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3.1
OVERVIEW OF CASE MANAGEMENT SERVICES

The EARN system approach to case management is based on the philosophy and
techniques put forth in the training and manual titled Making Case Management
Work: Empowering People for Change by Dr. Beverly O. Ford. Essentially, this
approach is about empowering the job seeker to work on her own behalf.
Meanwhile, the employment advisor supports the job seeker and, most importantly,
is responsible for executing good process.

As EARN Centers partner with job seekers in their pursuit of self-sufficiency, the role
of staff is to serve as “keepers of the process” by doing the following:

1. Function as a change agents whose primary tasks are to:
e Help job seekers get ready for change
e Teach the skills job seekers need to manage change
e Provide access to resources that support change
2. Critical skills for staff members to have include the ability to:

e Build partnerships with job seekers that encourage them to take
responsibility for their lives;

e Gather and organize relevant information that will affect job seeker self-
sufficiency;

e Analyze information to plan effective change strategies;

e Plan and implement strategies designed to move job seekers toward self-
sufficiency;

e Utilize tools and techniques from the case management manual to improve
counseling skills;

e Listen, actively listen, by learning to ask open-ended and feeling questions
as detailed in Chapter 9 of Making Case Management Work.

e Handle difficult situations with hostile job seekers and those who have

unrealistic goals constructively (see Chapter 16 — Good Strategies for
Tough Issues, Making Case Management Work);

EARN Center Operations Manual



Section 3.1
CASE MANAGEMENT

Engage job seekers (see Section 3 of the Making Case Management Work
for detailed, related exercises; some of these are highlighted in Section 8 of
this Operations Manual, as well, for your immediate reference).

3. Case management includes data management. Improve EARN performance
data by rewarding job seekers for their hours of participation and utilize these
other methods:

Report hours of activities timely and accurately;

Use the excused absence policy creatively;

Encourage job seekers to use make-up hours, if necessary;

Record case notes diligently that support the hours and activities recorded;

Reinforce the goal of self-sufficiency by reminding job seekers of the
motivational items they listed on the MSA as, “Things | don'’t like...” and
“Things | would like...;”

Know Your Job seekers - employment advisors and job developers must
work together to match job seekers to employment opportunities, therefore
they both must know well the job seekers and jobs are available.

Operate as part of the EARN strategic plan.

Every EARN Center is charged with helping job seekers become employed. Every
staff member contributes to the success of our job seekers. Good case
management should be at the core of every job whether you are responsible for
career advisement, case management, supervision, data or job development. See
yourself as an integral part of the overall success of the EARN.

“You cannot control outcome, but you can control process.” Dr. Beverly Ford
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3.2
CASE MANAGEMENT - THE EARN EXPERIENCE

EARN Center Welcome

A job seeker starts to form an impression of the services he or she will receive and
the paths to employment that lay ahead from the moment she is referred to the
EARN Center. At the CAO a co-located EARN employee is charged with selling the
Center as a rewarding opportunity for the job seeker. By the time a she reaches the
EARN Center she should anticipate what awaits her with excitement.

EARN staff should also call referred job seekers, prior to their arrival at the Center,
to welcome them. As the job seekers’ first contact with the EARN Center, it is
important that they are welcomed and received in a positive manner on the call.
This contact also allows staff an opportunity to identify any problems that may
interfere with the job seeker keeping their appointment including child care,
transportation, illness, etc. Speaking with each individual directly is preferred,
although leaving a telephone message for the job seeker is acceptable, when
necessary. At least two attempts should be made to contact each job seeker by
phone before a message is left.

Tip: For your convenience, Welcome Call Scripts have been included in Section
9.13 of this Manual. These scripts can be used when contacting job seekers for the
first time.

What do job seekers experience when they walk into your EARN Center? Amidst
pleasant surroundings and a warm welcome from EARN Center staff, job seekers
learn quickly how they can benefit by participating in EARN activities. The sooner
the EARN Center personalizes their experience the more likely they are to stay.
Orientation should be warm, motivational, eye-opening and short. Job seekers
should be introduced to the necessary paperwork, services and community partners
in workshops or on an as-needed, individual basis. Keep in mind that many job
seekers come through the EARN Center doors more than once. What will motivate
them this time to follow-through?

During orientation:
e Encourage questions;

e Give truthful, simple answers;

e Present information in plain language that job seekers can clearly understand, i.e
try not to use acronyms and other service jargon (for your reference, however, an
Acronym Glossary can be found in Section 1.9 of this manual);

e Remain professional; you are a role model for job seekers;
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e Provide a facility tour for job seekers and allow them to become comfortable with
their surroundings.

Partnering with Job Seekers

Once a trusting relationship is established between a staff member and job seeker,
the overall assessment should seem like a conversation with a purpose, rather
than an invasive interview. The purpose of this conversation is for job seekers to
gather information about themselves that can be shaped into specific goals, with
assistance or direction from their employment advisor. When job seekers see their
employment and training experiences as part of a process to help them achieve their
goals, activities become means rather than mandates.

By using the My Self Assessment employment advisors can help job seekers
recognize where they are now and help them to see where they want to go
regarding employment, education, family, and personal goals. This tool works well
when used individually or in a group setting. “Effective interviewing,” “role plays”
and “goal setting” are techniques employment advisors should use when working
with job seekers. Effective interviewing and goal setting can be taught one-on-one
or in groups.

Effective Interviewing

e Interviewing should stimulate open dialogue, establishing trust and rapport
between the job seeker and employment advisor.

e Interviews should help job seekers learn more about themselves verbalizing
personal interests, strengths and challenges, etc.

e Interviewing should create a comfortable atmosphere for self-discovery.

e The interviewer should be trained to listen for indications of what is working and
what is not working in the job seeker’s life, in order to identify areas for change.

Goal Setting

e Goal setting should acknowledge what the job seeker has achieved in
employment, training, and education requirements, but also emphasize
outcomes that are S.M.A.R.T- Specific, Measurable, Achievable, Relevant,
and Time-bound. The more specific the goals, the better able the job seeker is
to recognize her accomplishments.

e Goal setting helps job seekers become empowered and motivated. Employment
advisors can work with job seekers to set several objectives or short term tasks,
i.e. establishing stable childcare, receiving a GED or high school diploma,
completing training in a career path, writing a resume, or scheduling a job
interview. Once achieved, they can lead the job seeker closer to the overall goal
i.e. becoming employed, a home owner, a high school graduate, a student, etc.
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e Setting short term goals allow individuals to feel successful more often, bolstering
their confidence and motivation.

e Using My Personal Goals and Action Plan, ask the job seeker to write goals
and a corresponding time-line to avoid becoming overwhelmed. Guide and
support the job seeker through this process so the goals are S.M.A.R.T -
Specific, Measurable, Achievable, Relevant, and Time-bound.

Role Playing

Role plays are simulations of particular events or situations in which critical thinking
and decision making skills can be employed. This creative approach can provide an
opportunity for the job seeker to engage in problem-solving and reflection in a real-
world context. When participating in or observing a role play, employment advisors
may be able to glean additional information about a job seeker's employment skills,
strengths and challenges based on their actions, communication, and body
language portrayed during the role play.

An example, a role play engaging a job seeker in a simulation of a job interview may
reveal to both the job seeker and the staff member what communication skills and
confidence the job seeker could bring to an interview and whether or not additional
soft skills training is needed.

Managing Groups

EARN referrals often result in many new and repeat job seekers enrolling at once.
EARN Center staff would benefit from utilizing group techniques to manage the
process efficiently. This type of assessment often provides insight into an individual
job seeker's motivations, abilities and aptitudes. Careful observation may also
reveal previously undisclosed barriers communicated between job seekers instead
of to staff.

Your group session can accomplish several goals and help job seekers:

¢ Find and use their personal motivation.

e See their strengths and successes.

e |dentify the problems they need to solve and the help they need.

e Gain support, knowledge, and resources from each other.

e Learn about the help available from DHS to support them in making changes.

¢ Make an initial commitment to get started on their goals.
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Tips & Activities When Working with Groups

To maximize job seeker involvement and interaction, try to limit the group size
to 10-15 people. This is a good size for group interaction and is not too large for
a new group facilitator.

Ice Breakers! Help job seekers to meet each other and share information about
themselves, i.e. career interests, stories about children, hobbies, work
experience, etc.

Separate job seekers into pairs to learn about each others employment
backgrounds. Ask them to share information about what they liked about past
jobs, did not like, or careers they would like to learn more about.

Schedule computer room time for groups of job seekers where employment
advisors can observe in a classroom setting that a particular job seeker seems
uncomfortable using the computer and falls behind the rest of the group. This
may be brought up and explored with the job seeker individually in terms of
selecting a training program and career path that best suits the job seeker’s
abilities.

Choose a location that will accommodate the group size you anticipate.

Have name tags for each person and ask all job seekers to introduce
themselves. Use everyone’s names frequently to help everyone get to know one
another.

Secure a flip chart and markers to write during group discussion. [f you are
using co-facilitators, one person can write on the flip chart while the other person
leads the discussion. Be sure to record what job seekers say in response to
guestions asked. This reinforces that their ideas are important and have value.

Consider using small gifts as rewards for attending. These can be pens, cups,
bags, t-shirts, etc. Token awards recognize the job seekers’ efforts and are good
advertising to potential job seekers.

Also found on pages 233-39 in the case management manual are helpful exercises
for employment advisors when leading groups of job seekers. Refer to Section 9.12
in this manual for directions and worksheets for leading these exercises; and don’t
forget, they can be copied and used over and over again.

See the Publication Group Power: Expanding the Circle of Hope-Dr. Beverly O.
Ford.
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3.3

MEDICAL/BEHAVIORAL HEALTH ASSESSMENT PROCEDURE

Early intervention is required for job seekers who are identified by the EARN and
CAOQO co-located worker as unable to comply with program requirements due to
medical or behavioral health issues. The following procedure requires a team action
by the EARN employment advisor and CAO co-located worker that considers job
seeker circumstances, while satisfying guidelines related to hours of participation
and the option for further assessment. The CAO will determine which assessment
form to use and oversee that aspect of the process.

STEP 1

The EARN employment advisor arranges a meeting that includes the job seeker,
CAO liaison/co-located worker and the case management supervisor or EARN
director to discuss the job seeker’s circumstances and hours of participation. Every
effort should be made to assist the job seeker in taking advantage of the
opportunities for employment and training. However, if the job seeker feels that
personal medical or behavioral health issues prevent the individual from complying
with program requirements, explain that he or she has the option to seek a medical
and/or employability assessment to verify the reported condition. The CAO will
give the job seeker thirty days to complete and submit the assessment.

STEP 2

If the job seeker agrees to the assessment, the EARN Center continues to
provide services to the job seeker until good cause has been granted by the
CAO.

STEP 3

The CAO co-located worker provides the job seeker with the appropriate
assessment form(s) and expectations for completion and follow-up. The
CAO will use the Good Cause Code created to identify job seekers who are
in the process of being evaluated, but for whom verification has not yet been
received from a medical or mental health care provider. Job seekers have
30 days to provide a completed assessment to the CAO.

STEP 4

If the job seeker does not agree to the assessment, the EARN center will continue to
work with the job seeker to resolve issues and improve hours of participation while
adhering to current guidelines including the Excused Absence and Five Day
Termination Policies.

STEP 5
If the job seeker is terminated due to non-compliance before good cause is granted,
the EARN Center must use the procedure for good cause verification.
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3.4
SUPPORTIVE SERVICES

*** New supportive services guidelines will be made available soon ***

The Bureau of Employment & Training Programs (BETP) and Philadelphia
Workforce Development Corporation (PWDC) recognize the need for case
management resources, such as supportive services, during a specific crisis
situation that the job seeker may be unable to resolve without additional financial
support. BETP_has allocated supportive services funding to help job seekers when
these specific needs become barriers to completing employment and training goals.
As an integral component of case management, Supportive Services can be used by
the employment advisor to support job seeker efforts to resolve the crisis. As such,
familiarity with the Supportive Services process is an invaluable tool for all staff.

Refer to Section 9.15 for Supportive Services documents which may be copied
and/or used as a reference.

PWDC Supportive Services Technical Assistance

Each EARN Center is responsible for processing, approving, denying and fulfilling
the Supportive Services request. However, PWDC will provide technical assistance
to EARN staff on how to setup a Supportive Services Unit, interpretation of
guidelines, documentation, preparation and processing of Supportive Services
requests.

Preparing a Supportive Services Request

STEP 1- RESEARCH

Supportive service acquisition is a step-by-step case management process. Before
submitting a request, employment advisors must determine need by assessing the
situation. Next, the employment advisor must verify the job seeker’s eligibility and
be sure that the need can be covered by supportive service funding. Supportive
service funding will not extend beyond four months and is not intended to meet
recurrent or on-going needs.

Below is a checklist of the steps employment advisors need to take prior to
submitting a request, so a proper determination can be reached.

Assess job seeker’s need and related background information.

Verify job seeker’s eligibility.

Check the list of available supportive services and exclusions.
Research information on other available resources.

Collect all necessary documentation.

Provide a developmental plan to help avoid the situation in the future.
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e Complete the Supportive Service Request Form.
e Complete the Check Request Form.
e Review your package to make sure all materials are clean and complete.

Eligibility Requirements

The job seeker is eligible for supportive services funding if he or she meets the

following criteria:

e Active in the program as shown through CAPS and CWDS documented
enrollment;

e There is a specific crisis situation and the job seeker is unable to resolve it
without additional financial support;

e Documentation indicates that other available resources, including those offered
by the PCAO, have been researched, sought, and/or utilized.

Available Supportive Services

Emergency childcare

Emergency clothing and uniform
allowance

Eyeglasses, including initial exam
Hearing aids

Motor vehicle insurance, operator
fees, purchase, rental, lease or
repair

Moving/relocation expense
associated with employment,
documented substandard housing
and/or forced eviction
Pre-employment healthcare
support

GED testing fees

Stipends

Transportation- car pool vehicle
mileage, public transportation for
employment or training

Needs-based payments may cover:

Emergency rent or mortgage
payment assistance

Emergency electrical or plumbing
repairs

Delinquent utility bills

Furniture needs due to
displacement, fire or water
damage not covered by
insurance or disaster relief
Emergency transportation
including automobile purchase,
repairs or insurance, cab fare,
van pool services, SEPTA
tokens, day-passes, TransitChek
vouchers

Required Documentation

A request may be denied, because it lacks supporting

information and

documentation. Employment advisors must assess whether the job seeker has a
plan for avoiding the same situation in the future and document this plan in the
request. All documentation is MANDATORY and will be reviewed during audits
to determine how the EARN Center is managing supportive services funds.
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In order to receive supportive services funding, the job seeker must provide
documentation that illustrates the following:

1.

Evidence of active participation in EARN as documented in CAPS, CWDS or by
an AMR;

2. Proof of compliance with program rules and regulations;

3. Detailed information demonstrating both the urgency of the need and the steps

the job seeker has taken to resolve the issue independently prior to seeking
support.

STEP 2- WRITING FOR APPROVAL

The Supportive Services Request Form (See Section 9.15) is the only form to be
used when applying for assistance. This form is the backbone of a job seeker’s
supportive service request, and must be completed correctly by including:

1.

3.

Statement of Need- describes what the job seeker is requesting and why.

a. How much cash assistance is needed?

b. How the cash assistance will be used?

c. What has happened to create the current situation? Is it urgent? If so, why?
d. Has the job seeker been in compliance with program guidelines?

Steps taken to resolve the issues and other resources that have been accessed
prior to placing this request.

Describe the action and follow-up plan to prevent the situation from recurring.

STEP 3- RESPONSES TO SUPPORTIVE SERVICES REQUESTS

Whether a request is approved or denied, the employment advisor must notify
the job seeker by letter, stating the approximate date the check will be available
or the reason for the denial.

If a request lacks necessary information, notify the job seeker of the specific
information needed for the request to be reviewed.

There are instances when it is necessary to reduce the amount of supportive
services. This is called a partial approval and can occur when the amount
exceeds guideline limits, includes ineligible items, etc. Partial approvals should
be notified by letter. If the job seeker chooses to appeal, they can do so within
10 days of receiving the letter. Examples of such letters can be found in Section
8.9.

A denial generally happens if the need is ineligible, information/documentation is
incorrect, inconsistent, or incomplete, or when the job seeker cannot prove
his/her ability to afford the expense despite support. As a result, the submission
is denied and the job seeker must receive a letter explaining the rationale. The
letter, exhibited in Section 8.9, states the job seeker’s right to appeal and the
steps required in order having the decision reconsidered. The job seeker has ten
days to appeal the decision; if not appealed, the case is closed.
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STEP 4- APPEALING A REQUEST

e Written notification of denied requests must be sent to job seekers within 24
hours of the decision. Job seekers are provided ten days for an appeal from
receipt of the denial letter. Employment advisors should work with job seekers to
gather additional information that supports their need, situation, and plan for
preventing reoccurrence. All information, including due date for appeal, must be
entered into CAPS.

e Once the appeal is submitted, it is reviewed for accuracy and to determine if the
appeal is warranted based on the additional documentation. The appeals must
be reviewed within five days for funding re-consideration.

e Upon approval or denial, the employment advisor will send the job seeker a letter
regarding the decision and enter this information into the CAPS SSIP Database.
In the event of approval, an approval/partial approval letter needs to be sent to
the job seeker. Issue the check to the appropriate agency (i.e. PGW, PECO, to
realtor/landlord, etc.), not in the name of the job seeker. Never issue the check in
the job seeker’s name.

"Nothing in the world can take the place of persistence. Talent will not; nothing is more common than
unsuccessful men with talent. Genius will not; unrewarded genius is almost a proverb. Education
alone will not; the world is full of educated derelicts. Persistence and determination alone are
omnipotent. The slogan "press on" has solved and always will solve the problems of the human race."
— John Calvin Coolidge
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These incentives can be earned once in a one year cycle per job seeker with the exception of
the reward for participation which can be earned monthly for perfect attendance and stops

with employment.

Standard EARN System Incentives

Category

1. Job Readiness

2. Job Readiness

3. Participation

4. Employment

5. Employment

6. Retention
7. Retention
8. Retention

Incentive

Earning a Work Certified
Certificate

Earning GED or HSD
Paid monthly for 100%

attendance. Ends with
employment.

Starting a job with pay stub
verification

Receiving a raise or promotion
with pay stub verification

Meeting 30 day retention

Meeting 90 day retention

Meeting 6 months retention per
MGS & verified by Inspiritec

Value

$25.00

$50.00

$25.00

$25.00

$25.00

One $83 monthly SEPTA
voucher or one $50 gas
card

$50.00

$100.00
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3.6
LIMITED ENGLISH PROFICIENCY (LEP) SERVICES

The EARN Center System is committed to ensuring that all Limited English
Proficient (LEP) customers receive services in their native language. For any
language population that equals or exceeds a 5% threshold of enrollment an EARN
Center is required to provide vital documents written in that language and to hire
staff who can communicate verbally and in writing in that language. For assistance
in providing services to language populations who do not meet this standard, EARN
Centers need to secure interpretation services.

Interpretation Services

The EARN System has contracted with Nationalities Services Center (NSC), a
non-profit community-based organization whose mission is to serve immigrants in
Philadelphia on a multitude of legal, social services, educational and employment
issues. On an as needed basis, NSC can provide the EARN network with
professional interpreters in many foreign languages. NSC can deploy interpreters to
any location in the city.

Translation Services

Through its contracts with Nationalities Services Center, the EARN Center System
has translated scores of critical program documents, including letters, forms, flyers,
brochures, customer manuals, etc.

Process for Requesting an Interpreter
Step 1- Identify Need

There are several points on a job seeker’s path to employment where staff may
recognize a job seeker’s need for interpretation services. While in many cases these
needs will be identified at the job seeker’s first point of contact in the system, the
County Assistance Office (CAO), sometimes a job seeker’s language barrier may
not be discovered until later. Therefore, job seekers may be referred for
interpretation services at various stages: upon referral from the CAQO, during
program assessment or even after enroliment.

When a job seeker’s language need has been identified, the Program Manager at
the site should contact the Senior Project Monitor at TWD at 215-557-2855 or by
email at mdobson@pwdc.org with the details of the job seeker’s situation. In the
event that she is unavailable, please contact the Administrator Coordinator at 215-
557-2553.

Step 2- Provide Information to PWDC and NSC

Program Managers need to provide the following information, listed below, to PWDC
in order to ensure that an appropriate and qualified interpreter can be identified and
deployed. PWDC staff will work with NSC to secure a qualified Interpreter to meet
the job seeker’s needs. For long-term assignments, this process can take up to one
week. For immediate intervention situations, PWDC can secure an interpreter in
one to two business days. Please notify the Senior Project Monitor of the details of
these urgent situations so she may respond accordingly.
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Native language and special cultural considerations: In what language does
the job seeker need interpretation? Does the job seeker have any specific
cultural considerations that require a particular type of interpreter?

Program services: What type of program is the interpreter needed for? Job
skill training? Job search? Program orientation?

Length of time: Will the interpreter be needed for the duration of the program,
or only certain parts? How long will the program last?

Hours, dates & location of program: To find interpreters who will be available
for the duration of the program, it is necessary to provide NSC with the specific
details of the job seeker’s situation.

Informal assessment of job seeker’s language skills: How would you
describe the job seeker’s skill in reading, writing, listening, and speaking English?

Name and contact information of on-site supervisor: Programs must appoint
an on-site staff person to orient and assist the Interpreter. Please provide this
person’s name and contact information when requesting an interpreter.

