WorkFirst Monthly Teleconference Meeting

11/18/09 Minutes
Attendance: Central Office - Kelly Lindseth (via phone), Ken Koernke, Glenna Olson (via phone), Steve Cheek, Samantha Young, Easter Taylor, Rose Anne Jacobs, Tom Lowe

All WorkSource and WorkFirst Offices were represented except: Colville WorkSource and Grays Harbor WorkSource

Check-In/Welcome – Ken Koernke

Training/Internal Controls/Support Services – Glenna Olson

Training-WF 101 Update
The next three months you will find a WorkFirst 101 session scheduled through the Training Academy.  This training is for both Universal Case Mangers assigned to WorkFirst and any other staff you are hiring for WorkFirst.  It is doubtful our parents will know the difference between Universal Case Managers and other staff.  The training is open to both on a first come first enrolled basis.  If we find that classes fill up and we need more slots we will consider more sessions.  For now enroll through the ESD email address Glenna Olson sent to all Administrators and WorkFirst Supervisors.  If you have any questions, please feel free to contact Glenna.

Support Services-Paying and Batching on time

Please work your unpaid voucher report and the 203 report.  We need to pay vouchers within 30 days of their creation to keep our vendors happy and our accounts in good standing.  If we do not pay “on time” vendors sometimes “revoke” us and we can no longer use them.  Sears is one of these vendors.  

Glenna will send out desk aids for you that show how to access these reports.  The 203 report allows you to print according to how long ago the voucher was created.  Many offices look at vouchers over 45 days old.  The recommendation is to look at vouchers created 30 days or more.  The quicker we can get them paid the better.

Allocations/Vendor Support – Steve Cheek
  1.  Reports

· Please review your 201-Unpaid Voucher Report and your 203-Outstanding Obligation Report for vouchers needing payment. We have recently been in a Credit Revoke Status with the Sears Commercial One account because of non-payment over 60 days old and do not want this to happen again.

· To access these reports go to the JFS Main Menu-in the Next Screen: field type in 12 and select enter

· In the Reports Menu type in 201 for the Outstanding Voucher Report and select enter. This report will give you a list of all unpaid vouchers by voucher number for your office.

· In the Reports Menu type in 203 for the Outstanding Obligation Report and select enter. This report will give you a list of all Outstanding Obligations by client Id# for you office. This report has a filtering field for No Payments in ____ Days. When you enter 30 in this field the report will give you all Outstanding Obligations over 29 days old.

· Any voucher over 30 days old should be researched for the proper documentation for timely payment.

· If you need additional information please give me a call at 360-438-3254 or use the Navigational Desk Aids.

2. Wal-Mart-#5075

· Central Office has been able to reconcile this account to a zero balance and are pleased to announce the Wal-Mart-#5075 (our WF account#) will be an active vendor on Wednesday, Nov. 18, 2009 to use for providing support services to our parents.

· Only one Wal-Mart-5075 account will be active for all offices to use as this is the parent account# V71041518800. All payments will be forwarded to GE Card Services in Atlanta, GA.

· The Vendor Instruction Letter should accompany each voucher to let the vendor know how the voucher should be filled out and where to send it.

· This letter can be printed from page 30 of the Internal Controls Manual. 
3. Inventory

· Please send me your current inventory of bus pass’ or bus vouchers and any gas cards you still have left bu December 4, 2009. Public transportation will still accept bus tickets. See below…

4. ORCA CARD–Business Account Transition-The following is for your information only…
· The Central Office is currently working with Pierce Transit on this transition for all transit stations in Western Washington.
· Please do not call your public transportation office. We will be working with other programs at ESD that also use bus passes from the regional transit companies going to the ORCA system. 
Pierce Transit, along with other transit agencies in the Puget Sound region, is converting to a new regional smartcard to replace current passes.  
ORCA – One Regional Card for All – provides a reloadable smartcard used to pay for trips on Community Transit, Everett Transit, King County Metro, Kitsap Transit, Pierce Transit, Sound Transit, and the Washington State Ferries, making public transportation in the four county region fast, easy, and seamless for transit, ferry, and train users.

By the end of 2009, all agencies will discontinue selling current passes at our Customer Service Offices, by mail, by telephone and from the Pierce Transit online e-store. 
Effective December 15, 2009, Pierce Transit will no longer accept purchase orders and human services/social services vouchers; and consignment accounts will be discontinued.  If you are not already working with Pierce Transit to transition to ORCA, please contact us immediately. 
What should you expect?

