WorkFirst Teleconference Meeting 

5/20/09 Minutes

Attendance Central Office:
Ken Koernke, Tom Lowe, Steve Cheek, Samantha Young, Glenna Olson, Maria D’Ambrosio, Rose Anne Jacobs 

All WorkSource and WorkFirst Offices represented except:  Sunnyside

WorkFirst Support Services – Steven Cheek
WorkFirst Support Services – Steven Cheek
· Reminder local offices should print the Unpaid Voucher report for Vendor-Letter Format (202 report) and send the Outstanding WF Voucher letters to every vendor with an outstanding voucher. It is very important for local offices to use this report to avoid using the New Year funds (PY09) to pay for the Old Year vouchers (PY08).
· Auto transportation checks returned because addresses not updated through DSHS. Please make sure parents know to have this changed. Otherwise ACES will refresh the CATS system and revert to the DSHS address on file.

· Department of Health is no longer accepting warrants sent directly to DOH without the proper application for processing. 

Please redirect the warrant to your office by using the Vendor Registration process... If you need to create a Vendor account for your office, download this form from the INSIDEESD/WorkSource/Vendor-Client Registration link at http://inside.esd.wa.gov/eforms/asdeforms/VENDOR_REGISTRATION.doc/view?searchterm=vendor and send to Vendor Payments per the instructions on the top of the form. 

Copy the Parent Vendor Tax ID# information already created in the Table Maintenance Menu/Vendors Identification/Vendor Review. Use your local office address for the re-direct-C/O your WF office and on line 2a of the form type in “Account created as a Work First Office re-direct/Add additional Vendor”. 

The W-9 requirement is not needed on an existing account. 

The Vendor account for your office should be visible the next working day as this is an overnight process.

After you FAX the completed form to 360-902-0917 call Vendor Payments at 360-902-9513, let them know you sent the FAX and would like to use the account tomorrow.

· Please make sure when creating a voucher that you have the correct vendor by verifying the address while creating and after you have printed the voucher to ensure wrong vendors are not being paid. Also verify the receipt shows the correct Vendor name prior to batching for payment.
· There is $60,000 in unpaid OJT contracts. Please go into each OJT file and see if $$ needs to be de-obligated as we are trying to utilize the existing resources to get us through the rest of the program year. 
· Thank you for all your help and hard work!
CSP/DCA – Tom Lowe
· There has been a steady drop in enrollments for the TANF & DCA populations.
· Our CSP data will be available in SKIES in July. We will be discussing the use and application of the WISMIS reports over the next month.
· Out quality assurance review for CSP for Feb records was improved over last month. We had an error rate of 1 per 10 enrollments. 6 in 60 records which is still too high. The cause was that offices need to use the employment verification form 
WorkFirst Programming/Performance/Policy – Ken Koernke

· Temporary employment - A draft of the handbook sent out by email

There are new steps for recording Temporary Employment
Brief all parent on how to report Temporary Employment 

Make Temporary Employment Verification Forms Available to Parents

Parent must call or report in person to be excused for Temporary Employment. Remind the parent of the need to verify their Temporary Employment.

Excuse the parent from participation on the date(s) requested on the Attendance History Screen in CATS by selecting the excused from JS participation reason for “Temporary Employment Unverified”.  If being approved for more than one day, the parent’s attendance history will need to be updated each day or if setting the next attendance day options is used a note must be entered in eJAS notes about the temporary employment .

The parent must return a signed Employment Verification form within 3 business days or staff must contact the employer within the same period so the Temporary Employment can be counted towards employment hours for participation.  Staff can make exceptions to this time period on a case by case base.  

When a completed and signed Employment Verification Form is obtained the parent’s attendance history screen in CATS will be changed from Temporary Employment Unverified to Temporary Employment Verified.   

The parent’s completed and signed Temporary Employment Verification Form will be used to complete the parent’s Temporary Employment Hours Verification Log.  Staff making the entries on the Temporary Employment Hours Verification Log will ensure each entry is legible, complete and signed. 

Each parent’s original Temporary Employment Verification Log will be sent to the DSHS HUB Indexing Unit (DSHS imaging center) that services the parent’s CSO.  Each parents Log must be sent to the Indexing HUB no later than the 10th of the monthly following the Temporary Employment reporting month.  No Temporary Employment Verification Forms will be sent to the DSHS HUB, only the verification log.

(When available) – The hours from the Temporary Employment Verification form will be used to update the Actual Hours Screen in CATS.  The Actual Hours Screen in CATS is having a column added for the recording of verified temporary employment hours.  Only verified Temporary Employment hours are to be added the Actual Hours Screen in CATS.   Temporary Employment hours are not to be add to JS participation hours.  

· CE Changes
9/1/09 DSHS will use their assessment  and the Decision Making Criteria to make direct referrals to the appropriate pathway. 
Work Skills Assessment and Employment Plan are still required. 

· Starting 7/1/09 to 9/1/09 the colleges will complete CASAS scores, at some location not provided a training option in their section of the CE.  The location where the CASAS takes place may change, talk to your partners about this change. 

If the partners are not completing the CASAS and entering the scores please let Ken know right away.
· Elevate America – Census Testing/Training


A request was made on May 8th for information regarding services being provided via the Elevate America program and information on Census Testing/Training with a suspense of May 18th.  As of that date, only 9 offices responded.  A request was made for all other office to respond by COB May 22nd (two business days).  

·    DSHS QA Review – Part Time Employment for February 2009.   The major finds were:

· Hours over reported – no logs to support hours entered, too many hours for participation entered on same days holiday or excused hours were entered.  On holiday and excused days hours entered cannot exceed what the parent would have been required to participate and JS participation hours entered for days the parent reported they were working.  The employment hours were already reported in ACES and should not have been reported as JS hours. 
· JT hours reported as JS participation hours.  Logs verified that parent was in JT training at the college but the hours were added in the JS participation hours in error. 

Training – Glenna Olson
· OJT Changes 
· The request for proposals to obtaining funding to provide OJTs is out.  A letter of intent for submitting a proposal is due tomorrow 5/21/09.  All offices are encouraged to submit proposals.
· WF Training 101- A site is needed for training on July 13 -17.  If you would like to host the training, please send Glenna an email. 
Open Discussion/Q & A/Wrap Up
· A request was made to have the ESD Actual Hours Monthly Report reflect the verified Temporary Employment Hours.  The programmers are working on updating the Actual Hours Screen in CATS so Temporary Employment Hours can be entered. Once this is completed, a process will be put in place so the hours can be captured and added to the Monthly Report. 
· A request for a Step-by-Step Guide for the new Temporary Employment was requested.   A guided will be provided prior to the implementation date of June 1, 2009. 