Step 3 - Preparing for an Interpreter

Program Managers are responsible for assigning a staff person who will be in
charge of orienting and supervising the NSC Interpreter. This person should
orient the interpreter to the program’s goals, rules and regulations, and general
facilities. He or she will serve as the interpreter’s contact on-site, and will be
responsible for answering any questions the interpreter may have, as well as
ensure the interpreter’s daily attendance. In addition to general program
orientation, the staff contact should provide written materials, as necessary, to
support the interpreter’'s work. This may include a copy of the job seeker
handbook, training curriculum, textbooks, or other useful supplementary
materials.

In the event that the interpreter does not arrive at the site when he or she is
scheduled, the staff contact should report the absence to PWDC’s Senior Project
Monitor, 215-557-2855 so she can attempt to resolve the issue.

Step 4- Timesheets and Billing Information

The NSC interpreter is responsible for completing a timesheet (provided by NSC)
that documents his/her service hours. The timesheet should be reviewed by the
staff contact at the program and consequently approved and signed by the
Program Manager. The completed timesheet should then be returned to the
interpreter so he or she can submit it to NSC.

NSC will bill PWDC directly for services rendered.

“Every day you may make progress. Every step may not be fruitful. Yet there will stretch out
before you an ever-lengthening, ever-ascending, ever-improving path. You know you will never
get to the end of the journey. But this, so far from discouraging, only adds to the joy and glory of

the climb.” - Winston Churchill
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4.1
ASSESSMENT

EARN assessment, which must be blended into core activities, is designed to
help the customer and EARN staff learn more about where they are now. For
instance, assessment and orientation can happen in the context of job search
using activities designed around the tools My Self Assessment (MSA) (Section
9.10) and My Personal Goals and Action Plan (Section 9.11). Information
gathered from MSA can assist customers in planning realistic steps that link
strengths and goals with employment opportunities. Below are guidelines for
core assessment:

Core Assessment for Work Support customers consists of:

¢ MSA and Personal Goals and Action Plan

o Basic English Skills Test (BEST) when required to determine English
language proficiency

Core Assessment for TANF customers consists of:

e MSA and Personal Goals and Action Plan

o Test of Adult Basic Education (TABE) (if needed for training or placement)

o Self Directed Search (SDS)

« BEST when required to determine English language proficiency

No TABE or SDS repeat/retesting of TANF re-enrollees within a year, unless
one of the following are true:

e« The customer has taken steps to improve her scores and benchmarks or
grade level equivalency are needed for placement

« If a customer clearly demonstrates good cause for not scoring at grade level 8
or above. (Good cause may include illness or stress related to identifiable
barriers.)

Proper notification and preparation of customers for testing will reduce requests
for retesting, but if it is necessary use TABE version 10 or TABE PC to retest.

EARN Operations Manual



Section 4.2
ASSESSMENT

4.2
MY SELF ASSESSMENT (MSA), GOALS & ACTION PLAN

Good assessment helps customers learn more about themselves - their
strengths, successes, challenges, resourcefulness and motivation. EARN staff
can facilitate the assessment process by empowering customers to use what
they learn from this self evaluation to realize their goals. This does not mean that
you abandon the customer. It means that you partner with the customers in
several ways:

« Encourage them to think about their current situation and what they want for
the future by looking at their MSA responses.

e Allow them to offer their own resources and solutions to address challenges
such as childcare, housing and transportation before you offer additional
options.

e Have customers find and use their own motivation.
« Remind customers of their motivations as a way of support.

e Ask open-ended questions that make customers think, look at their options
and make informed decisions based on what they have learned about
themselves and the help they can receive.

« Acknowledge that change is difficult and that your support is unconditional.

Requirements

PWDC has the following requirements to ensure that every customer receives
the assessment and has it incorporated as a living document throughout their
enrollment period. For instance, consider using the tools in group activities to
help customers recognize their strengths and successes, identify problems they
need to solve and the help they need.

« MSA and page 2 of My Personal Goals and Action Plan are to be completed
by the customer in their own words and their own handwriting.

e The customer keeps signed originals of the self assessment and action plan.
Copies of the full assessment are filed with the chart.

e A copy of the full assessment is to be included in the transition packet and
received at the training provider location no later than the same day the
customer is due to report.

o Whenever there is a transition to a new location or to a new case manager,
the assessment should be reviewed with the customer in either a group or
individual setting for motivational purposes.

e« A change of activity should be recorded by the provider conducting that
activity including the beginning and proposed end date.
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4.3
TEST OF ADULT BASIC EDUCATION (TABE) and the
BASIC ENGLISH SKILLS TEST (BEST)

The Test of Adult Basic Education (TABE) is designed to measure achievement
of basic skills commonly learned in grades 1-12. The basic content areas of
reading, language, and mathematics are evaluated. The test content stresses
the integration and application of specific skills in a context meaningful to adults.
The test comes in five levels — Limited Literacy, Easy, Medium, Difficult and
Advanced. The Locator Test allows administrators to diagnose an initial skill
level for test-takers. The TABE 9/10 survey version is currently recommended.

The Importance of Preparing Your Customers for TABE

Testing is an important resource for preparing your customers to reach their
employment and training goals. Prior to any testing, it is critical that your
customers are made aware of the importance of scoring well. They should be
told how test scores are used by your center and what minimal scores are
required in order to participate in training options. Customers should be told in
advance (no less than one-day notice) about any upcoming tests and what they
can do to prepare including getting the proper rest, nutrition and studying.

Test Environment

EARN Centers are responsible for providing a professional testing environment.
The room should be comfortable in terms of temperature, adequate seating and
free of noise and distractions. If the test is administered using PC’s, be sure that
all computer terminals are setup for login and are working properly. When using
paper tests, the Center should supply pencils and scrap paper and have an
adequate amount of test forms and booklets that are in good condition.

Following the exam, each customer should receive a comprehensive review of
their test performance and the options available based on their scores including
Move Up (See Section 2.5). The customer should also be given the opportunity
to discuss the results with appropriate staff.
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TABE PC and Scantron

EARN Centers have two options for administering TABE 9/10. TABE-PC is a
software version of the TABE, which allows the student to take a timed
examination using a computer. TABE PC contains all test materials including the
locator. After the Locator is scored, it automatically selects the appropriate level
for the survey examination. Scores can be viewed immediately and can be
printed for the customer and/or instructor. TABE-PC is also able to generate
comprehensive diagnostic profiles to share with the customers regarding their
performance. Reports can be created for individual students, classrooms and
groups. Customers may also take the TABE by using a pencil and answer
sheets that are scored using a Scantron machine. The Scantron uses Testmate
TABE software to score and generate the exact same reports and
comprehensive diagnostic profiles provided by TABE PC.

Whether administering TABE using the PC or pencil and paper, all testing
protocols must be observed. All examinations are to be timed according to the
publisher’'s guidelines for each subject, no calculators may be used, and no
retesting is allowed within a 6 month period. If there is a valid reason for
retesting within 6 months related to employment or illness, use TABE version 10.

If a customer scores below 8.1 on the Reading portion, you may want to consider
literacy services available to your EARN Center.

Basic English Skills Test (BEST)

The Basic English Skills Test (BEST) is a unique measurement tool designed for
adult English learners at the survival and pre-employment skills level. It consists
of an Oral Interview Section and a Literary Skills section that are scored
separately. However, you are only required to administer the Literacy Skills
section. Two parallel forms (Form B and Form C) are available for pre- and post-
testing.

The Literacy Skills Section provides scores for reading and writing. Reading
tasks include dates on a calendar, labels on food and clothing, bulletin
announcements, newspaper want ads. Writing tasks include addressing an
envelope, writing a rent check, filling out an application form, and writing a short
biographical passage.

Please see Client Flow for further information on using the BEST test for Move-
up eligibility.

“The difference between the impossible and the possible lies in a person’s determination.”
Tommy Lasorda
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4.4
SELF DIRECTED SEARCH

The Self Directed Search (SDS) is the most widely used career interest inventory
in the world. It works on the premise that there are six work environments that
reflect the interests, talents, skills, and attitudes of the workers in those settings.
The assessment yields a two/three letter summary code which is used to locate
occupations that will result in job satisfaction for workers.

Each center should have at least two facilitators who are skilled at administering
the SDS, interpreting the summary code determined for each customer, and
matching available training options with the SDS code.

The SDS must be taken after the Test of Adult Basic Education (TABE).
Results from the TABE Reading level will determine which Assessment Booklet
to assign to a customer.

e Form R- the original form of the SDS designed primarily for high school
students, college students, and adults is used when customers score above
4.0 on TABE Reading.

« Form E- developed for high school students and adults with limited education
or reading skills is used when customer scores below 4 .0 on TABE Reading.

Please note: PWDC offers monthly trainings on how to administer the TABE
and SDS.
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4.5

READY TO WORK PORTFOLIO

The Ready to Work portfolio was created by PWDC for use during the
Orientation/Assessment period. The Ready to Work portfolio helps customers
obtain necessary documents for conducting a job search and obtaining a job.
This tool guides EARN Center staff and customers through the process of
applying for various employment documents including a birth certificate, Social
Security card, Driver's License, photo identification, credit report, criminal
background check and child abuse clearance. Information collected regarding
criminal background, child abuse clearances, etc. will help guide decisions the
customer and staff make regarding the customer’s job search, employability and
training. EARN Centers are responsible for educating clients with criminal or
child abuse backgrounds about their employment and training options and how to
handle a job search, given their background.

“He that climbs the tall tree has the right to the fruit.” — Sir Walter Scott
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5.1
JOB DEVELOPMENT & JOB PLACEMENT

All EARN staff are directly involved in job development and job placement for all job
seekers. A team approach, including constant communication between all staff, is
critical to matching job seekers to the right job and helping them to stay employed.

Employment advisors & Employer account representatives = TEAM

It is expected that employer account representatives and employment advisors work
together to match job seekers to employment opportunities. Both are responsible for
getting to know their job seekers, as well as the general job market. Together,
employer accounts representatives and employment advisors should:

e Maintain high visibility of all current employment opportunities

Maintain a current listing of all job openings and distribute the openings to every staff
person. Each staff person should maintain a binder or electronic listing of current
openings. Job seekers should also have access to job listings in waiting rooms and
or resource areas, but omit employer names and locations so employer account
representatives can maintain control of interviews and placements. Jobs can also
be posted on bulletin boards.

e Communicate with job seekers about openings

Employment advisors should talk to job seekers about employment opportunities.
Work with job seekers to explore available openings and to assess readiness. See if
there are job openings that may be a match and, if necessary, talk about the position
in the context of a “first step” while working together towards broader career goals.
This is important when you are trying to sell a job to a job seeker that is not what
they envisioned.

e Individualize placement plans

Be prepared to place “fast track” job seekers. “Fast track” job seekers enter the
EARN Center ready to work. They may be identified by their work experience,
education, motivation or eagerness to work. Some “fast track” job seekers may
already have a resume or interviews pending. Do not lose the job seeker during a
prolonged orientation.
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Know each job seeker’s work history and job readiness level

Both employer account representatives and employment advisors should know the
work history and job readiness of each job seeker. It is key to know which job
seekers have past and recent work experience, those who have little to no
experience, those that have a high school diploma or GED, and those who have
completed a training program. Assume that every job seeker can start work
tomorrow until you learn otherwise. Quickly identify those who have problems that
they will need to resolve and guide them using the “Problem Solving” process
recommended by Dr. Beverly Ford. This process can be found beginning on page
168 of the handbook Making Case Management Work available at each EARN
Center.

Train and give feedback for employment success

Prepare all job seekers to succeed in their program activities and employment.
Providing job seekers with constructive feedback (not criticism) will help them master
the skills they need to get and keep a job. Offer constructive feedback regarding job
search activities, i.e. interviewing, application and resume preparation and on-the-
job performance.

Other Tips to REMEMBER

The first job is important. Individuals who have a good first job experience in
terms of pay and working conditions are more likely to succeed than those who
do not.

Wage progression is a motivator. Even workers who initially lack the skills or
work history to earn higher wages will stay in the labor force as long as they
experience meaningful wage progression.

Education and training lead to higher earnings. Encourage customers to take
advantage of on-the-job training and continuing education opportunities.

Cast a wider net for job placement opportunities. Wages are often higher in the
suburbs where labor shortages are the most severe. Encourage your
customers to consider ALL job options located throughout the region. Use data
from your monthly Job Placement Activity Tool to identify opportunities in
untapped industries or seldom used locations. Strategize with job developers
from other EARN centers on how to maximize use of the van pool service,
offered by the Philadelphia Unemployment Project (PUP) to link customers to
jobs in other regions. For more information on the PUP Vanpool, refer to
Section 9.9 of this Manual or your EARN Director.
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Meeting Job Development Goals

It is recommended that each employer account representative place approximately 20
job seekers per month or 240 job seekers per year. To do this, each employer
account representative within an agency must have at least 60 employers that they
work with and have placed job seekers with in the past. These 60 employers per
employer account representative should not overlap across employer account
representatives within an agency. Of these 60 employers, about 20% (12 employers)
should be employers with whom a employer account representative has very strong
relationships (meaning that the employer account representative frequently places job
seekers with these employers and talks to these employers often).

Job Development Responsibilities

Employer account representatives are the primary link between EARN Centers and
employers. They are charged with marketing EARN and its job-seeking customers to
businesses across the region. Before job placements are made, employer account
representatives are an employer’s first contact with EARN Centers. After placements
are made, employer account representatives are responsible for trouble-shooting and
generally maintaining a productive relationship with participating employers. Other
expectations of employer account representatives include:

o Weekly visits to employers in their territory to strengthen relationships and stay up-
to-date on new job openings.

e Gain strong knowledge of the transit system in the employer territory and the
Philadelphia Unemployment Project's (PUP) van pool, in order to pass along
commuting information to job seekers.

e After job seekers are hired, maintain contact with them to track progress and resolve
problems. Maintaining contact is especially important with large employers that
have made multiple hires through the program and it may help to ensure job
retention of six months.

e Share employer job leads with other EARN Centers to secure qualified job seekers
who can meet the employer’s job needs in a timely manner. (See Section 5.6,
Job/Employer Sharing Policies and Procedures)

e Conduct on-site job fairs with employers.

e Join professional associations to improve employer networking. For example, the
local Chamber of Commerce, community business associations, etc.

e Attend PWDC and/or DPW/BETP sponsored job development meetings, workshops
and trainings, as required.

e Adhere to PWDC centralized job posting policies, as required.
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Because it is critical that employers recognize EARN staff as professionals who can
help them solve their labor issues, scripts may be used when contacting employers over
the telephone. Refer to Section 9.14 for a Guided Telephone Prospecting Script and
remember the following core principles:

Be courteous to employers and job seekers.

Adapt to employer needs. Respecting hours of operation and learn the field’s
basic business language.

Do not over sell EARN Centers or EARN job seekers. False expectations doom
long term relationships!

Solve problems, creatively. Employer account representatives should work
closely with employment advisors and employers to problem solve.

Offer comprehensive services that meet the demands of the marketplace.
Inform employers about the full range of services offered through the EARN Center -
everything from wage subsidies to specialized training opportunities.

Be committed to continuous quality improvement. Keep looking for new ways to
make successful placements using the tools and opportunities offered from the
EARN Center.

Gather information on employer needs. Learn if employers need employees with
specific skills and training; often such needs can be provided through a customized
arrangement.
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5.2
UNSUBSIDIZED/SUBSIDIZED EMPLOYMENT

Unsubsidized Employment

Customers who are employed in unsubsidized employment less than full-time (30 hours
or more per week), and are still receiving TANF, may be referred by the CAO to an
EARN Center. The hours of employment count towards the required hours of program
participation. For customers working less than 30 hours per week, the EARN shall
provide important income improvement services and additional work activities needed to
fulfill their AMR requirements. The EARN ensures that the case record contains
documentation of work hours. Acceptable verification includes copies of a pay stub, for
the first partial week, for the first full week and for any changes in the work situation.
Letters from the employer on company stationery or with employer stamp enumerating
actual weekly hours worked, copies of attendance or punch cards signed by both the
customer and the employer supervising staff and the Employment Verification Form
(EVF) are also acceptable.

Job placements cannot be claimed if a pay stub is not available and the employer
refuses to verify the employment, such as work “under the table.”

Subsidized Employment

Subsidized employment is similar to on-the-job training in that a wage subsidy is
negotiated with an employer. However, subsidized employment programs do not require
the employer to provide special training to the customer other than that which any other
employee in the same position would receive. Subsidized employment opportunities
may be found in the public or private sector.

When entering into a subsidized employment agreement, the EARN Centers shall utilize
the standardized Wage Subsidy Program Agreement. The EARN Center and employer
needs to ensure the following criteria are fulfilled:

e Provide Program Customers with a new position that provides for a minimum of
thirty (30) and a maximum of forty hours per week for a positive and enriching
learning experience, not to exceed the length of the agreement;

e Establish one-on-one mentoring for the Customer to receive workplace guidance
and achieve integration;

e Refrain from displacing present employees from regular work hours, wages or
employee benefits or place regular employees on layoff to hire Program Customers
and understand that such actions are prohibited;

e Compensate Program Customers at equivalent wages and benefits including sick
leave, holiday and vacation absences afforded regular employees in comparable
positions as part of Employer’s regular payroll process and accept reimbursement
from PWDC, however, compensation shall not be less than $8.00 per hour;
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e Withhold and pay, in accordance with state and federal law, all required deductions
for state and federal income tax, social security tax and unemployment insurance
tax, from customer wages;

e Maintain health, safety and working conditions at or above acceptable industry levels
and no less than comparable jobs, including a drug-free workplace with ongoing
measures to establish drug-free awareness;

e Maintain adequate coverage of the following insurance and/or compensation
policies: liability insurance, worker's compensation and unemployment
compensation coverage;

e Maintain confidentiality of the Program Customer’s records, files and wage
documents and to hold for a minimum of six years from the end date of Program
Customer's employment for auditing purposes and make available to EARN and
PWDC;

e Refrain from paying federally appropriated funds by or on behalf of the Employer to
any person for the purpose of influencing or attempting to influence an officer or
employee of an agency, a Member of Congress in connection with the awarding of
any federal contract, grant or loan, entering into any cooperative agreement and the
extension, continuation, renewal, amendment or modification of any federal contract
grant, loan or cooperative agreement. If any such funds will be paid, Employer shall
complete and submit a Standard Form LLL, “Disclosure Form to Report Lobbying” in
accordance with its instructions;

e To the extent permitted by applicable state and federal law, indemnify and hold
harmless EARN, PWDC, their respective officers, agents and employees from all
claims, lawsuits and actions of any nature that may be brought against the Employer
as a result of Employer’s performance or omissions under this Agreement

Payment

Under the subsidized employment contract, PWDC reimburses a set percent of the
customer's wage at an agreed upon rate and frequency. While the subsidy can be
offered for any wage rate, these subsidies can only be offered to employers when the
entry-level wage is a minimum of $8.00 hourly. All new subsidized wage agreements
should start on the first business day of the month to allow for efficient and timely
reimbursement to employers.

Contractors can enter into agreements with employers for one or more job seekers
hired. In addition to the Wage Subsidy Agreement Form, the employer account
representative shall complete the Wage Subsidy Customer Information Form. The
EARN Centers must review and approve listing of all customers prior to submission to
the PWDC Finance Department for approval. If additional customers are added with the
subsidized employer, an additional Wage Subsidy Customer Information Form needs to
be completed for the new customers.
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Employers will submit a copy of their payroll ledger document for customers on a
monthly basis to the EARN Center. The EARN Centers will designate one staff person
to approve reimbursement for all participating employers. The approval process should
occur within 24 hours of receipt of the employer’s payroll ledger document.

The approved payroll ledger document and the Wage Subsidy Customer Information
Form indicating the reimbursement level for that month (last column of form) will be
submitted to the PWDC Finance Department for payment. PWDC will provide payment
to the employer within 10 days of receipt of the approved payroll ledger and the Wage
Subsidy Customer Form, if there are no discrepancies.

Labor Standards

Customers served through a subsidized employment contract must be compensated by
the employer at the same rates, including increases not related to individual
performance as similarly situated employees and trainees, but in no event less than the
higher of the minimum wage cited in the Fair Labor Standards Act (FLSA) or applicable
state or local minimum wage laws. Further, the employer must assure that no currently
employed worker will be displaced by the employee named in the subsidized
employment contract, including partial displacement such as reduction in hours of
overtime worked, wages, or employment benefits. In addition, the employer assures that
no job will be created in a promotional line that will infringe in any way upon the
promotional opportunities of currently employed individuals.

Employer Commitment to Retain the Customer

Employers are expected to make a good faith effort to retain the customer after the
subsidy ends. This does not mean that an employer cannot fire an employee for cause
as it would any other employee. Similarly, it is understood that unexpected downturns
in the economy or company reorganizations may result in the employer having to lay-off
or furlough workers.

The assumption is that the customer should be acquiring sufficient transferable skills to
obtain unsubsidized employment elsewhere. Therefore, if the subsidized employer is
unable to provide permanent employment and a customer is unable to obtain immediate
employment elsewhere, the EARN center shall not enter in subsequent agreements
with the subsidized employer.

Unemployment Compensation

Employers entering into a subsidized employment contract are required to ensure that
unemployment compensation coverage is maintained and that they are current in their
tax obligations. All wages paid by a private-for-profit employer to an individual customer
in subsidized employment activity are covered under the Pennsylvania Unemployment
Compensation law. Some wages paid to subsidized employment activity customers by
certain non-profit employers and governmental entities may be exempt from coverage.
Therefore, it may be necessary to contact the Bureau of Employer Tax Operations,
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Department of Labor and Industry, to determine whether a customer's wages paid under
the program are covered by this law.

