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September 28, 2012
TO:  
ECDD Area Directors, ECDD Administrators and ECDD WorkFirst Supervisors

From:

Kelly Lindseth, ECDD Employment Programs Director

Subject:
Electronic Activity/Job Search Log (eLog)  
Effective September 28, 2012, we are excited to announce the availability of the NEW Electronic Activity/Job Log (eLog) for all WorkFirst job seekers.  The new eLog (attached) is an alternative to the current paper version and is optional for those WorkFirst job seekers who would rather use an electronic version to keep track of their work search activities.    

All offices will make available the eLog and submit an eLog Local Utilization Plan prior to implementation (including King County pilot offices).  Plans can be sent to Ken Koernke at kkoernke@esd.wa.gov. 

What your staff need to know about the NEW eLog – 

· The use, accountability, and records retention for the eLog is the same as for paper Activity/Job Search Logs. 

· Requirements regarding the new eLog are the same as the Activity/Job Search Logs are outlined in the Employment Security Department WF Standards and WorkFirst Handbook – Chapter 4.  

· Offices will need to establish local internal processes and a utilization plan.  Refer to the eLog Local Utilization Plan elements listed below.  

· Staff need to monitor the receipt of the eLogs, print and store them to meet current archiving requirements.  We are working through the details on a new electronic storage process for all logs. 

· eLog’s need to be reviewed as part of one-on-one coaching sessions to inform development/updates to the job seekers Activity Planner. 

· Use of the eLog is optional as an alternative to the paper version – it is not mandatory.  
eLog Local Utilization Plan must include: 
· How the eLog is to be made available.

· How participants will be briefed on its use.

· The frequency eLogs will be submitted and the electronic return address to be used 

· Staff responsibilities: 

· monitoring the receipt of the eLogs, 

· verifying and recording actual hours and 

· printing of the eLogs to meet archiving requirements

· Ensuring the eLog review is part of the one-on-one coaching session and the development of future agreed to activities on the next week’s Activity Planner. 

The eLog maybe a great option for those job seekers who – 

· Are comfortable working in an online environment or 

· Who need to develop their computer skills and get more comfortable sending and receiving documents.   

Thanks again for your support in developing this new tool for WorkFirst job seekers.  We look forward to hearing how they like it.

