiring about parent eligibility for the Career Services Program. This form will get you quicker response time, as it will include all the information necessary for DSHS to evaluate the case. This form will go out some time before the end of the month.

3. The kick-off for adding the Non Assistance Food Stamp population will be on 2/2/2009. We anticipate strong numbers and a smooth transition for this added population.

4. Remember all CSP enrollments must include the CSP Enrollment Application. This CSP Enrollment Application took effect on 11/10/2008. Please include this document when sending in your documentation for CSP Quality Review.

9:15-9:30
WF Policy- Ken Koernke

1.  Participation:   Staff were complimented on making the Federal All Family Participation Rate for last Program Year.  Staff were reminded that while they cannot always see their results they are being counted.  Keep up the good work. 


2.   Changes to the Activity Planner: On January 26th  parents will be able to enter their completed activities for the week on the Activity Planner as well as their hours for that time period.  Staff should have received the update to the Instructional Guide for the Activity Planner.  The Activity/Job Search Logs are still needed for recording employer contacts when using the Activity Planner to record hours and activities completed.  It was suggested that offices pilot this new tool with several parents making sure their Activity Planners provided the details needed to achieve their required hours of participation. Staff were also made aware that they would still need to add up hour of participation, excused/unexcused 
hours and holiday hours and enter them on the Actual Hours Screen.  Staff were 
reminded that this process may not be appropriate for all parents, but many parents may be more engaged if they use it.  This new process was on option and is not being mandated for use.   Work is ongoing to allow staff to enter actual hours from the Activity Planner.  This feature should be available soon. 

3.  DSHS Audit:  DSHS audits will be starting back again in approximately March. 
9:30 - 9:40
WorkFirst Support Services – Steve Cheek
1. Vendor-Naces Plus Foundation-Nursing. WF staff should create the Vendor Account in C/O WF office address. When warrant is received at WF office, give warrant to client to deliver to Vendor upon registration for class.

2. Vendor-DOH-County Dept of Health (Sub cat 62) Note what kind of license the fee is for i.e. Food Handlers Permit or card

3. Vendor-DOH-State Dept of Health (Sub cat 62) Note what kind of license the fee is for i.e. NAC, LPN, CRN, RN and license number if available

4. Vendor-Wal-Mart-We found $5400 that was not applied to this account. GE Capital credited our account and the balance is $2400. I found 18 warrants that were not applied to this account and GE Capital is looking into where the $ went. This account is still in dispute waiting to hear from GE Capital. We are getting closer to reconciling this account!

5. Vouchers-When issuing vouchers for the Career Services Program use 5432 (not 2475) and the SS component. We found the JAS system was allowing vouchers to be created using 2475 for a SS component and this was in error. Last week we added a hard edit to the JAS system to correct this mistake.

6. Be aware…some vouchers were created prior to the implementation of hard edit. If these vouchers have not been paid they will need to be corrected in the 9 option of the “11” screen-Maintain or Cancel a Voucher

7. If you get an error message you may have to go to the 10 screen-Employability Planning and transfer the Project Code from 2475 (default) to 5432 before continuing with your process.

8. If there are corrections to be made on the parent's account and you do not want to loose the information in the screen you are on…
· Staff can select shift/F11 to bring up the TPX Menu and log into another new session of JAS to correct errors. 

· This is how you do it…

· Select the buttons for shift/F11 to bring up the TPX menu. Tab to the Command line, type in CICP4A, select Enter and log in as you normally would. 

· Select the Employability Planning-10 screen, enter the JAS Id# and select Enter.

· At the Employability Planning screen enter a T in the Selection field and select Enter.

· The next screen is the Individual Responsibility Plan where you can check the Org Index, Project Code, Id and whether the Plan is Open or Closed.

· Make your corrections by changing the Project Code to 5432, verify the Org. Index and the Id# are correct and select Enter to Save your corrections.

· Select the buttons for shift/F11 to return to the other session of JAS to continue with your process. 

9:40 - 9:50
Training – Glenna Olson
Revisions to the Internal Controls Manual
1. Non-warrantable Process- Please review pages 48-60. Reminder: All A19s for WorkFirst Support Services items need to be sent to Steve Cheek and he will      forward to Vendor Pay.

2. The Step by Step How to Modify an OJT Contract was revised and updated.  The new revision helps you deobligate any remaining funds on the contract when it ends.  

E-Learning for Career Services-NAFS
The e-Learning module for the new Career Services program for families receiving Non-Assistance Food Stamps (NAFS) is available from InsideESD.  Supervisors and staff must review the module, print out the Users Guide and review the guide with all staff.  Then the supervisor emails Kathy Swartout to inform her that the supervisor and all staff that report to that supervisor have seen the module and reviewed the guide.  The deadline for this is January 30. The program starts February 2.

WF 101 Training
1. Apologies to those scheduled for the latest WorkFirst 101.  That class has been rescheduled for the week of February 23-27 at the Auburn WorkSource.  Those who were originally scheduled were automatically scheduled for the rescheduled week.  If anyone needs to change, please let me know.  This class is already full.

2. I also have another session of WorkFirst 101 scheduled for WorkSource Vancouver Town Center for the week of February of Feb 2-6th.  There are openings for this session.  Please contact me by COB on Tuesday, January 27th if you have staff you want to attend this session.  

9:50 - 10:00
Open Discussion/Q & A/Wrap Up


A request was made to not have the parents name on the back of the log.  It is not 
a requirement to put the parent’s name on the back of the log.  This was added due to numerous requests for staff use when reviewing logs. 

Thanks again for all you do.  If you have questions please call and we will respond as quickly as we can. 