Other Requirements

Each employer who receives subsidized employment funds must be advised of its
obligations to meet health and safety standards, remain current in regard to tax
obligations as part of the contractual agreement and provide Workers' Compensation
(WC) protection. All subsidized employment contracts must include the name of the
employer's WC carrier and policy number. Employers must be required to make
customer employment records and wages available in the event of an audit, monitoring
or other program review. Such records must be kept for four years.

Financial Reimbursement

DPW provides contractors with TANF financial resources for the cost of the wage
subsidy for customers pre and post-24 customers. These funds are provided to
contractors on a cost reimbursement basis and are not included in the costs for
customer/placement goals computations.

Tracking

Placement in subsidized employment should be recorded as both a work activity and as
a job placement in CWDS/CAPS. A subsidized job placement counts as a placement
when computing the entered employment rate and the cost per placement. The
contracted wage subsidy period can also be adjusted to meet a program’s job retention
requirement.
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5.3
PAID INTERNSHIPS - PAID WORK EXPERIENCE (PWE)

Section 402 of the Public Welfare code defines work experience as employment of "not
more than six months duration, which is combined with classroom study or other
training program." Currently all job seekers are eligible for an indefinite number of six
month extensions. Act 35 allows participation in work experience to count as one of the
work activities that can be used to meet the RESET work requirement after a job seeker
has received cash assistance for 24 months or more. For purposes of Act 35
compliance, participation in core activities is deemed to be in compliance with this
requirement.

Employment and training Earn Centers arrange for a work site, ensure that a work site
agreement is completed, obtain signed time sheets from the work site and ensure that
the appropriate taxes are deducted from the PWE customer's wages.

PWE may be combined with unsubsidized employment and/or subsidized employment
in order to assist a job seeker in fulfilling their work activity requirement.

Rate of Pay

Wages paid for work experience activity cannot exceed $7.25 per hour. The wages
earned during work experience is treated as income by the CAO. The work experience
wage will result in the cash assistance customers’ grant being reduced. However, since
50 percent of the assistance customers’ income is disregarded, the customer will
receive more income as a result of the work experience wage.

Workers Compensation

The employer of record is required to provide workers compensation to all customers
participating in work experience. EARN Centers that use their own facilities as a work
site can cover customers with their own policies.

Earn Centers who assign customers to a work site but provide on-site direct supervision
throughout the hours that the customer is at the site can cover the customer on their
own policy.

Unemployment Compensation

Unemployment Insurance legislation exempts paid work experience customers from
being covered when the contractor is a 501(c) 3 non-profit organization. Contractors
which are government agencies and non-profits other than 501(c) 3 are required to
provide unemployment compensation coverage.
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Non-Displacement

The employer must assure that no currently employed worker will be displaced by the
employer named in the PWE contract, including partial displacement such as reduction
in hours of overtime worked, wages, or employment benefits. In addition, the employer
must assure that no jobs will be created in a promotional line that will infringe in any way
upon the promotional opportunities of currently employed individuals.

Customer Prerequisites

Job seekers must continue to seek and accept bona fide unsubsidized employment
while in work experience, and maintain any hours of unsubsidized employment he or
she was working when enrolled in work experience.

Cash assistance customers who are not in compliance must be reported to the CAO.
The CAO will initiate compliance review procedures and determine good cause or the
appropriate sanction.

Work Sites

Any Federal, State or Local Government agencies or nonprofit or for-profit organizations
that qualify as tax-exempt under section 501C of the Internal Revenue Code can
provide work experience opportunities. However, all job duties must be equivalent to
minimum wage jobs normally worked by employees of the company.

Value of the Work

The individual's participation in work experience must have value. The individual must
perform a service for which an employer would normally pay the minimum wage.
Acceptable Activities

Appropriate work experience work sites are those which offer the job seekers tasks that
would usually be performed by paid employees of a government agency or nonprofit
organization, if there were sufficient resources to pay for the work. Examples of work
experience work sites include, but are not limited to:

e preservation, enhancement and remediation of the environment;

e promotion of the well-being of children, the elderly, persons with physical or
developmental disabilities, and persons with low incomes;

e educational development, including literacy training, adult basic education courses
and instruction in job search skills and job application skills;

e improvement activities on public land or facilities; and,

e projects or activities which improve public health, safety and welfare.
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Activities That Do Not Count As Paid Work Experience
The following cannot be used for purposes of work experience:

the work activity promotes religion or is of a political, electoral or partisan nature;

the activities are part of normal civic duty, such as attending parent-teacher
association or neighborhood group meetings, or participating in neighborhood watch
programs

Examples of Acceptable/Unacceptable Work Sites & Activities

In general the job seeker can be placed at a prohibited work site if the work that the job
seeker performs benefits the public good. EARN Centers should exclude a work site if
there is any doubt that it is acceptable.

Some examples of acceptable activities:

cleaning the interior or exterior of the property, provided that the cleaning is not
related to a worship service;

typing letters inviting all community members to a meeting about violence in the
community;

assisting in the operation of a church-sponsored food bank which is open to the
public;

assisting the teachers in a church-operated day care center provided that the
instruction is not of a religious nature;

assisting in a soup kitchen run by a church that serves hot meals to the poor in the
surrounding area.

Examples of unacceptable activities:

teaching religious subject matter to children in a church operated day care center;
cleaning or preparing the objects used in worship;
typing the church bulletin or other material used in the religious service; and,

grounds-keeping in the church-affiliated cemetery.
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Hours of Work Experience

Participation in core activities is deemed to be in compliance with the Act 35
requirement. The EARN Center can place the job seeker in any number of hours of
work experience that contributes to the job seeker's efforts to achieve compliance with
federal work activity hours.

Length of Work Experience

Act 35 limits the length of time a TANF customer can participate in PWE to six months
in a lifetime. There are exceptions to the six-month lifetime limit and PWDC will review
and make the determination for extended PWE on a case-by-case basis. The six-month
lifetime limit is counted in terms of scheduled 20-hour weeks for a total of 520 hours or
26 weeks, whichever is shorter. At orientation, employment advisors are responsible for
reviewing with job seekers whether or not they have participated in PWE through any
other DPW employment and training program. Employment advisors are also
responsible for the tracking of job seekers' PWE once they are enrolled in a program.

Special Allowances

Cash assistance customers participating in work experience are eligible to receive CAO
provided special allowances for Supportive Services to the extent that any working
customer receives such services. EARN Centers are reminded that transportation is not
an allowable Supportive Service provided by the CAO after a working customer,
including a job seeker who is participating in Paid Work Experience, receives the first
paycheck. However, working customers can still be eligible for transportation costs to
and from training, as long as the training-related transportation costs can be
distinguished from the customer's work-related transportation cost and the customer
has informed the CAO and completed an AMR.

EARN Center's Responsibilities

The EARN Center is responsible for:

e Explaining to the job seeker the choices available to him/her and the work
requirements of the jobs;

e Placing the job seeker in a work site that would contribute most to the job seeker's
employment goal;

e Executing a work site agreement with a of a work site official, obtaining a job
description, and confirming the job seeker's work schedule;

e Providing the job seeker a copy of the agreement and placing a copy in the job
seeker's case record;

e Reviewing the work site supervisor's handbook.
e Conducting site visits to monitor the work site’s operations

e Evaluating the performance of job seekers at particular work sites.
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e Ensuring that the work site understands the assurances included in the work site
agreement;

e Providing advice to work site supervisors, if necessary, to ensure that adequate
supervision will be provided;

e Ensuring that the worksite understands the time reporting requirements and
accurately completes the job seeker's weekly time sheet when they are not utilizing
the TTE (telephone time entry) system.

Attendance

The EARN Center must be prepared to carefully monitor attendance at work sites and
arrange for job seekers to make up time so that compliance with federal work activity
participation hours is achieved. Job seekers must understand that failure to do so
without good cause may jeopardize their continued participation in the program as well
as receipt of TANF benefits. Work activities cannot be made up by assigning homework
to job seekers. The job seeker must be physically present at the work site to earn credit
toward the hourly requirements. Training cannot be substituted for work. Job seekers
cannot be placed at a work site and then provided with 20 hours-per-week of "work"
training, which consists of literacy, numeracy, GED preparation or other general
instruction. Job seekers cannot be placed at a non-profit training facility, which then
provides skill or other training to the job seekers as "work." Non-profit training facilities
can certainly be used as a work site, but the work the job seeker does must be the
legitimate work of the organization.

Work Site Agreement

EARN Centers must use a work site agreement, which is signed by the work site, see
Section 8.17

"A failure establishes only this, that our determination to succeed was not strong enough." - John
Christian Bovee
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5.3a
VOCATION- SPECIFIC WORK EXPERIENCE (VWE) QUALIFICATIONS

Vocation-specific work experience is work experience that is directly related to an
individual's field of study during enrollment in vocational educational skills training.
Vocation-specific work experience is intended to offer the individual the opportunity to
apply current course vocational education in a vocation-specific work setting. Jobs can
be in non-profit or for-profit agencies, following the same rules as outlined for the Paid
Work Experience activity.

Using vocation-specific work experience with vocational educational skills training
increases the student’s amount of countable education-oriented activities.

EARN Centers arrange for a work site, ensure that a work site agreement is completed,
obtain signed time sheets from the work site and ensure that the appropriate taxes are
deducted from the VWE customer's wages.

Rate of Pay

Customers must be placed in entry-level jobs that pay the current state minimum wage.
The wages earned during work experience is treated as income by the CAO. The work
experience wage will result in the cash assistance customers’ grant being reduced.
However, since 50 percent of the assistance customers’ income is disregarded, the
customer will receive more income as a result of the work experience wage.

Workers’ Compensation

The employer of record is required to provide workers’ compensation to all customers
participating in Vocational Work Experience. EARN Centers that use their own facilities
as a work site can cover customers with their own policies.

EARN Centers who assign job seekers to a work site but provide on-site direct
supervision for all hours that the job seeker is at the site can cover the job seeker on
their own policy.

Unemployment Compensation

Unemployment Insurance legislation exempts Vocational Work Experience job seekers
from being covered when the contractor is a 501(c) 3 non-profit organization.
Contractors which are government agencies and non-profits other than 501(c) 3 are
required to provide unemployment compensation coverage.
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Non-Displacement

The employer must ensure that no currently employed worker will be displaced by the
employee named in the VWE contract, including partial displacement such as reduction
in hours of overtime worked, wages, or employment benefits. In addition, the employer
must ensure that no jobs will be created in a promotional line that will infringe in any
way upon the promotional opportunities of currently employed individuals.

Durational Limit

Job seekers must remain enrolled in the vocational educational institution while
participating in this activity. Code 24 may be closed during breaks between semesters
to preserve the durational limit. However, once the job seeker has completed or is no
longer enrolled in the vocational educational activity, the vocation-specific work
experience must be changed to Paid Work Experience, subject to the durational limits
and other requirements of that activity.

Note that vocation-specific work experience can begin prior to the job seeker's

enrollment in the educational activity and can be extended during seasonal breaks such
as during the summer.
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5.3b

CENTRALIZED PAYROLL

Transitional Work Corporation is the employer of record for all PWE and VWE
customers and is responsible for processing customer payroll.

Process to Add Employee to Payroll
The following Graph illustrates the workflow:

Every Thursday by noon TWC will receive information needed for adding an employee
to payroll:

e Paperwork submission sent by the EARNs to TWC containing all items needed
for employment, such as tax forms, IDs, TWC Enroliment form [See Section 8.18].

e ‘Payroll Account Info’ report created and sent by PWDC based on CWDS data of
the previous day. This report includes demographic, enroliment, activity, and
placement information. This report is sent to both TWC and the respective EARNs

e Debit Card enrollment will take place at the EARN; after enrollment, the EARN will
submit the necessary information to TWC to activate the Debit Card. The ‘Payroll
Account Info’ report will be used to auto-generate payroll accounts with the payroll
vendor. It will also be used to reconcile between TWD and the EARNS:

e missing paperwork if a new name is on the list and no paperwork has been
submitted

e missing data elements in the report where paperwork is received but the activity has
not yet been opened or the placement has not been entered.

Here is an example of the Thursday Payroll Account report:

Microsoft Excel - 2009-06-25_EARN_PAYROLL _ACCOUNT_INEO. xls
E_‘] File Edit Yiew Insert Formatk  Tools Data  Window  Help

=A" REEENN= NN N BEERERES AN B | = ! J,AJ,||H_1.1DD% -oflia

: arial -0 -Blr usEE=EHEEEES % » @8 FE -0 A

S1 - A ZIP CODE
= H | J 4 L ful il

1 |ENROLLMENT [ TERMINATION | ACT CODE|ACTY STAR DT|ACTY END DT|STATUS |BIRTH DATE|GENDER
2 441472009 26 5012009 581978 F
3
M 4 » v\ NEW EVENTS / PREVIOUS EVENTS / |
iDraw~ g |Adoshapes- N N IO A& @l &-Z-A-==2 @ 3¢
Ready
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The paperwork submission is based on the checklist of items in Section 8.18. All items
should be transmitted in electronic form (scanned documents) as password protected
attachments to email or secure email between EARNs and TWC.

Blank debit cards will be sent to the EARNSs. Each debit card comes in an envelope with
the actual card to be handed out to the employee and the paperwork needed for
registration of the card.

Process to Terminate Employee in Payroll

Every Thursday by noon TWC will receive information needed for terminating an
employee from payroll based on the same ‘Payroll Account Info’ report sent by PWDC
that is used for creating and reconciling payroll accounts.

The account will be automatically closed if the end date of the activity of case is more than 14
days in the past at report run date.

Attendance Submission to Payroll
The following graph illustrates the workflow for attendance submission to Payroll. Each of the
process steps will be detailed in the following chapters:

Data Collection

The system for attendance data collection and processing for payroll is KRONOS. Attendance
that is recorded in Kronos and verified by the EARN will be submitted to payroll with
programmed interfaces similar to the submission of attendance from KRONOS to CWDS.

Data collection is performed with little or no change to the current practices; all attendance has to
be recorded in Kronos and verified by Tuesday of the week after attendance to make automated
payment possible.

The preferred method for data collection is TTE; in some cases a Kronos clock is available, and
where TTE is not possible or fails, the backup procedure is manual time entry by EARN data
staff into Kronos.

(@) TTE (Telephone Time Entry)

Employees must call in time punches by phone from the worksite. All EARNSs are by now
familiar with the process of registering a worksite for TTE.

A TTE in-punch and out-punch generates the attendance in the Kronos Timecard in real time.
Ideally, the timecard will have the complete attendance recorded in real time for the entire
week.

(b) Clock Punches

All EARNSs and some partner agencies have one or multiple Kronos clocks installed that can
record PWE or VWE activities on site.
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However, if clock punches are on site for wrap around activities other than the subsidized
PWE or VWE, the timecard editor from the EARN staff has to assign the correct activity to
the punch because all punches by the job seeker will go by default into the open core activity
in CWDS, i.e., PWE.

(c) Manual Timesheets

In situations where TTE or clocks are temporarily not available, manual timesheets serve as a
backup. The manual timesheet needs to be entered into the Kronos Timecard by Monday in
order to be processed with the regular payroll submission.

(d) Timesheet Signoff

Timesheets that are printed from the KRONOS timecard need to be signed based on the
current policies.

Attendance Preview Report on Friday

With the tight timelines of a weekly payroll PWDC will support quality assurance by providing
an attendance report for the current week on Friday; the report will include:

e Attendance data as entered into Kronos by Friday morning
e Zero hours for employees enrolled in PWE with no attendance on record
e Mismatch of activities between Kronos and CWDS (as currently used)

This report supports quality assurance at the EARN that has until Monday to address all issues
including updating CWDS, finalizing data collection in Kronos, and addressing mismatches and
errors.
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The following is example of the report; the first 6 columns are employee, project, and agency
information, and the activity data could look like this:

Microsoft Excel - 2009-06-26_EARN_ATTENDANCE PREVIEW WEEK-ENDING-2009-06-27.xls
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5] 10/14,2002 26 B/27/2009 12 Mo actiwity in CWDS t

9 2/24/2009 26 B/27/2009 2 Mo activity in CWDS t

10 /52009 2k 51852009 B2T2009 18 Placement not found in CWWDS

11 32772009 26 o/1/2009 BL27/72009 16 Placement not found in CWYD3S

12
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iDaw- g |Agoshapes- N\ N O Al Bl@El O-Z-A-S=5 d d g
Ready LM

The purpose of the preview report is to support the workflow at the EARN to have the Kronos
timecard completed by Monday afternoon. In the example above, 8 out of 10 employees have
hours, but none have the full expected 20 hours; however, the Friday attendance of that week has
not been included in the timecard, because the report was run Friday morning. 2 of the examples
have zero hours. The Status column gives additional information for quality control:

e 0 hours indicates that there either was no participation or the time was not collected through
TTE. If there is a problem with TTE, it can be analyzed and addressed for the future. The
backup timesheet is needed to enter the attendance timely by Monday

e No activity in CWDS means that either the Service Authorization has not been opened yet,
or the employee’s hours should not have been coded as PWE and are not payable. The follow
up is to open the CWDS activity or correct the time entered in Kronos transitioning to the
correct activity, such as Community Service etc.

e Placement not found in CWDS is an alert where placement information is incomplete. That
may not stop the payment, but must be followed up to insure correct documentation in the
system.

By Monday afternoon all Work Experience Kronos timecards should have been finalized.
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Attendance Review and Verification at the EARN

PWDC will run the Attendance Verification Report on Monday night that includes enrollment
data from CWDS and attendance data from Kronos and send it to each respective EARN by
begin of business day on Tuesday.

The EARN will verify each line item for the total of hours in the payable activity for the week
and check off on the data if to be paid as recorded in Kronos or not.

The processed worksheet is emailed back to PWDC same day on Tuesday. All line items that are
selected for pay must be marked “PAY...” in the verification column (the default is “Do Not
Pay.” The returned file will be used to generate the automated upload file for the payroll system.
Here is an example of the report:

Microsoft Excel - 2009-06-29_EARN_VALIDATION_WEEK-ENDING-2009-06-27.xls

E‘_”l File Edit “ew Insert Format Tools [Data  Window  Help Type a question for F
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1 |ACT CODE|ACTY STAR DT|ACTV END DT|WEEKEND|HRS STATUS VALIDATION
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20 26 4222009 B/272009 14 Fay — adjusted hours in Kronos

21 26 B/1,2009 BR72009 M Pay — hours as shown in this report

22 26 152009 B272009 18 Pay — hours as shown in this report
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24 5 E0/2000 B/27,/2000 15 Pay — adjusted hours in Kronos

= —t———— ———————— — Pav —hours as shown in this report
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iDraw= li | Adtoshapes= . W [0 A ol o g j|&'ﬁ'é'E:§aJ!
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If the hours cannot be verified as stated in the report, there is the option to verify that an
adjustment has been made in Kronos. Any adjustment that has to be made before the designated
deadline on Tuesday will be recognized in the submission to payroll process.

If the hours are not verified, they will not be submitted to payroll.
The deadline for returning the verification worksheet is Tuesday, 3 PM

Attendance in Kronos on Tuesday afternoon after 3 PM will be processed for payment of the
corresponding line item in the verification report has been marked *“PAY ...”

In addition to the file, PWDC expects a scan of a signed copy of the submitted verification sheet.
The signature has to be from a manager or director.
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Payroll Submission

PWDC will process the KRONOS attendance as of Tuesday 3 PM and match it with the
verifications from the EARNSs. The resulting file is then submitted to TWC and directly uploaded
into the payroll system. This process is fully automated.

Wednesday Payroll Processing Report

The payroll system generates on Wednesday a report that lists the hours processed for payment
for each employee. This report will be distributed to each EARN.

The EARNSs will know which employee will get paid and what amount on payday Friday.

Payday

Automated Payments

All automated payments will be made via
e Debit Card or

e Direct Bank Deposit

The Debit Cards are issued by the payroll system vendor and can be used immediately upon
registration. Debit cards are the default payment option in the transition period to TWC as
employer of record.

Automated bank deposits need two pay periods to go into effect.

Employee Access to Payment Information

The employees will receive an online access to their payroll account. They can log on from
anywhere, such as a computer lab at the EARN, a public computer at the Free Library, or at
home or work. The EARN will instruct the employee how to access the system.

There will be no more paper pay stubs.

Manual Check Processing

The automated submission to payroll is performed only once per pay period. Any payments that
have been missed must be reconciled at the EARN and submitted to TWC for manual check
processing.

A form for manual check processing is included below in Appendix I.
Manual checks are issued by TWC on Payday and entered as payments into the payroll system.

Point of delivery is at the EARN center or provider. TWC will not receive employees for check
pickup. Arrangements have to be made between TWC and the EARN for secure transmittal of
the checks and signatures.

After an initial period manual check processing will be subject to a fee per check that the EARN
of provider will be charged for this service.
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Worksite Tracking in CWDS
The procedure to track worksites in the placement form in CWDS does not change.

Holiday Exceptions

Holidays on Mondays will not change the timeline for payroll submission. For the Thanksgiving
Holiday weekend the Validation report will be issued by Monday morning and has to be
submitted by Monday 3 PM; Payday is Wednesday of that week.

Contacts and Communication

All email communication with employee data has to be secure. That means transmissions have to
be made through secure email or sensitive data has to be in an Excel spreadsheet that is password
protected.

To insure proper communication to process centralized payroll the following roles and
communication pathways are defined. Names and roles are as of June 2009.

TWC each EARN center, and PWDC are responsible to inform each other of any changes in the
team.

The implementation is project managed by PWDC.

Once the centralized payroll is established, PWDC will communicate mostly through automated
reports. In this context is essential that any change to staffing is relayed to PWDC to maintain the
distribution lists for the various reports. A secure web site will also be used for attendance
submission from PWDC to payroll at TWC.