· During transition to this new system, we will be working with individual employers and organizations to identify how the system can work best for your unique needs.  Central Office is working with Pierce Transit on this transition.   

· Employers and organizations will continue to have the ability to purchase current passes through December 14, 2009 (December passes) using the services you have been using in the past, online through Pierce Transit’s website, in-person at our Customer Service Offices, by mail, and by telephone.

We will let you know as we have more information about ORCA and how local offices will purchase bus passes for our parents.
CSPDCA-Tom Lowe

Quality Assurance Review:


The Review for August had our lowest error rate to date: 6%


That is 50% less than our previous best-way to go!


This month marks the first Month of Regional Focused QA Reviews

· The first Region selected was Region 5-( These Regions are based on the DSHS Regional Format) It includes Kitsap and Pierce County.

Reminder: Rack Cards and Posters:

Reminder: The new CSP Rack Cards and Posters are available in both Spanish and English at PRTonline. 


If you have difficulties completing your order contact Thom Pickard at (360) 570-5541 at the Department of Printing.

CSP Training:


The State Wide Career Services Program Training was completed on November 13th.


175 CSP staff and supervisors/administrators took part in the 17 sessions.


Thank you all for your hospitality and enthusiastic response.

CSP Forms:

Our target date for getting the new forms in the Handbook is 1/04/2010. In the interim continue to use the drafts.

CSP Teleconference:


A quarterly CSP Teleconference will begin in January.

· More to come on the subject.

WorkFirst Program/Performance Policy – Ken Koernke

· Job Search Review – update on focus groups

The JS Review is in draft and being finalized.  When the review is completed it will be sent to all WorkFirst Supervisors for review and comments.  The review should be out by the end of the month. 
· RB process

Staff were asked to make sure components (RI and JS) are closed before the RB is entered.  The RB reason codes are based on which component is closed.  Staff were asked to report if the wrong reason codes were shown when the RB was entered.  

· WorkFirst Staff Distribution List.  
Supervisors need to submit the names of new WorkFirst staff to Ken so they can be added to the ESD DL list for WorkFirst Staff.

· Performance Measures/Targets.

The performance measures and target will be review in early December to ensure they are in line with current practices and measures. 

· Business Unit/Job Openings

Staff was advised that a group would be looking the availability of job for the parents we serve.  Is there enough job opening listed and are appropriate jobs being targeted for our customers. 

· Staff were advised that two job announcement were out.  One for a PC2 WorkFirst trainer and one for a PC3 Internal Control and Quality Monitor for WorkFirst.  The closing date was 11/20/09.

Program Planning and Updates – Kelly Lindseth

ETR Process

Central Office had received some field feedback on ETR timeliness and our process.  In response, we discussed the feedback and our expectations.  We also added additional language in the ICM to help clarify the process.  The biggest issues for us in turning around ETR’s quickly continue to be we receive incomplete ETR requests and they arrive and sit on the FAX because staff does not know they have been sent.

In preparation for the conference call we sent out the ICM chapter on ETRs for Supervisors to share with staff and go over during their next staff meeting.  We also attached the WorKFirst and OES Unit Contracts List to help field staff know who to call when preparing an ETR.  

On the call we reiterated the need for supervisors to review all ETR’s before they sign them so that the materials are complete when we receive them.  In addition, we asked that staff please call someone ahead of FAXing the ETR so that we are aware one is coming in.  Rose Anne Jacobs is the lead but all WF staff in the unit can process ETR’s.  Sometimes what has happened is Rose Anne maybe out and the ETR sits on their desk until she returns – if staff know they are coming, we can look for them and process them within 24 hours.  Please call ahead and 0 out until you get a live body.

With better communication between field staff and central office staff we think we can resolve most of the issues.  In addition, I have asked staff to review our process and see if there are any things we can do to streamline it further and turn around request quicker.  They have been asked to bring me back some options.

Your feedback is critical in our ability to better serve you, please keep you thoughts and comments coming and thank you for all you do for WorkFirst families.

Open Discussion/Q&A/Wrap Up

Rose Anne Jacobs again asked the field supervisors to submit topics they would like to discuss at next month’s teleconference.  Those topics can be sent to Rose Anne or Ken Koernke for inclusion on the agenda.