TWC and the EARN Centers are expected to have direct communication between staff to discuss
and resolve issues and keep each other updated on any change.
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5.4

COMMUNITY SERVICE

Section 402 of the Public Welfare Code defines Community Service as “unpaid work for
a unit of Federal, State or Local Government, or a non-profit organization... The
organization receiving the work must agree to report the number of hours worked by the
cash assistance recipient.” All TANF customers can be enrolled in Community Service.
However, job seekers should not be rushed into unsubsidized or subsidized
employment in order to fulfill the work activity requirement. Rather, the job seeker
should be placed into Community Service until a suitable job can be found.

Job Seeker Responsibilities

Job seekers who are unable, despite good-faith efforts, to obtain unsubsidized
employment of at least 20 hours a week can participate in Community Service as their
work activity to the extent permitted under the Fair Labor Standards Act (FLSA). The
EARN Center is responsible for finding a community service position and monitoring the
participation of the job seeker on the agreed upon number of hours for Community
Service and any additional activities agreed upon on the AMR/MSA. (The Earn Center
must not schedule the job seeker for more c¢/s hours than stated on the AMR; even if the
hours stated are less than 20). EARN Centers and CAQO’s can assist the job seeker in
finding a community service position.

Community Service Providers & Their Responsibilities

Only federal, state and local government agencies, profit, and non-profit organizations
that qualify as tax-exempt under section 501(c) of the Internal Revenue Code can
provide Community Service opportunities. Organizations that provide Community
Service opportunities may be asked for a copy of their Determination Letter as a section
501(c) agency.

To be acceptable, the Community Service agency is responsible for providing
documentation to the EARN Center of the following information:

e Job description;

e |dentity of the appropriate official or staff member responsible for supervising and
instructing the person participating in community service;

e The job seeker's work schedule;

e Assurance that the community service agency will provide workers’ compensation
coverage (to be reimbursed by the Contractor), if applicable;

e Assurance that the community service agency meets applicable health and safety
standards prescribed by federal, state and local laws;

e Assurance that the community service provided by the individual will not result in the
displacement of any currently employed worker or position, including partial
displacement, such as a reduction in hours of overtime work, wages, or employment
benefits;
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e Assurance that the community service provided by the individual will not impair
existing contracts for services or collective bargaining agreements;

e Assurance that the community service provided by the individual will not be a
substitute for the filling of a position when any other person is on lay-off from the
same or a substantially equivalent job within the same organizational unit, or when
an employer has terminated any regular employee;

e Assurance that the community service provided by the individual will not infringe in
any way upon the promotional opportunities of any currently employed individual;

e Assurance that the community service provided by the individual will not be a
substitute for the filling of any established unfilled vacancy;

e Assurance that the community service agency will cooperate with and respond to
requests for information needed to complete an audit, including retaining work and
attendance records for four years.

Additionally, if the community service agency does not utilize the Telephony or Kronos
System for tracking time, they must submit to the EARN Center the required time and
attendance forms that verify actual hours of participation each week. The EARN Center
must provide training to the community service site on the completion of the time sheets
and the rules with regard to job seeker’s time and attendance.

CAO Responsibilities

After the job seeker and CAO have agreed, through an AMR, to the appropriate referral
to a Community Service program, the CAO will:

e Compute the maximum number of hours that the job seeker can participate in
Community Service and enter hours on the AMR;

e Inform the job seeker of any additional hours of activity needed in combination with
community service hours to fulfill his/her hours-per-week work requirement;

e Process requests for special allowance(s) for Supportive Services accurately and in
a timely manner.

Acceptable & Unacceptable Activities

Community Service activities must be structured and supervised. The activity must
provide a community service, as well as improve the employability of the job seeker.
These activities are provided under the auspices of non-profit organizations and groups.
Examples of programs and activities that fit under our definition of community service
include, but are not limited to, work performed for school (e.g. serving as a teacher’s
aide), Head Start program (e.g. helping as a parent volunteer), church in a non-religious
capacity (e.g. preparing meals for the needy), or governmental/nonprofit agency (e.g.
proving clerical support), as well as participation in volunteer organizations such as
AmeriCorps, Volunteers in Service to America (VISTA), or private volunteer
organizations.
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Job seekers working in Paid Work Experience or Community Service activities are
permitted to have access to other job seekers’ information as long as the worksite:

e Reviews confidentiality requirements, including HIPAA requirements with the job
seeker;

e Obtains the same signed assurances regarding confidentiality from the job seeker as
it would for its own staff.

Please note: Paid Work Experience and Community Service are core activities that
can be used as all or part of the countable hours needed for compliance with work
participation rate requirements. Contractors may develop worksites that can
accommodate job seekers at any time additional core hours are needed or if the job
seeker is between other activities.

Obstacles don't have to stop you. If you run into a wall, don't turn around and give up. Figure out how to
climb it, go through it, or work around it." —Michael Jordan
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JOB DEVELOPMENT & JOB PLACEMENT

EMPLOYMENT REFUSAL POLICY

The purpose of this policy is to establish a procedure for the EARN and PCAO to follow when a
customer refuses to participate in job interviews, accept employment, or otherwise undermines
opportunities for employment. Customer refusal of employment may be demonstrated by
behavior, actions, or lack of response.

EARN Centers must make every effort to place job seekers in employment opportunities. This
includes matching customers to jobs that are an appropriate match for their employment profile.
However, matches based on interest may be limited given a job seeker’s work history, education
and skills. In the event that an EARN customer does not comply with program requirements for

job

placement, attempts to avoid employment and/or purposely fails to stay employed, that

individual will be terminated from the EARN. The following procedure will require team action
by the EARN employment advisor, employer account representative, and PCAO co-located
worker to document a required number of incidents, enter an EARN termination, and CIS code.

Procedure:

1.

The EARN employment advisor obtains a copy of each Job Referral Form signed by the
customer. This letter is created by EARN employer account representatives and is given to
customers whenever a job interview is arranged. It provides information on the location,
date, and time of the interview that the customer is required to attend. There should be one
letter for each scheduled interview.

The EARN employment advisor must provide case notes that document at least two
incidents where the customer refused to attend or sabotaged a job interview, declined
employment, or otherwise undermined an opportunity for employment. Case notes should
also reflect that there was an immediate attempt to coach the customer towards resolution of
the apprehension issues.

After the first incident the EARN employment advisor must submit to the CAO co-located
worker (1) copies of the signed Job Referral Form; (2) case notes that document the
incident related to employment refusal and; (3) the Refusal of Employment Warning
Notice. See Section 8 for Examples...

Upon receipt of the above documentation, the CAO co-located worker must contact the
customer to discuss the potential for termination from the EARN and CAO action. The
EARN staff will continue to work with the customer by providing job leads, other work
related activities, and assistance with Supportive Services, as needed.

In the event of a second incident, the customer will be terminated from the EARN center.
The employment advisor will notify the CAO co-located worker of the termination and
submit (1) copies of the second signed Job Referral Form; (2) case notes that document the
incident related to employment refusal and; (3) the Refusal of Employment Final Notice.
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TIME & ATTENDANCE

6.1 Hours of Participation/Time & Attendance
6.2 Yearly Excused Absence Tracking Policy
6.3 Termination Policy
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6.1
HOURS OF PARTICIPATION/TIME & ATTENDANCE

Using Kronos or TTE, EARN Centers must document, on a daily basis, job
seekers’ attendance in activities. Each job seeker must clock in and clock out
every day. All EARN Centers are open 8:00 a.m. to 5:00 p.m. Monday,
Wednesday and Friday; 8:00 a.m. to 8:00 p.m. on Tuesdays and Thursdays, and
two Saturdays a month.

Customer hours are counted either 30 hours per week or 20 hours per week,
Sunday to Saturday.

Two-Parent Households

e If one parent is enrolled in a program, he or she must participate for 35 hours
per week.

e |If both parents are enrolled in a program and receiving subsidized child care,
together they must participate at least 55 hours per week.

State Observed Holidays

The federal Department of Health and Human Services allows job seekers to be
given participation rate credit for holidays, in addition to the 10 days of excused
absences. Job seekers receive credit for participation on the following state
holidays:

Martin Luther King Jr.’s Birthday
New Year’s Day

President’s Day

Memorial Day

Labor Day

4™ of July

Columbus Day

Veteran’s Day

Thanksgiving Day

Christmas Day

Crediting Hours for Holiday Observation

e The job seeker will be credited with the number of hours that he or she would
normally have participated on the holiday.

e Job seekers participating in PWE are not paid for holiday hours not worked.

e |If the job seeker chooses to participate in PWE on a holiday, he or she cannot
take another day off to make up for the holiday not taken.

e Job seekers enrolled in a course that includes breaks for holidays and
summer must be provided with an alternative hours-per-week in accordance
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with the job seeker's AMR, MSA, MPP service plan and program
requirements.

Hours must be incorporated into the schedule during the month in which the
holiday falls.

Make-Up Time & Make-Up Work
e Unexcused Absences: EARN’s must ensure job seekers engage in

supervised activities equivalent to the time missed from scheduled work and
or educational activities. See section 6.2.
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6.2
YEARLY EXCUSED ABSENCE TRACKING LOG POLICY

The Yearly Excused Absence Tracking Log is to be used in conjunction with
the 80 - Hour Excused Absence Policy as described in the Master Guidelines.
Regulations issued by the Federal Department of Health and Human Services
limits excused absences to no more than 80 hours in a 12-month period and all
vendors must comply with these requirements beginning October 1, 2008.

This form documents the number of Excused Absence hours a job seeker has
used while participating in a program due to the job seeker either electing to use
Excused Absence time instead of attending make up hours or the job seeker fails
to comply with an agreed upon make-up plan. The Tragedy Calendar activity,
as described in Beverly Ford’s manual and included in Section 8.6 of this book,
can assist employment advisors keep track of excused absences.

These hours need to be calculated and deducted from the total number of
available Excused Absence hours: 80 hours total per annum.

Process for Excused Absence(s)

When the job seeker returns from an absence there is a conversation between
the employment advisor and the job seeker regarding the absence, number of
hours missed, and make up time required.

If an absence is deemed excused (as listed below and in the Master Guidelines)
employment advisors are encouraged to develop a make up plan so the job
seeker has an opportunity to make up the absent hours and not lose any
Excused Absence hours.

NOTE: Job seekers may choose to forfeit make up hours and use an Excused
Absence day/hours. Make up time is not mandatory in this case, and the job
seeker must be charged with Excused Absence hour(s).

Each time an Excused Absence is charged, the job seeker must receive written
documentation from the provider which explains the amount of time used and the
amount of time remaining. This documentation must be filed in the case record.

The following list represents allowable excused absences per the Master
Guidelines - medical, dependent-related and other necessary appointments such
as:

« medical appointments for the job seeker or dependents;
« CAO/WIC appointments;

« legal appointments;

« school appointments, including school events;

« counseling appointments;

« housing appointments;
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« oObtaining childcare;
« obtaining birth certificates;
« oObtaining transportation;

« other appointments as deemed necessary by the vendor in order to maintain
the job seeker in the program.

Additional excused absences include:

« lliness of the job seeker (No documentation is needed for one, or two
consecutive days of illness. Three consecutive days or longer requires a
doctor’s statement in order for the absences to be excused);

« lliness of the job seeker’s child or dependent (No documentation is needed
for two consecutive days of illness. Three consecutive days or longer requires
a doctor’s statement in order for the absence to be excused);

« Bereavement - up to five days of excused absence for the death of a parent,
sibling, spouse, child or child of a spouse, common-law spouse, grandparent,
or previous legal guardian; up to three days of excused absence for the death
of an aunt or uncle, or a spouse’s parent, or grandparent; and one day of
excused absence for the death of another family member or friend.
Documentation is required in all cases. Documentation can include an
obituary notice, funeral program or funeral card.

« Weather or Other Emergency - Job seekers can be excused from
participation when the school district in which his/her children are enrolled is
closed due to a weather or other emergency; the vendor, training provider or
subcontractor’s facility is closed due to weather or other emergency; the job
seeker’s place of residence has been affected by an emergency; the vendor
determines that a unique or dangerous situation is occurring that prevents the
job seeker from attending; or public transportation is unavailable.

If the job seeker fails to make-up the time missed, the Yearly Excused Absence
Tracking Log is implemented.

All the information is completed on the form as indicated such as the Date of the
Excused Absence; the Number of Hours Used (number of hours the job seeker
missed); Job seeker and Employment advisor’s Initials; and the Log Completion
Date (the date the information was documented).

This process is continuously repeated when a job seeker does not make up the
time/hours missed due to Excused Absences.

At the end of the job seeker’s enrollment with your agency (the job seeker is
ready to transition to another agency for services or is terminated from your
agency) this form will be finalized by the employment advisor by completing the
following:
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The Activity End Date

The Total Number of Hours Used (document under Total Excused Absences
Used)

The Total Number of Hours Remaining (represents the hours used deducted
from the hours the job seeker had available at the beginning of the enroliment
into your program). The form is then signed and dated by the job seeker and
the employment advisor/Supervisor.

At the time of the transition, a copy of the form will be given to the job seeker
for their records (if the job seeker has been terminated from your agency a
copy should be mailed to the job seeker and the case record is updated to
document these actions).

A copy of the form is sent with other transition documentation to the job
seeker’s next activity site and the original is kept in the job seeker’s file at
your agency.

NOTE: Itis possible that more than one form will be used depending upon the
number of hours a job seeker misses from your agency. If this is the case, add
additional forms to the back of the proceeding form. The proceeding form should
always document the following:

The Total Number of Hours Used (document under Total Excused Absences
Used);

The Total number of Hours Remaining (represents the hours used deducted
from the hours the job seeker had at the beginning of enrollment in your
program).

Each form should also be signed and dated by the job seeker and the
employment advisor or supervisor. Upon the job seeker’s transition to another
agency, he or she will receive all copies of the form (mailed if the job seeker is
terminated) and the case record is updated to document these actions.

“I help customers manage CHANGE.
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6.3
TERMINATION

Any job seeker that has missed 5 consecutive days of scheduled participation
must be terminated from the current activity. However, if the job seeker reports
on the 6™ day, he or she must remain enrolled in the scheduled activity.
The 5-day rule, with approval, may be extended for documented extraordinary
circumstances identified by the fifth day of the absence.

PWDC will provide the EARN Centers with a weekly Less than 100% Report
that details those job seekers who are satisfying less than 100% of their Activity
Compliance Rate (ACR).

Employment advisors must conduct outreach and offer make-up opportunities to
all enrolled, as discussed above. However for those job seekers, enrolled a least
one full month, who still do not meet the hours required on their AMR, EARN staff
must schedule an Attendance Resolution Meeting with these job seekers

Using the Less Than 100% Report, EARN Centers will prioritize all who need to
be contacted and provide PWDC with the names of the clients who should
receive a warning letter announcing the date and time for the Attendance
Resolution Meeting.

For each meeting, PWDC will send a standard letter to all of the identified clients
with information on the purpose, location, date and time of each meeting and
consequences for non-attendance (see the Warning Letter included in the last
section of this manual).

On the scheduled meeting dates, the EARN Center will hold a brief Attendance
Resolution group meeting. The EARN director and CAO co-located worker will
explain the mandate for meeting hours, that there is an opportunity to complete
the hours, and the benefits of participating in EARN activities. The EARN
director will also tell attendees that they can meet individually with EARN staff.
The family advocate, life coach and peer counselor must be available. Each job
seeker in attendance must sign an EARN Center Attendance Agreement.

The EARN Center will terminate everyone who was sent a letter, but did not
report to the meeting, or provide documentation for hours. Terminations will be
processed for all who did not contact the EARN Center within three (3) days of
the meeting. This should avoid mass terminations at the end of each month.
Consideration will be given to those with extenuating circumstances. For every
termination, the EARN Center will give the CAO co-located worker a copy of the
signed EARN Center Attendance Agreement and place a copy in the file.

The EARN Center will terminate all meeting attendees who do not satisfy their
EARN Center Attendance Agreement to complete their hours, unless there are
extenuating circumstances worthy of consideration. For every termination, the
EARN Center will give the CAO co-located worker a copy of the signed EARN

Center Attendance Agreement and place a copy in the file.
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7.1
INFORMATION MANAGEMENT SYSTEMS

The entire Employment & Training (E&T) System is connected by data collection
and analysis. These systems are critical for helping administrators and
contractors keep track of each job seeker’s hours of participation and all activities
and programs including retention once employed. Along with customer service,
there is no aspect of EARN operation more critical than managing data and
information according to federal and state mandated guidelines and PWDC
policies and procedures.

Four specific information management systems, CWDS, CAPS, KRONOS,
CIS and InspiriTec, are used by the E&T System to:

Accurately track job seeker activity and progress through programs;
¢ Allocate for medical benefits, special allowances, and supportive services;

e Present statistics for services provided, program progress, demographics and
trends;

e Verify employment and retention.
These systems are reconciled and integrated on an on-going basis:

e CWDS to KRONOS
Hours of Participation

e CAPS to KRONOS
Enroliment Detail

e CAPS to CWDS
Enrollments and Activities

“If my mind can conceive it and my heart can believe it, | know | can achieve it.” — Rev. Jesse
Jackson
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7.2
COMMONWEALTH WORKFORCE DEVELOPMENT SYSTEMS (CWDS)

The Comprehensive Workforce Development System (CWDS) is a proprietary
data management system. CWDS is the result of a collaborative effort of three
Commonwealth agencies, the Department of Labor and Industry’s (DLI) Bureau
of Workforce Development (BWDP) and Office of Vocational Rehabilitation
(OVR), and the Department of Public Welfare’s (DPW’s) Bureau of Employment
and Training Programs (BETP).

In addition to the staff at these three Commonwealth agencies listed above, the
public at large is the fourth intended user group of CWDS. Each user, whether
staff, job seeker or public individual, that accesses the CWDS system must be
provided with a unique user name and password.

CWDS is a system that utilizes overnight data transfer and “real time” interface
programs to process data stored on the CWDS file server. This system is used
to refer job seekers to staff who provide BETP services, to record project and
service authorizations, track actual hours of participation and create employment
and project closing reports and alerts. Interface processes allow the transfer of
job seeker data between the Department of Public Welfare’s Client Information
System (CIS), the CWDS file server, and the staff's CWDS personal computer.

The CIS database contains all job seeker eligibility, demographic, project, activity
(service authorization), and employment information. CIS generates all cash,
medical and food stamp benefits. In addition, all federal TANF (Temporary
Assistance for Needy Families) reporting comes from CIS. CIS is the official
record for audit purposes. The County Assistance Office (CAQO) enters all job
seeker eligibility, demographic and referral data in CIS.

The CWDS database contains all job seeker demographic, project, activity
(service authorization), and employment information for job seekers referred to,
enrolled and terminated by staff. The data is maintained on the CWDS file server.
CIS sends the referral, eligibility and demographic job seeker information to the
staff's PC. Nightly processes transfer the job seeker data from the CWDS file
server to the CIS database. CIS is updated with the project and activity
information from CWDS. Alerts are created in CIS for referral rejections, project
terminations, and employment reported by the staff.
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Understanding the Referral and Enrollment Process

With the implementation of CWDS, CAQ’s continue to enter referrals in CIS but
instead of receiving the referral in CWDS through an overnight process, staff will
receive the referral within seconds of the entry in CIS.

Information entered in CWDS will still transfer back to CIS via the overnight
interface.

NOTE: If there is a delay in the connection between CIS and the CWDS server,
CIS will store the referral for the day and will send it to CWDS that evening.

NOTE: CWDS does not change the coordination efforts between staff and CAO.
It does not change the recruitment process, program eligibility, scheduled
reconciliation or other procedures detailed in the individual Program Guidelines.

If you have questions about the CWDS system and/or problems related to the
system please contact the CWDS Help Desk toll free # at (866) 236-6297.
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7.3

CONNECTING ALL PARTNERS FOR SUCCESS (CAPS)

CAPS is the official database of PWDC, handling all job seeker tracking with
modules for Intake/Demographics, Assessment, Registration, Activity Tracking,
Retention, SSIP, and PWE monitoring. This web-based information
management system stores information about providers in the provider module
and allows for the import of data from CWDS.

# Links Help Exit
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El & client
[ & selact a Cliant

| ;H‘ Intake
E Schaduling
| @ Assessmant

o L‘:B Registration
O activities

| @' Manage Retention
DB Case Notes
O ss1p

EI: PWE Monitoring
Elﬂ Providers
L) = Links
= t" Reports

O € List Report
B} D Reconciliation

o D Placernant Ernployers
B L) s

“We succeed only as we identify in life, or in war, or in anything else a single overriding object,
and make all other considerations bend to that one objective.” — Dwight D. Eisenhower
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7.4
KRONOS TIME & ATTENDANCE SYSTEM

KRONOS is a web based system for real-time information access at multiple
locations and agencies. It is used to collect job seekers’ time and attendance in
accordance with BETP Master Guidelines, and to monitor participation of job
seekers, programs, and agencies.

The following steps outline the efficiency and importance of KRONOS:

e Kronos captures all attendance and participation hours for activities at the
EARN Center, including training, education, job search, and hours worked in
subsidized or unsubsidized employment. Time clocks are available to capture
attendance upon entering and exiting the EARN Center. Kronos creates an
electronic timecard for each job seeker, which can be edited by the EARN
Center to capture attendance off-site.

e Kronos imports demographics and location data from CAPS.
e Kronos imports current activity codes from CWDS.
e Kronos exports participation hours to CWDS via automated upload.

With the upload feature to CWDS, Kronos becomes the single point of data entry
for attendance data. A wide array of data views and reports help monitor not
only job seeker attendance, but also helps detect reconciliation issues between
CAPS and CWDS.

“You must be the change you wish to see in the world.”
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7.5
TELEPHONY

Kronos Telephone Time Entry (TTE) is a method in which job seekers enter a
timestamp in and out of their Kronos timecards. TTE can be utilized to capture
punches if a job seeker participates at a partner worksite or educational
institution. Clients may have access to punch for lunch breaks.

Effective October 15, 2010, all PWE and Community Service work-sites
must be registered for Telephony (TTE). Only PWE hours entered through
TTE will be captured for payroll processing. Therefore, all job seekers
assigned to these sites must use TTE effective October 1st. Paper
timesheets will no longer be accepted except under one of the following
circumstances: (1) TTE is out-of-order — report the problem immediately to
PWDC and follow-up with PWDC to ensure the problem is addressed; (2) the job
seeker neglects to call-in/out using TTE- this is limited to sporadic instances and
must be remedied immediately by talking with the job seeker and work-site
supervisor.

Instructions for accessing TTE:
1. Dial the system at (215) 557-2525

2. Job seekers enter their social security number and “1” to clock in and “9” to
clock out.

1. IN and OUT punches in the timecard are reserved for self service of the
client. These punches are generated at a Kronos clock or through Kronos
TTE (Telephone Time Entry)

2. Any correction of an IN or OUT punch (missed punch, earlier arrival, later
leave) must be case noted in CAPS. The corrected time must be based on a
staff witness for that time and the case note must be specific about the
circumstance and the name of the staff witness.

3. Attendance that has not been recorded via self service must be entered as
duration in the Amount column and supportive documentation has to be
filed in the clients file. If there was no self service punch for the day, it is not
permitted to edit punches (with or without case note) for the day.

4. Lunch deductions may still be applied as added punches based on the
schedule at the site of the activity.
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7.6

INSPIRITEC

InspiriTec is a non-profit organization whose mission is to provide employment
opportunities to disabled and disadvantaged persons in computer related
professions. The organization focuses on using technology to empower the
disabled to find meaningful employment. InspiriTec operates an information
technology business that employs and provides a supportive work environment
for people with disabilities and employment disadvantages; the organization is a
subcontractor for the Pennsylvania Blind and Handicapped. InspiriTec has been
contracted to (1) provide employment verification services to DPW and BETP, as
well as (2) late data entry.

Employment Retention Verification

The iJRDSS (Internet Job Retention Data Submission System) is an Internet
application provided by InspiriTec to allow DPW - BETP E&T Contractors to
securely submit customer and work history data to InspiriTec for verification
processing which allows E&T Contractors to view the verification status for each
customer in real-time.

BETP requires that all “retentions met” are verified by InspiriTec.

In the event that InspiriTec cannot reach the customer to verify
employment, the EARN Center may submit approved information that
supports the customer’s claim of employment to InspiriTec within thirty
days from the date that InspiriTec reported that they were unable to reach
the customer. Employment information should be entered into InspiriTec
at the end of the retention period and not before.

Each EARN Center selects a staff person responsible for submitting verification

information to InspiriTec. The following are instructions for this user’s
registration, etc.
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User Registration for the InspiriTec System

All users must first register with InspiriTec.  Follow the link and instructions
below to register with InspiriTec.
https://www.dpwreports.inspiritec.org/jobretention/LoginPage.aspx

STEP 1

The first time you go to the JRDSS login page, click the “New users click here”
link to create your user name and password. You will need a separate
registration for JRDSS and the BETP Online Forum although you can choose to
use the same user name and password for both applications provided someone
else has not already been assigned your desired user name.

JRDSS allows each user to create his/her own unique user name and password.

STEP 2
On the registration page, the following fields appear on the New User screen:

e User name

e Password

e Confirm Password — Type your password a second time exactly as you
did in the first field.

e Agency - Select from drop down list.

e New Agency — If, after you have searched the dropdown list and
cannot find your agency, enter it in this field provided.

e E-mail Address

e Phone Number

e Supervisor — A contact for InspiriTec to confirm authorization to use
JRDSS, either an agency supervisor or a BETP monitor is sufficient.

e Supervisor Phone Number

STEP 3

Once you have entered all of the information, click the “Submit” button. You will
receive confirmation of approval via both email and telephone.
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STEP 4

Registration information will be automatically sent to InspiriTec staff. They will
use this information to confirm that you are authorized to use JRDSS and
determine your access rights, by setting your access as a “User” role or as an
“‘Agency’” role. It is anticipated that most people will have “User” roles. A “User”
role gives you access only to information regarding customers that you
personally enter. An “Agency” role allows you to work with all customers entered
by anyone at your agency, as well as to view monthly reports. If you have
guestions or issues accessing this site please contact the InspiriTec Help Desk at
1-877-648-3600.

STEP 5 Call Center Procedures
SCHEDULING OF CALL ATTEMPTS -

e The first call attempt will be made based on "Best time to contact" information
provided by the contractor and the availability of an operator who speaks the
customer’s language (if required).
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e If, during a call attempt the operator reaches a person other than the
customer and that person suggests that we call back during the same current
shift, the next attempt will be made during the same shift by the same operator.

e If, during a call attempt, the operator is asked to reschedule the call for
another time and date, the next attempt will be made at the requested time and
date.

e If, during a call attempt, the operator gets no answer or leaves a message,
the next call will be scheduled three full shifts into the future. This will rotate the
days and times. A customer requiring six attempts will have two attempts made
on Saturdays at different times.

The calling schedule will be divided into the following shifts:

e Monday through Friday: 10am — 5pm, 5pm — 7pm

e Saturday: 9am — 12:00 noon, 12 noon — 5pm, 5pm — 7pm

If an operator speaking the customer’s language is required, but is not scheduled

to work the targeted shift, the next attempt will be made on the next shift after the
targeted shift when the appropriate operator is available.

Documenting Call Attempts

The GoldMine customer records will contain the complete work history data as
submitted by the contractors. The operator making the call attempt will update
the GoldMine contact record based on the results of the call attempt. GoldMine
will automatically record all of the following information about each call attempt:

Operator - The name of the operator making the call attempt.
Date - The date of the call attempt.
Time - The time of the call attempt (including AM, PM or evening).

Attempt Results Information

The operator selects the appropriate result based on the outcome of the call
attempt.

Successful - A call attempt is considered successful when the operator is able to
speak to the customer and discuss their involvement with the contractor’s
program.

Successful Results may be reported as Retention Valid, Retention Invalid,
Advancement Valid, or Advancement Invalid.

If the customer acknowledges the contractor’s program and allows the operator

to complete the Validation Script Questionnaire there will be up to two of four
results chosen:
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Retention Valid - This result will be selected if the customer verifies all of the
information provided to InspiriTec regarding their work history.

Retention Invalid - This result will be selected if the customer denies the validity
of information provided to InspiriTec regarding their work history.

Advancement Valid - Advancement is considered valid if the customer verifies
that they had an increase in weekly earnings of 25% or more lasting at least
two months OR the customer confirms that they were offered medical benefits
where none where previously available.

Advancement Invalid - Advancement is considered invalid if the customer
refutes a contractor’s claim of increased earnings or medical benefits.

Unsuccessful - A call attempt is considered unsuccessful when the operator is
unable to speak to the customer and discuss her involvement with the
contractor’s program. However contact with the customer, or relative of the
customer, that gives us the opportunity to reschedule the call at a more
convenient time or offer the toll free number is still a valuable result. In the
event that InspiriTec cannot reach the customer to verify her employment,
the EARN Center may submit approved information that supports the
customer’s claim of employment to InspiriTec within 30 days from the date
that InspiriTec reported that they were unable to reach the customer.

Unsuccessful Results Information may be reported as: No Answer, Left Message
or Contact Information Invalid.

No Answer - No one answered and no answering machine was working to
take a message.

Left Message- A person answered the phone but could not or would not get
the customer to the phone. However, we were able to leave a message
explaining the call and our toll free number. Or an answering machine took
our message.

Contact _Information Invalid- The operator is unable to reach the customer
because the phone number is incorrect, is disconnected or is for a phone
other than the customer’s. If contact information is invalid, this will be noted
on the contractor's monthly report as “Invalid Phone Number’ and the
contractor should correct and resubmit the customer’s data with a valid phone
number.

COMMENTS/OPERATOR NOTES-

This space is provided for recording comments made by the customer
regarding our call and or their experiences with the contractor’'s program. If
the call attempt is not successful, this space can be used to record
rescheduling suggestions made by the person who answered the phone or
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comments by the operator that will assist the operator during the next call
attempt.

Validation Script Questionnaire
If the operator is successful in contacting the customer, the operator will use the
Validation Script Questionnaire as a guide to surveying the customer for job

retention information. This process is outlined in the Validation Timeline, Figure
4 A, on the next page.

InspiriTec DPW Call Center

Validation Timeline
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Activity

(]
L]

Sl &l [ 8[ 9 10 11] 12] 13 14] 15) 18) 47) 18] 18] 20{ 21| 22

[
[
g

Days] 1

20

Receive data

ImportEnter data <- Manual data entry from fax & paper methods

Validate data <- Check for duplicate 35N's in submitted data

Request comrected data |=- Where duplicate submissions are found

Assign to operator [ ]

Make first cal

Request corrected data <-\Where contact infarmation proves o be invalid

Make s=zand call [ ]

Make third call

[4

Add to exception report <- Contractar Maotified bi-we

ekly

Zend posteard with 500 number

Make fourth call

Make fifth cal

Make sixth call

End aftempts

ra
()

[
25}
.
n
o
=1
[==)
(=)

Days] 1 100 1] 12] 13 14| 15 18| 17| 18] 18] 20f 21| 22

28

Notes:

Time line reflects working days

Time line stops upon successful contact with cliznt

Days and notes in bold represent possible contact with contractors

When data submitted by the contractor is wrong, the timeline restarts when new data is received

Figure 4.A

Submission process and more information can be obtained by accessing
the link below.

https://www.dpwreports.inspiritec.org/jobretention/Help/iJRDSS Help.htm
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Late Data Entry

The Bureau of Employment and Training Programs has instituted restrictions on
timeframes for data entry of customer information into the Commonwealth
Workforce Development System by vendors. The following timeframes for data
entry of information into CWDS were established in order to accurately capture
all customer activity hours that count towards the federally-mandated Temporary
Assistance for Needy Families (TANF) participation requirement:

e 15 days to reject customer referral to a vendor-contracted program;

e Up to and including the 15" day following the last day of the calendar month
to update program enrollments, activities and terminations occurring in the
previous calendar month;

e Within 45 days or the 15™ day two months following the month in which the
action occurred to update unsubsidized and subsidized employment activities
and hours.

Financial penalties are assessed against vendors that fail to comply with
the following data entry time limits:

e Vendors must data enter all non-job related information about enrolled
customers by the 15" of the month following the month in which the action
occurred. This means that all non-job related data entry for the month of
October, 2010, must be data entered by November 15, 2010;

e Vendors must data enter all job-related information about enrolled customers
by the 15" of the month two months following the month or within 45 days in
which the action occurred. This means that all job-related data entry for the
month of October, 2010, must be data entered by December 15, 2010.

Employment and training vendors need to follow these procedures when
submitting data information to InspiriTec for entry into CWDS:

Vendors need to complete a work book with all the customer information
that they are- unable to data enter prior to the 15™ of the month.

e Most recent version of submission form and instructions for the completion
of the work book are found on |InspiriTec’'s website at:
http://www.inspiritec.org/BETPOnlineforum/index.htm.
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CWDS Late Data Entry spreadsheets are sent to InspiriTec by uploading a file
directly to InspiriTec. In order to submit a late data entry request, users will need
to first register for a new user name and password to be used for late data entry
only. Once approved, the user may upload files to InspiriTec and will receive
email confirmations of each submission.

Late data entry submissions are no longer accepted by email.

Lead Agency Upload Page:

bubmission Upload - Windows Internet Explorer

2| https:liwvww.dpwreports.inspiritec.org/CWD SFileUpload/Default.aspx

55| - | & CWDS Submission... @ philly.com: Philadelp.. ‘Kh T

CWDS Submission Upload Application

This form is to be used to submit CWDS Late Data Entry submission spreadsheets only. To be accepted the
cover sheet of your spreadsheet must contain your agency’s FEIN number and the spreadsheet version must
be 3.0 or greater. Anv other document or message submitted via this form will be rejected without being read.

We will review vour submission within one hour and we will send you a message that will either acknowledge
the receipt of your submission or notify you that it has been rejected. If your document is rejected a reason for
the rejection will be included in the notice.

Agency: Test Lead Agency 1
Email Address:  stest@test.com
Your Name: Sally Test

*File to Upload: | Browse...

| Upload | | Cancel |

Please read the important information at the top of the Upload page.

1. Click the Browse button to locate the intended late data entry submission
spreadsheet on your computer.

2. This will open a standard Windows dialog box for finding files.
3. Select the intended submission spreadsheet and click Open/Okay.

Note: Your selected spreadsheet must have a (.xIs) extension, and the version
number and your agency’s FEIN # entered in the proper cells on the Cover
Sheet.

4. The file will then show on the “*File to Upload” textbox.
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5. Click the Upload button, and it will be sent to InspiriTec.

6. A confirmation page will be displayed indicating whether or not the upload was
successful.

+ If the upload was not successful, please note the reasons and make the
necessary corrections and click the Upload button again.

+ Once successful, you can repeat the process for any other spreadsheets you
wish to submit.

7. When finished close your browser. Cancel takes you back to the Login screen.
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Subcontractor Agency Upload Page:

ission Upload - Windows Internet Explorer

| https:/lwww.dpwreports.inspiritec.org/CWD SFileUplead/Default.aspx - !

3|+ | & OWDS Submission... @ philly.com: Philadelp.. "% M

CWDS Submission Upload Application

This form is to be used to submit CWDS$ Late Data Entry submission spreadsheets only. To be accepted the
cover sheet of your spreadsheet must contain your agency’s FEIN number and the spreadsheet version must
be 5.0 or greater. Any other document or message submitted via this form will be rejected without being read.

We will review your submission within one hour and we will send you a message that will either acknowledge
the receipt of your submission or notify you that it has been rejected. If your document is rejected a reason for
the rejection will be included in the notice.

Please select the lead agency vou are uploading this data for.
If vou do not see vour lead agency in the list please contact Inspiritec
to have it added.

Lead Agency: < Please Select = -
Agency: Smally's

Email Address:  tthumb@small.com

Your Name: Tom Thumb

*File to Upload: | Browse...

| Upload | | Cancel |

Please read the important information at the top of the Upload page.
1. Select the Lead Agency (click the drop down arrow)

Note: The data placed in a single spreadsheet should apply to only one Lead
Agency. If you need to send data for a different Lead Agency, you must
complete the upload for the first Lead Agency’s submission and then
change the Lead Agency selection for the new submission.

2. Click the Browse button to locate the intended late data entry submission
spreadsheet on your computer.

3. This will open a standard Windows dialog box for finding files.
4. Select the intended submission spreadsheet and click Open/Okay.
Note:  Your selected spreadsheet must have a (.xls) extension, and the version

number and your agency’'s FEIN # entered in the proper cells on the
Cover Sheet.
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5. The file will then show on the “*File to Upload” textbox.
6. Click the Upload button, and it will be sent to InspiriTec.

7. A confirmation page will be displayed indicating whether or not the upload was
successful.

e If the upload was not successful, please note the reasons and make the
necessary corrections and click the Upload button again.

e Once successful, you can repeat the process for any other spreadsheet you wish
to submit.

8. When finished close your browser. Cancel takes you back to the Login screen.

Vendors will be monitored closely by their program advisors for timely
submission of these spreadsheets to InspiriTec. Late submissions may be cited
as a program deficiency in future monitoring reports.

There are seven tabs (also referred to as spreadsheets or worksheets)
within the workbook. There is a tab containing the cover sheet which is
completed by the vendor for each submission. InspiriTec will enter the “Rec’d
Date” on the cover sheet which is located at the top left corner of the sheet. This
tab also contains a “Billing Account” number that will identify the
contractor who will be held accountable for the costs associated with this
late data entering of customer information.

The next five tabs correspond to the types of records that the vendor needs to
have data entered or modified in CWDS such as referral acceptances-rejections,
activity data, employment information, special allowances and terminations.

The last tab in the workbook contains the instructions for completing the first six
tabs and submitting the information to InspiriTec.

1. InspiriTec ensures that the data entry is completed within 15 days of
receiving the work book from the vendor and/or BETP Representative.
By the 16" day after the receipt of the work book, InspiriTec will e-mail
back the results of the workbook submission to the vendor.

In the “InspiriTec Result” field, the data entry operator from InspiriTec will fill
in this field upon completion of a data entry attempt with one of the following
values: Successful, CWDS Error, Data Error and Data Rejection.

2. InspiriTec will bill the vendor $5.00 per line submitted.

InspiriTec’s goal is to bill the vendor by the 15™ of each month for the
previous month’s submission which will include any record transactions that
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were not completed successfully. However if the record entries were not
successful, because of a CWDS error, the vendor should describe the
problem in the comment block of the spreadsheet and seek credit for those
record transactions by contacting the BETP CWDS unit to investigate the
vendor’'s claim. If the claim is warranted, then InspiriTec will reduce the
vendor’s late data entry bill for the following month by the amount of the late
fees caused by the CWDS error.

3. InspiriTec will submit a standard report on the number of entries made,
on successful entries, on unsuccessful entries and on entries grouped
by different contractors on a monthly basis to employment and training
vendors.
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7.7
ENTERING EMPLOYMENT HOURS IN KRONOS

An Employment Verification Form (EVF), pay stub or letter from the customer’s
employer on company letterhead is required for initial job placement verification.
Once employment is verified through one of these documents, and a full pay stub
for the customer has been obtained, providers are expected to populate hours in
Kronos on a monthly basis.

Collecting ongoing pay stubs is not required in order to enter actual hours in
Kronos. However, please note that if the customer’s hours change, providers
must get documentation - a pay stub or letter from the employer on company
letterhead - in order to begin adjusting the hours appropriately in Kronos.

Contractors are allowed to data enter employment hours for up to one month at a
time. This is for both unsubsidized and subsidized employment activities (“Empl
33" and “Empl-Sub 23”).

Employment hours data is to be entered in Kronos once a month for the entire month.
Each month has four or five weeks; each week has one value for the hours worked during
the week, as a total for the week on the week end date (Saturday).

If a pay stub is used as a verification document, the hours per week may need to be
calculated if the pay stub is for a pay period other than 1 week; most often pay stubs are
biweekly. For example, if the pay stub shows 64 hours biweekly, the weekly total is 32
hours.

If a week ending Saturday falls in the next calendar month, that week counts toward the
following month. For example, the week beginning 1/28/07 and ending Saturday, 2/3/07
belongs in February and is counted as the first week for February.

Upon receipt of the employment documentation, the contractor enters weekly hours into
the system beginning with the first week of employment and future weeks ending within
the same month. For example, if employment started on January 8, 2007 and
documentation was submitted, the weekly values for the week end days (Saturdays)
1/13/07, 1/20/07, and 1/27/07 are entered. Data entry can be monitored with the
Participation Totals report:

| | Date ‘ Pay Code | Amount ‘ In ‘ Transfer ‘
@[ | Rin
&1L | Mon 1122
L Tue i3
b | PayCate Mo et
@1 S s 2L, Tt
& L Mon1n5 FIRETE
'L el &L | Sal12T | Regular | 3200 WEmpl 330
&L Wed17
&L Thutng
&L Fring
&L Sat120 | Regular 3200 JEmpl 330
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Date Pay Code Amount In

Transfer

Sun 1407

Man 1/08

Tue 1108

Wed 1710

Thu 1/11

Fritinz

D0 HH BB
T

Sat1/13 Regular | 32:00

INEmpl 330

P : Data Upto Date:  1/3/2007 9:31:21AM

PBHICIpatIOH Totals for Current Enroliment S AR B AR

From: Sun, 01/07/2007 Fomted for Trckes

To: Sat & 01/27/2007 ActualAdjusted:  Actual Only

Query: Previously Selected Employee(s)

Participant SSN Last Enrollment  Kronos Expected Total  Participation
Date CAPS _ Status Hours Hours Rate

iTemple , Helen xo-xx- 14 0917/2006  Active 90.00 96:00 107 %

Data entry for the month should be performed before the first Saturday of the month for
all of the 4 or 5 weeks of that month. For example, data entry for customers already
working for February should be completed by 2/3/07 for the 4 week end days (Saturdays)

2/3/07, 2/10/07, 2/17/07, and 2/24/07.

Any wrap around hours to meet participation requirements are recorded in Kronos as
usual. The following example shows a part time employed customer engaged in two

activities for the week:

Date Pay Code Amount In Transfer Out In|... |... | Shift | Daily |[Cum...
& L, | Sun 1407
&£ L, | Man 108
£ L | Tue 1/08 94 5AM HNiMo-HS-GED 34X | 4:00PM 615 |B15 |[B15
&L [WWed 1M0 6:14
& L [ Thu 1111 6:14
&L [Fri1r2 10:00AM HiMo-HS-GED 34 | 2:00PM 400 |4:00 (1015
£ L | Bat1n3 Fegular 20:00 IWEmMpl-Sub 2367 20:00| 30:14
Participation Totals for Current Enroliment S s (O
From: Sun, 01/07/2007 Printed for. thracken
To: Sat,  01/13/2007 ActualiAdiusted:  Actual Only
Query: Previously Selected Employee(s)
Participant S5N Last Enroliment  Kronos Expected Tatal  Participation
Date CAPS _Status Hours Hours Rate
iBrown , Shakia wex-xx- 15 12/04/2006  Active 30.00 30:15 101 %

Contractors must immediately adjust the hours data they enter into Kronos if the number
of regular hours per week changes, based on new documentation obtained. If a customer
loses a job, then her activity codes in CAPS and CWDS need to be updated, as soon as
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possible. Please contact Kronos Support if you have any questions about the data entry
process and running reports.

Retention

When retention is met, a letter from the employer or a pay stub is required in the
customer’s case file. Once the customer meets retention, providers must notify
Inspiritec so that they can confirm the retention. Providers should enter retention
met into CWDS and CAPS only after Inspiritec confirms the retention. While the
provider waits for Inspiritec to confirm retention, they must continue to enter
hours for the customer in Kronos.

It is critical that providers make sure their employment advisors are checking in
frequently with customers (following the minimum contact required in the Scope
of Services) to provide retention services and find out whether their customers
are still employed.

If a provider finds out a customer has lost employment, they must still populate
hours under the employment activity code in Kronos up to and including the day
the customer lost his or her job.

As soon as a provider learns of a customer’s job loss, they must immediately
enroll the customer in another core activity for 20 hours and in a core or “other”
activity for an additional 10 hours.

There will be cases in which a provider finds out about a customer’s job loss after
they have already populated hours in Kronos for the month. In these cases,
providers should not delete hours. However, on the day the provider learns of
the customer’s job loss, they should close the employment activity and open one
or more new countable activities for the customer. The date of activity change
should be the date on which the provider learned of the customer’s job loss, not
the date on which the customer actually lost their job. If providers enter data in a
timely fashion, in many cases customers who lose their jobs will have multiple
“core” and “other” activities open in a particular month with more than a total of
30 hours in them. For example, some customers will have 30 hours per week in
an employment activity and in the same week have additional hours in a second
core activity and in an “other” activity. When this occurs, providers must write an
explanation in case notes to explain that the customer lost their job and is
actually no longer working but engaged in other countable activities.

It is critical that providers conduct all the data entry described above, particularly
the closing of the employment activity and opening of the new countable
activities, in a timely fashion so that discrepancies do not arise among Kronos,
CWDS, CAPS and case notes.

Please remember that providers have 28 days from the date the customer lost
their job to help them obtain another job and still maintain retention.
Implementation Example #1.:

A provider calls a customer on February 4th and finds out that the customer lost
his/her job on January 27". If the provider is conducting timely data entry as
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required, as of February 4™, staff should have already entered employment hours
in Kronos for the months of January and February. On February 4™ the provider
closes the employment activity as the day they found out about the customer’s
job loss, which in this case would be February 4", and opens a new core activity
(for example, Paid Work Experience, activity #20) and an “other” activity (for
example, GED, activity #34: Education Directly Related to Employment).
Providers should not go back to the actual date the customer lost his/her job to
close the activity. The provider documents in case notes that the customer has
lost her job and is actually enrolled in PWE and Education Directly Related to
Employment rather than an employment activity through the month of February.
The provider begins entering hours the customer does in these activities (PWE
and Education Directly Related to Employment) in Kronos. Because the provider
has closed the employment activity and opened the new activities, hours in the
employment activity in Kronos for the rest of February will not upload into CWDS.
Only the hours in the new activities will upload.

Implementation Example #2:

A provider calls a customer on February 4™ and finds out that the customer has
lost her job on January 27". The provider has not been conducting timely data
entry as required. Therefore, hours for the month of February have not been
entered into Kronos for this customer. However, the provider has entered hours
already into Kronos for the month of January. On February 4™ the provider
enters “0” hours into the employment activity in Kronos for January 28™ through
February 3. In addition, the provider closes the employment activity as of the
day they found out about the customer’s job loss, which in this case would be
February 4™, and opens a new “core” activity (for example, Paid Work
Experience, activity #20) and an “other” activity (for example, GED, activity #34:
Education Directly Related to Employment). Providers should not go back to the
actual date the customer lost his/her job to close the activity. The provider
begins documenting the hours the customer completes in these activities in
Kronos.

Data that is not entered into CWDS by 15 days after the month for pre-employed

customers and 45 days after the month for post-employed customers requires
entry by Inspiritec and the payment of late data entry fees by providers.
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APPENDIX

8.1 Attendance Form

8.2 Site Visit & Day 1 Attendance Tracking Form

8.3 Provider Site Visit Appointment and Referral Cards

8.4 My Self Assessment (MSA) tool

8.5 My Personal Goals & Action Plan

8.6 Worksheets & Exercises from Dr. Ford’'s Case Management
Training & Manual

8.7 EARN Center Welcome Call Scripts

8.8 Job Development Script

8.9 Supportive Services Forms & References

8.10 Standardized Incentives

8.11  Wage Subsidy Customer Information & Agreement Forms

8.12 PA Working Wardrobe Policy & Forms

8.13  Work Certified Orientation Script & Survey Form

8.14  Self-Initiated Customers

8.15 BETP TANF Sampling Procedures

8.16 PWDC'’s Audit Reviews

8.17 PWDC Grievance Policy

8.18 Paid Work Experience Paperwork Submission Checklist

8.19 Paid Work Site Agreement

8.20 Workers’ Compensation Employee Notification

8.21  Direct Deposit Authorization Form

8.22 Payroll Transmittal Form

8.23 Request for Manual Check

8.24 Total Pay Card Information Sheet

8.25 Manual Adjustment Request Form

8.26 Placement Report Form

8.27 Close Case

8.28 Enroliment

8.29 Change of Service Authorization Activity or Subproject

8.30  Not Reconcilable

8.31 Job Referral Form

8.32 Refusal of Employment Warning Notice

8.33 Refusal of Employment Final Notice

8.34 Good Cause for Refusing Employment
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JOB CANDIDATE’S NAME:

PROGRAM (please circle one):

WSC

CDC

LUNCH SCHEDULED from:

ABAWD (Needs Based):

WORKSITE NAME (PWE & CS only):

No

Yes

If Yes, School Name:

PROVIDER:

District:

Pay Cycle (PWE only):

(Exclude lunch from daily hour count)

Provider # (PWE only):

Employee #:

Excused Absence credit must not exceed six (6) hours, even if regular scheduled activity exceeds that amount.

Hours Core Hours Other
Date Activities Time In Time out Activity Activity
Sunday Activity 1: In Out
Activity 2: In Out
Monday Activity 1: In Out
Activity 2: In Out

Tuesday Activity 1: In Out
Activity 2: In Out
Wednesday | Activity 1: In Out
Activity 2: In Out
Thursday Activity 1: In Out
Activity 2: In Out
Friday Activity 1: In Out
Activity 2: In Out
Saturday Activity 1: In Out
Activity 2: In Out

Total Core

Total Other

| have reviewed this form with my case manager and agree that it accurately accounts for my attendance for this week.

Participant Signature

Date Case Manager/Supervisor Signature

Date
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SITE VISIT & DAY 1 ATTENDANCE TRACKING FORM

Training

Provider of Training
Interest, Site Visit Provider

Name SS# TABE Score | Attended Visit Selected/ Attended Day 1
and Date Blended or

Education JSST
Level

Q Yes W No O Yes W No

O Yes ONo O Yes ONo

O Yes W No O Yes WNo

Q Yes QO No Q Yes O No

Q Yes W No Q Yes O No

Q Yes QO No Q Yes O No

O Yes W No O Yes WNo

Q Yes QO No O Yes O No

Q Yes W No Q Yes O No

Q Yes QO No O Yes O No

O Yes W No O Yes WNo

O Yes QONo O Yes O No

O Yes W No O Yes WNo

Q Yes QO No Q Yes O No

O Yes W No O Yes WNo

Q Yes QO No Q Yes O No

O Yes W No O Yes WNo

Q Yes QO No Q Yes O No

Q Yes W No O Yes O No

Q Yes QO No Q Yes O No

O Yes W No O Yes WNo
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8.3
PROVIDER SITE VISIT APPOINTMENT AND REFERRAL CARDS

School:

Training Program:

Location:

Date:

Time:

Phone:

Contact:

Jullding the Bridge to a Better Workforce

Name
Referring Agency

SDS Score(s)
TABE Reading Score(s)
TABE Math Score(s)
High School Diploma/GED (Circle One)
Date of Provider Fair
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My Self Assessment

Name Customer ldentification #

Address Birth Date Phone #

U Cell O Home U Message

Signature: Date:
i My Family .
+ How many people are living in your household? How many are children?

¢ Check which of the following describes your household.
O TwoParent O SingleParent [ Teen Parent

+ Are you responsible for caring for a disabled person on a daily basis? U Yes U No

¢ Who in your household would encourage your working?

¢+ Who in your household would discourage your working?

¢ Other than people in your household, what other people would encourage your working?

+ What help do you think you could get from family and friends?




Section 8.4

My Family’s Health

+ Do you have any medical problems? U Yes U No

If yes, are you under a doctor’s care for these problems? U Yes U No

+ Would any of these problems affect your working? U Yes U No

If yes, which ones would be a problem?

¢ Does anyone in your household have any medical problems? U Yes U No

If yes, what are the problems?

+ Would any of these problems affect your working? U Yes U No

If yes, which ones would be a problem?
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My Childcare Provider

Please complete the following in order for us to help you reach your goal of

employment:
Child’s Name: In School: Name of School:
Yes O
Age: No [I

Primary Child Care
Provider/Hours:

Alternate Child Care Provider/Hours:

Child’s Name: In School: Name of School:
Yes O
Age: No [

Primary Child Care Provider/Hours:

Alternate Child Care Provider/Hours:

Child’s Name: In School: Name of School:
Yes O
Age: No [J

Primary Child Care Provider/Hours:

Alternate Child Care Provider/Hours:

Child’s Name: In School: Name of School:
Yes O
Age: No [J

Primary Child Care Provider/Hours:

Alternate Child Care Provider/Hours:

Child’s Name: In School: Name of School:
Yes O
Age: No [

Primary Child Care Provider/Hours:

Alternate Child Care Provider/Hours:
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My Education

*

L 4

*

U O 0O

Circle highest grade completed:

12 3 45 6 7 8 9 10 11 12 13 14 15 16+

Do you have a high school diploma? 0 Yes U No

Do you have a GED? U Yes U No

What other schooling or training have you had since high school?

Community college O Job Corps
Four year college U Trade school
Military O  Other

Are you currently in school or training? U Yes U No

Did you get extra help in school? 1 Yes U No

If yes, what kind of help?

If yes, what kind(s):

When did you receive the certificate or license?

Do you have any certificates of training or occupational license? (Such as C.N.A.,

Cosmetologist, Contractor) U Yes U No
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My Employment

Describe your last four paid jobs.

Job Title: L Q  Full-Time
Length of time in job: QO Part-Time

Describe what you did:

Did you get any raises or promotions? U | Reason for Leaving:

Yes U No

What would this employer say about you if asked for a reference?

Job Title: L Q  Full-Time
Length of time in job: QO Part-Time

Describe what you did.

Did you get any raises or promotions? U | Reason for Leaving:

Yes U No

What would this employer say about you if asked for a reference?

Job Title: N Q  Full-Time

Length of time in job: O Part-Time

Describe what you did.

Did you get any raises or promotions? U | Reason for Leaving:

Yes U No

What would this employer say about you if asked for a reference?
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Job Title: S Q  Full-Time
Length of time in job: QO Part-Time

Describe what you did.

Did you get any raises or promotions? | Reason for Leaving:
Yes U No
What would this employer say about you if asked for a reference?

More Work Experience

+ What jobs have you done from time to time to make extra money?

+ What work have you done without pay to help in your church, kids’ school or
community?

+ What jobs have you done without pay to help family, friends, or others?

+ What did you like most about working?

+ What did you not like about working?
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Things | don’t like...

What | don’t like about my life. Check all that apply to your life now.

Q
Q
Q
Q
Q
Q
Q

where | live

what | can buy for myself
what | can buy for my children
the car | have now

not having a car

having to use public assistance

people looking down on me

O 00000

U

having others controlling my life
depending on friends and relatives

where | have to shop

not being able to go on a nice vacation

not being able to help the people who have
helped me

Other stuff
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Things | would like...

What | would like to have in my life. Check all the goals you want for yourself.

O better place to live O nice furniture
Q  buy things for myself O take a trip by myself
Q  buy things for my children O take my children on a vacation
O getacar O help some of the people who have helped
O spend my money the way | me
O Other goals:
want to
Q Other goals:

O more independence from
relatives and friends
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My Strengths...

Check all the strengths you have.

O | have worked

at school, church, or in my

GED

work
O | have worked for myself

O I make a good employee

and my children safe

Q Other Strengths

O | do or have done volunteer work (|

community a
Q I have helped friends, family and
neighbors a
O I have someone to watch my
children while I look for work a

Q I finished high school or got my a

O Iam enrolled in school or trainings O

Q I have or can getaride to look for Q1

Q

O 1 have been able to keep myself

My children are in school or day care
My family is in good health

I know people who can help me find
work

| am active in my church, kids’ school,
community

| have overcome problems

| have good references from past jobs or
people in my community

My family and friends will encourage me
My family is supportive of my working

| have taken college classes

O Another Strength

 One More Strength!

“l am Awesome!”
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Problems I have to solve...

Problems you have to solve. Check all the problems you have to work on in order to
reach your goals. (Include yourself and family)

Q Drug and alcohol abuse O Health problems

O An abusive or unsafe situation Q Child care

O Unstable housing O Transportation

O Depression or emotional O Trouble with reading or math

problems O Lack of education

O Lack of work experience O Criminal record or other legal problems
Q0 Bad work record Q Other

Q Fear of partner or household O Other

member
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Help | may need...

that apply.

Child care assistance
Transportation assistance
How to look for work
Education and/or training
Getting child support

Help with relationship skills
Other:

U 0000000

What help do you need. What can we do to help you work toward your goals? Check all

O 0000000

Help with drug or alcohol abuse
Counseling or help with stress management
Help to leave an abusive situation

Help with stable housing

Encouragement

Help with my children’s problems

Other:
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I am or have worked with...

Are you or anyone in your family working with other agencies now or in the past?
Yesd No U Ifyes, check all that apply:

Q Child Welfare (formerly SCF) O Mental Health Services

O Corrections/Parole & Probation O One-Stop or Career Centers

O Disability Services U Senior Services

Q Division of Child Support O Social Security (SSI/SSD/SSB)
O Domestic Violence Services U Support Groups

O Drug or Alcohol Services O Vocational Rehabilitation

0 Employment Department O WIA/Private Industry Council
O Head-Start or Healthy-Start a WwiIC

Q Juvenile Court O Worker’s Compensation (SAIF)
O Legal Aid O Family Supports and Connections
Q Other: Q Other:

This agency will not discriminate against anyone. This means we will help all who
qualify. We will not deny help to anyone based on age, race, color, national origin, sex,
sexual orientation, religion, political beliefs or disability. You can file a complaint if you
think that you have been discriminated for any of these reasons.

“Equal Opportunity is the Law”



MY PERSONAL GOALS AND ACTION PLAN

My Name: Carla Johnson

Case Manager: Shirley Hall

EARN Center: Temple

Case Manager Phone #: 215-557-2920

Fax #: 215-557-0330

EARN Center Address: 1601 North Broad Street, Room 100

Section 8.5

My goal at the EARN Center is to obtain employment by participating in 30 hours of weekly
activities that will help me achieve a better life for me and my family.

Activity Hours per Location & Contact Information
Week

Job Search 20 Temple EARN

Begin Date: Projected End Date:

February 9, 2007 March 12, 2007

Activity Hours per Location & Contact Information
Week

Move-Up GED 10 Temple EARN

Begin Date: Projected End Date:

February 12, 2007 TBD

Activity Hours per Location & Contact Information
Week

Begin Date: Projected End Date:

Signature Statement

I commit to do the activities and hours listed in my plan. 1 will also work with my case manager to
update my plan and to work through any problems that arise.

Carla Johnsen

My Signature

SH
Case Manager’s Initials

Febwarny &8, 2007

Date



MY PERSONAL GOALS AND ACTION PLAN

Section 8.5

Name Carla Johinsen
Goal Get my GED and werkt
Action Steps When | Will Check
Get This When
Done Done
Get felp with reading and staxt GED classes 2[12
Lock for wenk 2[12
Who Can Help Me
Name Help They Can Give Contact Date
Nana Watch the kRids 2[8
Zelma Cive me a ride to. classes 2/8




Section 8.6

WORKSHEETS & EXERCISES FROM DR. FORD’S CASE MANAGEMENT
TRAINING & MANUAL

Group Leader’s Guide to Strengths Exercises

Finding My Strengths
Steps to follow for the FINDING MY STRENGTHS exercise:

1. Ask participants to complete the FINDING MY STRENGTHS checklist. Ask them
to check all the strengths they have. Walk around the room to encourage people
not to overlook something. If you are aware of something they did not check,
point out that strength.

2. Tell participants they are now going to pretend they are a product being
advertised on television. They are to do a commercial advertising themselves.
You can have them begin their commercial with “I| AM AWESOME.” Ask each
participant to then stand up and read her strengths list. Give each person an ‘|
AM AWESOME” name-tag when finished.

3. Discuss how they felt talking about their strengths. Ask each person what

he learned about himself as a result of the exercise.

Strengths for Job Search
Steps to follow for the STRENGTHS FOR JOB SEARCH exercise:

1. Ask a group member to hand out STRENGTHS FOR JOB SEARCH. Ask
participants to check all the strengths they have to look for work. Read each
item aloud and give examples. Allow 10 minutes for them to complete the
checklist.

2. Have them talk about why this is a strength.
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Example: Who do you have to watch the children? Have you talked to these
people about this? What kind of support will you get from family and friends?
Who do you know who can give you job leads?

3. Write participants responses on the flip chart. Thank people for their
participation Repeat the process until you have a list of participant strengths.
Congratulate them on all the strengths they have.

4. Ask them to talk about how they can use these strengths to look for work.
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Group Leader’s Guide to Strengths Exercises (continued)

Strengths for Getting Hired
Steps to follow for the STRENGTHS FOR GETTING HIRED exercise:

1. Ask a group member to hand out STRENGTHS FOR GETTING HIRED. Tell the
group that this exercise will help them identify all the good things about
themselves that will interest employers in hiring them. Ask them to check all the
strengths that apply to them. Read the list out loud. Give them examples to help
them think.

2. Go around the group and have each person talk about what they checked. Have
each person stand and say: “I can get hired because | . Have the
group applaud each person.

3. Congratulate group members for all then strengths they have. Tell them they will

learn how to sell these strengths on a resume, applications, and in job interviews.

Strengths for Keeping a Job
Steps to follow the STRENGTHS FOR KEEPING A JOB exercise:

1. Ask a group member to hand out STRENGTHS FOR KEEPING A JOB. Tell the
group that this exercise will help them identify all of the strengths they have for
keeping their new job. Ask them to check all that apply to them. Read the list
out loud. Give them examples to help them think.

2. Go around the group and have each person talk about what they have
checked. Have them stand and say: “I will be able to keep my job because |

. Have the group applaud each person.

3. Congratulate group members for all the strengths they have for keeping a job.

Tell them they will learn how to build on these strengths so they can keep their

job and continue working toward their goals.
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Finding My Strengths

Name

Check all the strengths you have for making change:
| have worked before.
| am doing or have done volunteer work at school, church, or in my community.
I am now helping or have helped friends, family, and neighbors.
| have someone to watch my children while | look for work.
| have a stable place to live.
_ I finished high school or my GED.
| am enrolled in school or training.
| have or can get a ride to look for work.
| have worked for myself to make extra money.
My children are in school or day care.
| am in good health.
My children are in good health.
| know people who could help me find work.
When faced with a problem, | can usually find ways to solve it.
| have overcome difficult personal problems.
| have good references from past jobs or people in my community.
My family and friends will encourage me.
My boyfriend/spouse us supportive of my goals.
| have set goals for my family and myself.
| do something to work on my goals every day.

Other
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Strengths for Job Search

Name

Check all the following that are strengths you have to look for a job:

| have someone to watch my children while | look for work.

| have support from family and friends.

| know about job openings | could qualify for.

| know people who can give me job leads.

I have my own car or access to a car to look for work.

| have suitable clothing to look for work.

I know how to complete an application that will get me an interview.
| know how to sell myself in an interview.

I know how to follow up after an application or interview.

| have a resume that sells my skills and work experience.

Other
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Barriers to Getting Hired

Name

Please check any of the following that you think would make an employer
reluctant to hire you:

Have had several short-term jobs.
Fired from pervious jobs.
Bad reference from previous employer.
Convicted of a crime.
Arrested for a crime.
Have served time in jail.
Currently on parole or probation.
Outstanding warrants or tickets.

____ Have not completed high school/no GED.
Do not speak English very well.
Have trouble reading.
Have trouble with math.

_____Would have difficulty passing a drug test.
Had a drug or alcohol problem in the past.
Have a drug or alcohol problem now.
Been treated for emotional problems.
Health problems that would interfere with work.

Other
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| aMm AWESOME!

Overview

This series of exercises is designed to help participants explore successes they have
had and identify the strengths they have now that can make change possible. These
are helpful for building participants’ self-esteem.

These are five exercises you can use at various stages of the process.

1. My Success Story enables participants to identify their successes and to focus
on what they did to make those successes happen.

2. Finding My Strengths can be used as a beginning exercise to get participants
started thinking about all the strengths they are bringing with them to the change
process.

3. Strengths for Job Search focuses participants specifically on the strengths they
have to offer employers in response to the question: Why Should | Hire You?

4. Strengths for Getting Hired encourages participants to explore what they have
to offer employers in response to the question: Why Should | Hire You?

5. Strengths for Job Retention helps participants examine the strengths they
have for keeping a job.

People often overlook strengths they have. Often they take their strengths for granted
or don’t see them as much.

Here are some suggestions for helping participants probe for the strengths they have:

V' Ask about strengths they may have overlooked that you may be aware of.
Example: You forgot to check a stable place. | know you live with your sister.

V' Ask what they did to make this a strength.
Example: What do you do to make sure your kids are in good health? How did
you get someone to watch your kids?

V' Have participants say their strengths out loud so they can hear themselves.
In group sessions ask participants to say, “I| Am Awesome” and then name their
strengths.
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My Success Story

Overview

This exercise provides participants with an opportunity to talk about their
accomplishments both large and small and to receive praise from others.

It can build self-esteem by encouraging participants to talk about the successes in their
lives. You can use Success Stories in ongoing group meetings to have participants
share new successes as they occur.

Steps to follow:

1.

Group Leader says: We are going to share some of our successes with each
other. Tell us about something you have done that you feel good about. Some
examples: finding a new apartment, passing a test, handling a family problem,
etc. Your success does not have to be big. It can be a small one. Then write
down what you did to make this happen. Do not focus on what other people did
to help. Right now we want to just talk about what you did to make it happen.
Allow 5-6 minutes for participants to write their stories. Use the form on the
next page.

The Group Leader should walk around the room and encourage each
person to write a story. Praise their efforts. The Leader asks each person to
share one story.

When the participants describe what they did to make the success happen have
them make | statements.

Examples: | got my brother to help me move. | kept the appointment.

Praise each participant’s contribution. Remind them that they already have
some accomplishments. They can use these successes to build new ones.
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My Success Story

Name Date

Describe arecent success you had. It can be a big or a small success. You can
tell me about solving a problem, moving to a new place, starting school,
something you made or any other success you can think of.

What did you do to make this success happen?
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Planning My Time

Overview

This exercise can help you teach participants how to reorganize and reprioritize their
time in preparation for work.

Group Leader’s Guide
Below are suggested steps for the group leader.

1.

2.

Introduce the exercise by saying: We are going to look at what you will need to
do to rearrange your time schedule so you can get to work every day on time.
Give participants the TIME SCHEDULE. Ask them to pick a typical day and write
under the heading LIFE NOW what they usually do during each time period.
Allow 15 minutes for this task. Note: You can have them do this as a homework
assignment.

When they have completed their time schedule, have them compare what they
have been doing with the anticipated time schedule for their new job.

. Ask participants to partner with someone to work on what they will have to

rearrange in order to get to work every day on time. Ask them to help each
other rearrange tasks they are now doing so they can meet the new work
schedule. Allow 20 minutes for this activity. Walk around the room to see how
people are doing. Ask questions that will help them do the problem solving.
Have each pair report to the group how they were able to recognize and
reprioritize their time. The group should applaud each pair.

You may want to give each pair a small prize.



TIME SLOT
6:00-7:00 AM

Time Schedule
LIFE NOW

Section 8.6

WORK SCHEDULE

7:00-8:00

Work Starts at 8:00 AM

8:00-9:00

9:00-10:00

10:00-11:00

11:00-12:00

12:00-1:00 PM

Lunch: 12:00-1:00 PM

1:00-2:00

2:00-3:00

3:00-4:00

4:00-5:00

5:00-6:00

Work Ends: 5:00 PM

6:00-7:00

7:00-8:00

8:00-9:00
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The Tragedy Calendar

Overview

The Tragedy Calendar exercise can help participants plan for both the anticipated and
unexpected events that may occur when they begin working.

Group Leader’s Guide
Below are suggested steps for the group leader:

1.

Ask a group member to hand out the TRAGEDY CALENDAR. Tell the
participants that this exercise will help them plan for emergencies that can keep
them from getting to work every day.

. Ask participants to look at the calendar and imagine that these events happened

to them during their first month of work. Read each item on the calendar. The
doctor’s appointment on Tuesday of Week 1 and the teacher’s appointment on
Monday of Week 2 were already scheduled. The other events were unexpected.
Ask the group what they think might happen if they missed all of these days of
work during the first month.

. Ask the group this discussion question: “If you could persuade your boss to let

you take one day off during this first month, what day would you choose?” Have
each person circle her choice on the calendar. Allow some time for group
members to discuss their choices. There are no right or wrong answers. You
can have participants’ role-play the supervisor and the employee.

After participants have chosen their day off, say: “Now that you have chosen your
one day off, think about what you would say to your boss to request this day off.”
Have the group discuss when they should notify their supervisor, whether they
have to take the whole day off, and what they should say. You can have
participants’ role-play the supervisor and the employee.

Have participants partner with another person and use the POCS process to
figure out how to handle one problem listed.

Have each pair report their problem solving process to the entire group.
Have the group applaud each pair. The group can discuss what they learned
from this exercise.



Monday

Tragedy Calendar

Tuesday

' Wednesday | Thursday |

Section 8.6

Friday
WEEK ONE
Doctor’'s Child with
Appointment Chicken Pox
(SCHEDULED)
WEEK TWO
Teacher’s Plumber
Conference
(SCHEDULED)
WEEK
THREE Child Support Uncle’s
Hearing Funeral
WEEK
FOUR Headache Ride No
Show
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WELCOME CALL SCRIPTS

EARN Center

Representative:

Customer:

EARN Center

Representative:

Customer:

EARN Center

Representative:

Customer:

EARN Center

Representative:

Customer:

EARN Center

Representative:

EARN Center

Representative:

Customer:

EARN Center

Representative:

EARN Center

Representative:

Customer:

EARN Center

Representative:

Scenario One: Positive Response

Hello, may | please speak with (Customer Name)?

(Response)

Hello, My name is (Name), and | am calling from the (EARN Center
Name) EARN Center. | see that you set up an appointment with
your CDU worker to start at the EARN Center on (Day, Date, Time)
and we are really looking forward to working with you. Do you think
that you are going to be able to make this appointment?

( Positive Response)

That’s great! We are very excited to meet you and we are looking
forward to working with you. Do you think you’ll have any problems
getting to this appointment: Childcare? Transportation? Directions?

(Response)

What plans have you made to take care of ? Who can

help you?
(Response)

(Allow the customer to offer solutions. You can provide additional
support. For example, if she gets a ride to the EARN, you can
assist with transportation home.)

Well, please keep in mind that if you have any other concerns or
issues that arise before this meeting, contact me at anytime
between (List days/hours of availability). Can | give you my phone
number just in case something comes up?

(Response)

(Give name, personal phone number and EARN Center general
phone number)

Ok, can | ask you one last question before | let you go? Are you
currently registered at any vocational school or college? If so, can
you please bring documentation that confirms your registration
when you come to the EARN Center for your appointment?

(Response)

It looks like we are all set for your appointment on (Day, Date,
Time). Again, don’t hesitate to contact me if you have any concerns
before your appointment, and everyone here is excited to meet you.
See you then!



EARN Center

Representative:

Customer:

EARN Center

Representative:

Customer:

EARN Center

Representative:

EARN Center

Representative:

Customer:

EARN Center

Representative:

Customer:

EARN Center

Representative:

Customer:

EARN Center

Representative:

EARN Center

Representative:

Customer:

EARN Center

Representative:
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Scenario Two: Negative Response

Hello, may | please speak with (Customer Name)?

(Response)

My name is (Name), and | am calling from the (EARN Center
Name) EARN Center. | see that you set up an appointment with
your CDU worker to attend the EARN Center on (Day, Date, Time)
and we're looking forward to working with you. Do you think that
you are going to be able to make this appointment?

(Negative response)

Is there a reason in particular that you won'’t be able to come?
Perhaps we can work together to come-up with a solution.

(Express understanding and work with customer to address the
issue.) | understand, that is a difficult situation, so let's see what we
can do together to get you here so you don’t miss out on this
exciting opportunity. (Discuss the situation and allow the customer
to look for solutions.)

(Response)

(If issue is resolved, make sure that it is the customer’s plan and
the customer feels comfortable with the arrangement). Do you feel
comfortable with this plan? Do you foresee any other issues arising
before your appointment?

(Response)

Well, please keep in mind that if you have any other concerns or
issues that arise before this meeting, contact me at anytime
between (List days/hours of availability). Can I give you my phone
number just in case something comes up?

(Response)

(Give name, personal phone number and EARN Center general
phone number)

Ok, can | ask you one last question before | let you go? Are you
currently registered at any vocational school or college? If so, can
you please bring documentation that confirms your registration
when you come to the EARN Center for your appointment?

(Response)

It looks like we are all set for your appointment on (Day, Date,
Time). Again, don'’t hesitate to contact me if you have any concerns
before your appointment, and everyone here is excited to meet you.
See you then!
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PWDC —TWD Emplover Introduction — Guided Telephone Prospecting Script

\ Objective:  To set an appointment with a new employer

{Introduction} Opening/Rapport: “Good Morning my name is and | am the
____ (title)___ for (name)/EARN Center. Do you have a few minutes now for me to
discuss how my agency can supply your company with qualified employees?

If yes, continue:
If no, ask for follow-up date/time.
{Benefits}: | am calling you today because we are seeking to establish long-term

relationships with employers who want to hire applicants who have decided to enter the
workforce. The benefits to you for hiring our customers are:

1. Qualified customers are pre-screened at no cost.
2. Time and money is saved for finding and hiring applicants and
3. Our customers are ready to work!

{Set Appointment}: | would welcome the chance to explore employment opportunities
with you. | will be in your area this/next week. Let's set up an appointment for about 30
minutes at which time | can give you more information on our EARN Center and
become knowledgeable about your company and available entry level positions.

Are you available on at am/pm or

at am/pm?
{Close}: Mr/Mrs. , thank you for your time. | look forward to meeting
with you.

\ Recommended follow- up Actions to the phone call

o Schedule appointment in Microsoft Outlook calendar.
o Send appointment confirmation letter to the employer.
. Prepare marketing and EARN Center information materials for meeting.
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8.9
SUPPORTIVE SERVICES FORMS & REFERENCES

Client Name:

@ pennsylvania

DEPARTMENT OF PUBLIC WELFARE Case Record #:

SELF-RELIANCE CHECK LIST

® How were you able to get to the CAO? Are you able to use this transportation to get to
an employment and training activity?

Own Transportation U Yes
Neighbor/Friend O No - explain
Public Transportation/Bus
County Transportation Service
Walked to the office

ooood

® Does your job or employment and training program provide van or other transportation
services that you can use?

O Yes
O No — explain

@ Does your job or training program require you to wear special clothing?
O No
L] Yes- explain

@ Do you have any supports available to you personally or in the community that can provide
the requested item(s) or service(s) at no cost?

] Yes
] No - explain

@ Other discussion related to available resources:
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County Assistance Office Use Only

pennsylvania

DEPARTMENT OF PUBLIC WELFARE Case Record Number:

Special Allowance Verification Form

Participants in Department of Public Welfare’s Employment and Training Program may request an allowance to help them participate in
work and work related activities if:

e The item or service requested is REQUIRED by an employer, school or training provider to enable work or participation; &

e Participation would not be possible without the item or service requested; &

e The Item or service is not provided by the employer, school or training provider

Please direct any questions about this form to:

(IMCW or Contracted Vendor case manager name and phone number)

The individual must have your verification and return the form by this date to be considered for the allowance:

Name:

Education or Training Provider:

Address/Phone:

Name, Title & Phone # of Person Completing Form:

The following item(s) or service(s) have been requested to support participation in your school or training program:

>

>

>

>

Does your school/training site require the item(s) or service(s) listed above to enable the employee/student/ participant to attend
school or training? YES___ NO __

Comments:

Does your school/training site provide the item(s) or service(s) at no cost to the student/ participant?
YES___ NO If YES, what is the time period covered by the payment/service?
Comments:

Is the item or service indicated above provided by school or training provider — but payment is required by the
student/participant? YES NO If YES, what is the amount that the student/participant must pay? $
Comments:

Do you have any other comments that can assist DPW in determining if the item(s) or service(s) above are required for the
individual to work or attend school or the training activity?

CAO COMMENTS:
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EARN CENTER
SUPPORTIVE SERVICES REQUEST FORM

Please Check the Appropriate Box

EARN Center 0 JSST O PPY OO Provider Name:

Case Manager: Phone #: Today’s Date:
Job Candidate’s Name:

District:

Social Security # :
Section A : Type of Request (Refer to Guidelines for Eligible S services)

___ Clothing/Uniform (Not to exceed $175.00) Amount Requested:

____ Pre-employment Healthcare (Eye glasses up to $200) Amount Requested:

__ Hearing aid up to $1000, one time award) Amount Requested:
_____Transportation Amount Requested:

__ Tokens_O__ WeeklyO MonthlyOd

_ Zone?2 Zone 3 Other, Explain:
Utility Payment (complete next section)
___Pniladelphia Electric Company ) Amount Requested

Philadelphia Gas Works Amount Requested
Philadelphia Water Department Amount Requested
Other, (explain) Amount Requested

Rental / Mortgage Assistance (complete next section) Amount Requested:

Will your agency provide additional supportive services dollars if necessary to bring the balance to zero? Yes 0 No [O
_____Auto Purchase, Repair, Insurance (complete Section B) Amount Requested:

__ Relocation (complete Section C ) Amount Requested:

____ Tools and equipment Amount Requested:

____ Other Amount Requested:

Section B : Supportive/Background Information. Documentation required.*

Statement of Need:

Steps taken to resolve issue and access other resources before requesting PWDC Funds:

Describe the action and follow-up steps to help prevent a reoccurrence:

Monthly Income: List sources of income and amounts received:

Monthly Expenses: List types of expenses and amounts

**NOTE: PLEASE ATTACH DETAILED SUPPORTING DOCUMENTATION FOR ALL REQUESTS. THE ORIGINAL FORM
MUST BE SUBMITTED TO THE FINANCE DEPARTMENT W ITH A CHECK REQUEST FORM ATTACHED, EXCEPT WHEN
REQUESTING TRANSPORTATION**

Staff Member Name: Date:
Support Service Coordinator: Date:
Request Approved By: _ Date:

Client Signature: Date:
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I
Development Corporation
Fulking fh s t: et Worirca, EMPLOYER WAGE SUBSIDY AGREEMENT — EXISTING EMPLOYERS
Employer Information EARN Center Name
EARN Center Address
EARN Center Contact Person Name
Please check one: @) Nonprofit
O For Profit
O Public/Government
Employer Federal Taxpayer 1D
Contact Name Telephone No. Email
Street Address City State Zip
Work Site Supervisor (if different from above) Telephone No. Email
Work Site Address (if different from above) City State Zip
Job Duties Workers” Compensation Carrier and Policy Number
Please attach Job Description
or Job Order Worksheet

This Agreement is hereby entered into between the Employer and the EARN Center (EARN) listed above which, including all documents
that are attached and integrated, comprises the entire agreement between the parties. Employer agrees to hire a Program Participant(s)
under the terms of this Agreement and PWDC will directly reimburse Employer as follows:

100% - Month 1 50% - Month 4
50% - Month 2 0% - Month 5 (ho payment)
50% - Month 3 100% - Month 6 - Payable on or after Day 181

Employer agrees to pay the prevailing wage and submit payroll registers as proof that payment has been made to the Program Participant
along with monthly invoices to EARN in order to receive reimbursement. Each Program Participant shall be listed on the Wage Subsidy
Participant Information Form and integrated into this Agreement.

| have read this Agreement and understand the Wage Subsidy Program Terms and Conditions (Program) attached. | understand that this
Agreement shall continue for a term not longer than six (6) months. | hereby agree to comply with all requirements of the Program as
well as all applicable federal and state workplace laws and regulations, including, but not limited to, those governing employment taxes,
Title VII, OSHA, the Clean Air Act and those which prohibit discrimination in employment and in the delivery of services on the basis of
race, color, national origin, age, sex, sexual orientation, handicap, disability or religious belief.

Employer and EARN may terminate this Agreement without cause with respect to the attached participants listed, including any other
agreements made between EARN and the Employer, upon 30 days written notice. Employer also agrees that EARN may immediately
terminate this Agreement if for any reason the U.S. DOL, US HHS, or the Commonwealth of Pennsylvania fails to provide funds, through
which this Agreement is funded. Each Program Participant shall be listed on the Wage Subsidy Participant Information Form and
integrated into this Agreement.

My signature below signifies my consent.

(Print)  Employer EARN Center Director

(Signature) Employer Date EARN Center Director Date
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Development Corporation
Fulkcling the G o o Batier Workionca,

WAGE SUBSIDY PROGRAM TERMS & CONDITIONS

Employer agrees to do the following:

>

>
>
>

\4

Provide Program Participants with a new position that provides for a minimum of twenty (20) and a maximum of forty
(40) hours per week for a positive and enriching learning experience, not to exceed six (6) months of subsidy;

Establish one-on-one mentoring for the Program Participant to receive workplace guidance and achieve integration;
Refrain from displacing present employees from regular work hours, wages or employee benefits or place regular
employees on layoff to hire Program Participants and understand that such actions are prohibited,;

Compensate Program Participants at equivalent wages and benefits including sick leave, holiday and vacation absences
afforded regular employees in comparable positions as part of Employer’s regular payroll process and accept
reimbursement from PWDC, however, compensation shall not be less than $ 7.25 per hour or more than $13.00 per hour;
Withhold and pay, in accordance with state and federal law, all required deductions for state and federal income tax,
social security tax and unemployment insurance tax, from participant wages;

Maintain health, safety and working conditions at or above acceptable industry levels and no less than comparable jobs,
including a drug-free workplace with ongoing measures to establish drug-free awareness;

Maintain adequate coverage of the following insurance and/or compensation policies: liability insurance, worker’s
compensation and unemployment compensation coverage (in accordance with Pennsylvania Unemployment
Compensation Law);

Maintain confidentiality of the Program Participant’s records, files and wage documents and to hold for a minimum of
six (6) years from the end date of Program Participant’s employment for auditing purposes and make available to the
Referring Agency and PWDC;

Refrain from paying federally appropriated funds by or on behalf of the Employer to any person for the purpose of
influencing or attempting to influence an officer or employee of an agency, a Member of Congress in connection with the
awarding of any federal contract, grant or loan, entering into any cooperative agreement and the extension, continuation,
renewal, amendment or modification of any federal contract grant, loan or cooperative agreement. If any such funds will
be paid, Employer shall complete and submit a Standard Form LLL, “Disclosure Form to Report Lobbying” in
accordance with its instructions;

To the extent permitted by applicable state and federal law, indemnify and hold harmless the Referring Agency, PWDC,
their respective officers, agents and employees from all claims, lawsuits and actions of any nature that may be brought
against the Employer as a result of Employer’s performance or omissions under this Agreement.

The Referring Agency agrees to do the following:

>

On a monthly basis, forward Employer’s properly completed invoice to PWDC by the 15™ day of the following month,
who shall reimburse the Employer within ten (10) business days of receipt by PWDC Finance Department. Invoices
received on the 16" day or after will be paid the following month;

Remain available to the Employer, as well as the Program Participant, to conduct follow up performance assessment,
provide support services and/or any dispute resolution as needed;

Notify Employer immediately of the termination of this Agreement if the appropriate funding for the Program has been
eliminated or substantially reduced.

Withhold payments and seek repayment of past amounts paid if it is determined that Employer has failed to adhere to any
of the terms or conditions of this Agreement resulting in its termination

INITIAL HERE TO SIGNIFY UNDERSTANDING AND CONSENT:

Employer EARN Center

Rev. 9/30/10
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I
Development Corporation
Eulking fh G 2 et Womdorca, EMPLOYER WAGE SUBSIDY AGREEMENT — NEW EMPLOYERS
Employer Information EARN Center Name
EARN Center Address
EARN Center Contact Person Name
Please check one: @) Nonprofit
O For Profit
O Public/Government
Employer Federal Taxpayer 1D
Contact Name Telephone No. Email
Street Address City State Zip
Work Site Supervisor (if different from above) Telephone No. Email
Work Site Address (if different from above) City State Zip
Job Duties Workers” Compensation Carrier and Policy Number
Please attach Job Description
or Job Order Worksheet

This Agreement is hereby entered into between the Employer and the EARN Center (EARN) listed above which, including all documents
that are attached and integrated, comprises the entire agreement between the parties. Employer agrees to hire a Program Participant(s)
under the terms of this Agreement and PWDC will directly reimburse Employer as follows:

100% - Month 1 50% - Month 4
50% - Month 2 0% - Month 5 (ho payment)
50% - Month 3 100% - Month 6 - Payable on or after Day 181

Employer agrees to pay the prevailing wage and submit payroll registers as proof that payment has been made to the Program Participant
along with monthly invoices to EARN in order to receive reimbursement. Each Program Participant shall be listed on the Wage Subsidy
Participant Information Form and integrated into this Agreement.

| have read this Agreement and understand the Wage Subsidy Program Terms and Conditions (Program) attached. | understand that this
Agreement shall continue for a term not longer than six (6) months. | hereby agree to comply with all requirements of the Program as
well as all applicable federal and state workplace laws and regulations, including, but not limited to, those governing employment taxes,
Title VII, OSHA, the Clean Air Act and those which prohibit discrimination in employment and in the delivery of services on the basis of
race, color, national origin, age, sex, sexual orientation, handicap, disability or religious belief.

Employer and EARN may terminate this Agreement without cause with respect to the attached participants listed, including any other
agreements made between EARN and the Employer, upon 30 days written notice. Employer also agrees that EARN may immediately
terminate this Agreement if for any reason the U.S. DOL, US HHS, or the Commonwealth of Pennsylvania fails to provide funds, through
which this Agreement is funded. Each Program Participant shall be listed on the Wage Subsidy Participant Information Form and
integrated into this Agreement.

My signature below signifies my consent.

(Print)  Employer EARN Center Director

(Signature) Employer Date EARN Center Director Date
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WAGE SUBSIDY PROGRAM TERMS & CONDITIONS

Employer agrees to do the following:

>

Provide Program Participants with a new position that provides for a minimum of thirty (30) and a maximum of
forty (40) hours per week for a positive and enriching learning experience, not to exceed six (6) months of
subsidy;

Establish one-on-one mentoring for the Program Participant to receive workplace guidance and achieve
integration;

Refrain from displacing present employees from regular work hours, wages or employee benefits or place regular
employees on layoff to hire Program Participants and understand that such actions are prohibited,

Compensate Program Participants at equivalent wages and benefits including sick leave, holiday and vacation
absences afforded regular employees in comparable positions as part of Employer’s regular payroll process and
accept reimbursement from PWDC, however, compensation shall not be less than $ 8.00 per hour;

Withhold and pay, in accordance with state and federal law, all required deductions for state and federal income
tax, social security tax and unemployment insurance tax, from participant wages;

Maintain health, safety and working conditions at or above acceptable industry levels and no less than comparable
jobs, including a drug-free workplace with ongoing measures to establish drug-free awareness;

Maintain adequate coverage of the following insurance and/or compensation policies: liability insurance, worker’s
compensation and unemployment compensation coverage (in accordance with Pennsylvania Unemployment
Compensation Law);

Maintain confidentiality of the Program Participant’s records, files and wage documents and to hold for a
minimum of six (6) years from the end date of Program Participant’s employment for auditing purposes and make
available to the Referring Agency and PWDC;

Refrain from paying federally appropriated funds by or on behalf of the Employer to any person for the purpose
of influencing or attempting to influence an officer or employee of an agency, a Member of Congress in
connection with the awarding of any federal contract, grant or loan, entering into any cooperative agreement and
the extension, continuation, renewal, amendment or modification of any federal contract grant, loan or
cooperative agreement. If any such funds will be paid, Employer shall complete and submit a Standard Form
LLL, “Disclosure Form to Report Lobbying” in accordance with its instructions;

To the extent permitted by applicable state and federal law, indemnify and hold harmless the Referring Agency,
PWDC, their respective officers, agents and employees from all claims, lawsuits and actions of any nature that
may be brought against the Employer as a result of Employer’s performance or omissions under this Agreement.

The Referring Agency agrees to do the following:

>

On a monthly basis, forward Employer’s properly completed invoice to PWDC by the 15" day of the following
month, who shall reimburse the Employer within ten (10) business days of receipt by PWDC Finance
Department. Invoices received on the 16™ day or after will be paid the following month;

Remain available to the Employer, as well as the Program Participant, to conduct follow up performance
assessment, provide support services and/or any dispute resolution as needed;

Notify Employer immediately of the termination of this Agreement if the appropriate funding for the Program has
been eliminated or substantially reduced.

Withhold payments and seek repayment of past amounts paid if it is determined that Employer has failed to
adhere to any of the terms or conditions of this Agreement resulting in its termination

INITIAL HERE TO SIGNIFY UNDERSTANDING AND CONSENT:

Employer EARN

Center

Rev. 9/30/10



Section 8.10

Date:

Title:

*Please attach job descriptions for new employees or position changes only.

EARN
EMPLOYER NAME: CENTER:
HRS. EST.
JOB TITLE (ATTACH JOB PER PAY | START END TOTAL
PARTICIPANT NAME SSN DESCRIPTION FOR EACH)* | WEEK | RATE | DATE DATE % | EARNED
TOTAL EARNED:
Approved by Employer:
For EARN Center Approval:
Name:
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PA WORKING WARDROBE POLICY & FORMS
Referral Process for Philadelphia County Contractor:

1. Participant requests clothing required for interview, employment or training.
a. Explain the role of clothing agency in providing clothing.
b. Give client a clothing-pilot brochure

NOTE: The client must have a need for clothing that supports his/her employment and
training plan denoted on an Employment Development Retention Plan (EDRP).

2. Client and contractor complete a referral form for the clothing agency.

3. Contractor calls the clothing agency to schedule an appointment. (Appointment should be
scheduled within two business days when possible).

4. Contractor faxes referral form to the clothing agency with appointment time selected.

5. Clientis given a copy of the referral form and driving directions/bus routes to the clothing agency.

6. Client goes to appointment and takes along the Referral form and/or photo ID as verification of
identity. Upon arrival, client receives appropriate clothing for interview/employment/training, as
needed from the clothing agency.

a. “No-Shows” — The clothing agency will:

1) Attempt to call clients and reschedule appointments for those who did not show
Send letter to client if unable to reach her by phone.

2) Send an email to the referring contractor to notify the case manager when a client
does not show for her scheduled appointment.

3) Create an attendance log called a “Participant Tracking Report” which will list all
clients referred by contracted agencies — those who kept their appointments and those
who failed to show. This report will be sent to the Bureau of Employment and Training
Programs (BETP) via email the beginning of the following month.

7. Client goes to interview or training.
8. If clientis hired for employment, or has an interview scheduled (depending on the type of clothing
she received the first time), she may contact the clothing agency to make an appointment for

additional clothing - no need to contact the CAO or Contractor.

a. On her own accord, the client may choose to participate in the Professional Women’s Group
— or other meetings of this type if offered by the clothing agency
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Referral Process for Philadelphia County Assistance Office:

PCAQO Referral to Contracted Provider

1. Client requests clothing allowance from CAQO for interview, employment or training.

2. CAO evaluates need for clothing and narrates request/eligibility for clothing in case record and on
the AMR.

3. CAO discusses new clothing allowance procedure with the customer.
4. CAO gives customer a copy of the AMR, the brochure and the 162 notice of eligibility.
5. Client reports to the Contractor for appointment.

6. Contractor completes referral process.

PCAQO Referral for Self Initiated or Food Stamp Customer

1. Customer requests clothing allowance for interview, employment or training.

2. CAO evaluates need for clothing, narrates request/eligibility and includes it on the AMR/EDP.
3. CAOQ discusses new clothing allowance procedure with the customer.

4. CDU worker and customer complete a clothing referral.

5. CAOQ gives the customer a copy of the AMR/EDP, the brochure, a copy of the referral form and the
162 eligibility notice. Customer is told to contact the contractor for an appointment.

6. CAO faxes the referral form to the contractor.



Fax: 215-717-4001

Client Referral Form (CLOTHING AGENCY USE ONLY)
PA Working Wardrobe Check if entered into data base
e LR Work N Style No Show:

The Department of Public Welfare P1h:?|1a5dgvlpariinau;(3 At %h1|(:)|7 Agency/Client called —
PA Working Wardrobe Phone: 215-717-4000 T — S
COMPLETED BY REFERRING AGENCY Referral Date:

District: District Workers Name:

Telephone: E_ X T  Email:

Client Name: Record #:
Address: Phonet#:

Interpreter Assistance (indicate language only if individual does not understand English)

Public Assistance TANF: I Yes [0 No Food Stamps: [0 Yes [ No
Size (indicate sizes): Height: feet inches Special Attire Request:

Suit size: Shirt Size: Pant size: Shoe size:

Time (check one): [J10:00 J 11:00 [0 12:00 I 1:00 O 2:00 I 3:00 Day (check one): J Mon [0 Tues [ Wed U Thurs O Fri
Clients must be instructed to arrive on time and alone or they will not be suited. NO CHILDREN OR VISITORS ALLOWED.

Interview Suit: Potential Employer: Position: Interview Date:

Employer or Training Provider:  Position: Start Date:

COMPLETED BY CLOTHING AGENCY
INTERVIEW SUIT (colon

SUIT: SHIRT: PANTS: SHOES: SOCKS: TIE:
Donated [ Donated [ Donated [ Donated [ Donated [J Donated [

Purchased [0 Purchased [0 Purchased [ Purchased [0 Purchased [0 Purchased [
Size Size Size Other Item:

PERSONAL SHOPPER: PURCHASE ITEMS: $

EMPLOYMENT-TRAINING CLOTHING
SUIT:# SHIRT# PANTS:# SHOES:# SOCKS:# TIE# UNIFORM:#
Donated [1 Donated [ Donated [1 Donated [ Donated [ Donated [ Donated [

Purchased [ Purchased [ Purchased [ Purchased [ Purchased [1 Purchased [J Purchased [
Size Size Size Size Size Size Size

PERSONAL SHOPPER: PURCHASE ITEMS: $




(CLOTHING AGENCY USE ONLY)
Check if entered inta database

pennsylvania Client Referral Form

DEPARTHMENT OF PUBLIC WELFARE PA Working Wardrobe
The Carear Wardrobe No Show:
e e 1211 Chestnut Street, #205 Ageney/Client called
Philadeiphia, PA 19107 Data
Phone: 215-568-6693 Letter sent —
PA WORKING WARDROBE Fax: 215-568-5998

=T P T S L

COMPLETED BY REFERRING AGENCY

District: District Workers Name:
Telephone: Ext: Fax:

Ermail:

Client Name:

Address:

Fhone number: Record number:

Ta Clothing Frovider: Fax: Date:
Public Assistance TANF: [ Yes ™ No Food Stamps: 7 Yes [ No
Indicate sizos ‘Height: _ fest Inches Special attire request:

Sultsize; 0 _2 4 _6_8_10_12 _14 15 _18 _20 _22 _24 _26 _28 _30 _3%2 _M
Shoesize;_5 _55 _6 _65 _7 _75_8 _85_9_95_10 _11 _12

------ o

Time: [310:00 O 11:00 [J1z:00 J1:00 [J2:00 [J3:00 Day: JMon (CJTues Jwed ] Thurs [ Fri
{ehack: ane) [ehack are)

Clients must be instructed to arrive gn fime and afape or they wil not be sulted. NO CHILDREN OR VISITORS ALLOWED.

Interpreter Assistance (indicate language only if individual does not understand English)

Interdew Suit: Potential Employer; Position: Interview Date:

Employer or Training Provider: Position: Start Date:

[COMPLETED BY CLOTHING AGENCY

INTERVIEW SUIT feofor)

SUIT: BLOUSE: SHOES: . HANDBAG:! HOSIERTY: SCARF: JEWELRY:
Donted (1 Oomated [ Donsted [T Domated [0 2 Oomated 1[5 Dovated [0 Set O
Purchased (1  Purchased [  Purchased [J Purchosed []  Purchased [ Purchesed ] Eamings [
Slza: Slza: Siza: Okher Item: Meddace [J
[MAGE CONSULTANT: PURCHASE ITEMS:%

EMPLOYMENT-TRAINING CLOTHING

Sum:# BLOUSE:# ___ SHOES:# ___ HANDBAG:#_____ HOSIERY:# ____ SCARF:# __ _ JEWELRY:# ____
Donsted [] Donmted [J] Donsted [] Donated [] Donated [J Donated []  Set 0
Purchosed [0  Purchesed [ Purchased [0 Puchesed [J Purchased [] Purchased[D EBamings [J
Clze: Siza: Size; Qther [tem: MNeddace [
IMAGE CONSULTANT: PURCHASE ITEMS:$

PA 1842.51C B/08



CLOTHING AGENCY USE ONLY
pennsylvania Client Referral Form |\ :
DEFARTMENT OF PUBLIC WELFARE PA Working Wardrobe Check If entered into database

Dress for Suceess® Philadelphia Mo Show:
1043 Spring Garden St., 1st Floor Agency/Client called

wwniLdpw.state.paus

Philadelphia, PA 19123 Dt
Phone: 215-232-7230 Letter sent e
PA WORKING WARDROBE Fax: 215-232-7351 e
COMPLETED BY REFERRING AGENCY
District: District Workers Name:
Telephone: Ext: Fax:
Email:
Client Name:
Address!
Phone number Record number:
To Clothing Provider: Fax: Date:
Public Assistance TANF: [ Yes [ No Food Stamps: [] Yes "] No
Indicate sizes :Height: _ Feot _inches Special attire request:

Sultsize: 0 _ 2 4 _6 _ 8 _10 12 14 _ 16 _ 18 _ 20 _ 22 24 _ 26 _ 28 _ 30 _ 32 _ 34

Sheeshe:l'5 _ 55 _& 65 _F 75 _8 8.5 9 9.5 __10 11 12

Tire: 7] 10000 [J11:00 []12:00 [J1:00 [J2:00 []3:00 Day: [ Mon [JTues [JwWed [JThurs [IFn

{check onel [eheck one)

Clients must be instructed to amive oo Hime and glone or they will not be suited, NO CRILDREN OR VISITORS ALLOWED.,

Interpreter Assistance {indicate language only If individual does not understand English)

Interview Suit: Potential Employer: Position: Interview Date:

Employer or Training Provider: Position: Start Date:

COMPLETED BY CLOTHING AGENCY
INTERVIEW SUIT (caler)

SUIT: BLOLSE: SHOES: HANDBAG: HOSIERY: SCARF: JEWELRY:
Donsted [ Dompted [ Donated [1  Donated u Donated [ Donated []  Set N
Purchased [ Purchased [ Purchased [ Purchased [ Purchased [ Purchased [ Earrings |

Size: Size: Slze: Other Item: Meddace [

IMAGE CONSULTANT: PURCHASE ITEMS: 3

EMPLOYMENT-TRAINING CLOTHING

SUIT: 2 BLOUSE: 2 SHOES: £ HANDBAG: £ HOSIERY: 2 SCARF:2 JEWELRY:-2
Donated [ Domated [ Donated [0 2 Donated O Donated [ Domated [0  Set O
Purchased [ Purchased [  Purchased [ Purchased [ Purchased [ Purchased []  Earrings O

Size: Skze: Size: Other [tern: Meddace [

IMAGE CONSULTANT: FURCHASE [TEMS:$

PA 1842.510 8/08
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Suqggested Work Certified Orientation Script

EARN Centers should use this as a guide for the type of information to relay to
customers at Orientation.

Imagine learning sKkills that increase opportunities to get a job, keep a job and earn
promotions and raises.

Imagine receiving positive reactions from employers who look forward to working with
you and are pleased with your skills and abilities.

Imagine earning a certificate that employers view as impressive.

If you can imagine yourself receiving the benefits and opportunities | just mentioned,
then there is a new program that can help you. It's called “Work Certified.”

Work Certified is a state-wide work readiness program that started in Florida that all
EARN Centers are now offering. It was created with business owners in order to meet
the needs of employers for entry-level workers. It is designed to prepare job seekers
like yourselves to understand what they must do to be successful at getting a job,
keeping a job and advancing in the work place.

Although Work Certified is new in Philadelphia, it is a job readiness training program
that is familiar in other parts of Pennsylvania and other states such as Florida,
Massachusetts, Illinois, Michigan, Arizona and Texas.

Work Certified provides opportunity for customers to succeed. Over 2000 students
have completed the program and 82% of these students have passed the certification
exam. About 96% Work Certified graduates find employment within 30 days after
graduation. An impressive 89% are still employed after 6 months, and 32% were
promoted.

Work Certified is a 3 week, 6 hour per day, interactive program in a classroom setting
that teaches skills critical to employment while simulating a workplace — the instructor
treats students like employees, and students are expected to treat one another like they
would co-workers on the job. This helps customers learn how to behave and what to
expect on the job.

In 3 weeks, you will have gained critical skills and knowledge in 9 areas employers have
identified as important, including:

e Employability (Pre-Employment and Job Skills | and Il modules): how to get along
with challenging people on the job, what employers view as legitimate reasons to
call our or be late from work, how to handle demands of personal life versus work;

e Customer Service: what is considered by employers as good customer service and
how to handle difficult customers;
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e Business Tools: how to operate business machinery such as a fax machine, copier
and computer;

e General Business Knowledge: important factors employers consider when hiring and
offering raises and promotions;

e Business Writing: how to write a resume, a cover letter, thank you letter, business
memo;

e Reading Comprehension: how to read a work document (like a memo or instruction
manual) and understand the implied meaning (“reading between the lines”);

e Business math: such as how to calculate your earnings and perform other basic
math calculations that employers say they want employees to know how to do.

Mastering skills in these areas will help you improve your confidence, which will better
enable you to find and keep a job. The skills learned in this course will not only help
increase possibilities like getting and keeping a job, it will also provide opportunities
where you can grow into higher level positions and establish a career; as long as you
apply those skills taught in Work Certified.

To help you remember and apply skills learned, Work Certified requires you to take a
quiz on each of the nine topics. After passing all quizzes (customers have multiple
chances to take each quiz), you are eligible to take the certification exam, which covers
all the material taught during the three weeks of training. Scoring 80% or better on the
exam, you will earn Work Certified status and can receive a wallet-size Work Certified
certification card, which is recognized by many employers in other parts of the state and
nation and by a growing number of employers in the Philadelphia area. This
certification will give you a competitive edge in the job market because it can be
presented to employers as evidence of skills possessed.

This program is conducted just like a job. Therefore, your responsibility during this
program is no different than it would be at work. Because attendance and promptness
are crucial for success on the quizzes and certification test and highly valued by
employers in the workplace, in order to get certified and receive a card at the end of the
program, you must be able to meet strict attendance requirements during the 3-week
Work Certified program. Students are allowed no more than two excused absences
(and no unexcused absences), have no more than three instances of unexcused
tardiness and must demonstrate professional grooming. Effective use of interpersonal
skills when interacting with supervisors (Work Certified instructors) and co-workers
(Work Certified classmates and other supportive staff) is required as well.

Start investing today in your future by joining Work Certified.
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Philadelphia Workforce Development Corporation
Transitional Workforce Division Training
WORK CERTIFIED COURSE EVALUATION

Thank you for taking the time to share your view of the training you are receiving. This survey will be used to improve our
services. Next to each statement below, circle the number that best describes your response. Please answer honestly.

Date You Completed Work Certified Class:

Work Certified Instructor(s) Name(s):

Does

Strongly Strongly Not
General Structure Agree Agree Neutral Disagree Disagree Apply
Course goals were clearly explained during
orientation. 5 4 3 2 1 0
Classes started and ended on time. 5 4 3 2 1 0
Classes were held as scheduled. 5 4 3 2 1 0
The class work was what | expected. 5 4 3 2 1 0
Grading
Module Quizzes were based on the class
work and/or homework. 5 4 3 2 1 0
Passing grade of 80% or more in Module
Quizzes and Certification exam was
explained clearly during orientation. 5 4 3 2 1 0
Class Work
The class work in this course was
challenging. 5 4 3 2 1 0
Homework and class helped me to learn the
modules. 5 4 3 2 1 0
The course prepared me for the workplace. 5 4 3 2 1 0
The course helped me to increase my
customer service skills. 5 4 3 2 1 0
Instructor(s)
Instructor(s) were helpful as discussion
leaders. 5 4 3 2 1 0
Lessons were clear and well planned. 5 4 3 2 1 0
Instructor(s) made the subjects interesting. 5 4 3 2 1 0
Instructor(s) were able to help me outside of
class. 5 4 3 2 1 0
| received useful feedback on my work. 5 4 3 2 1 0
Instructor(s) were concerned about my
learning and progress. 5 4 3 2 1 0
Quality of the Course
The quality of this course was excellent. 5 4 3 2 1 0
| would suggest this training to someone
else. 5 4 3 2 1 0
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Comments:

Print Name (optional) :
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8.13
SELF INITIATED CUSTOMERS

Philadelphia County Assistance Office referral procedure:

The CAO staff:

1.

DR WM

®© N

Evaluates and approves the individual’'s self-initiated plan for Vocational/Educational
Training (Activity Codes 16 or 24).

Informs customer that they will be contacted by a case manager from the contractor.
Informs customer that they must verify their attendance weekly with the case manager.
Provides customer with a supply of attendance verification forms.

Provides appropriate supportive services.

Enters appropriate contractor Project Code on CSPREN. “SI” must be entered in the local
field of CSPREN. No appointment date.

Faxes AMR to contractor and communicates any additional information as necessary.
Reconciles monthly with contractor via the Cluster Meeting.

The Contracted Provider:

S

. Immediately attempts to contact the customer to schedule an appointment to meet with

case manager.
If no contact is made by the 12" day, referral rejects case to code “2” - “Did not cooperate”.
Informs CAO co-located worker of referral rejection.

If interview is scheduled and completed, enters on that day Project Begin Date and
appropriate activities on CWDS.

Verifies weekly attendance

Provides case management ensuring that the work requirement is met. This may include
assistance with other core activities.

Documents participation by data entering hours weekly on CWDS.

Informs CAO of lack of attendance verification via termination code “3” on CWDS.
Reconciles monthly with CAQ via the Cluster Meeting.
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EARN Referral Procedure:

Purpose:

This procedure is in addition to Philadelphia County Assistance Office, Procedure:
Referring Self-Initiated Individuals to E & T Contractors, Reference: Operations
Memorandum 08-08-01, Effective: August 20, 2008.

The purpose is to increase the referral to enrollment rate and WPR of Self-Initiated (SI) customers
by outlining additional steps in the referral, enroliment, outreach and documentation processes.

Discussion:

EARN Centers and PCAO must make every effort to connect Self-Initiated customers to the EARN
Centers. The process must begin with the initial contact at the CAO and continue through ongoing
outreach by the EARN Center to enroll the customer and document hours of participation. The
following steps are in addition to the Self-Initiated procedure noted above to ensure: (1) the
customer is connected to the EARN Center; (2) the EARN Center receives the AMR; (3) the EARN
Center conducts substantial documented outreach; (4) verifiable hours of participation are data
entered and (5), an enrollment date is entered on CWDS to prevent negative rejections.

Procedure:
6. To connect the customer to the EARN Center, several approaches are recommended:

a. The CAO will stress to the SI customer that enrollment with EARN is a RESET requirement
and that failure to do so will result in a Sanction.

b. The day the SI customer reports to the CAO for their appointment, the EARN co-located
worker can be there at that time to complete the EARN enrollment. The EARN Center will
submit the enrollment documents to data for processing within 24 hours.

c. If the EARN co-located worker is not at the CAO on the day of the customer’s appointment,
the CAO will contact the EARN Center and send the customer there on the same day. The
EARN Center must provide the CAO with the name of the EARN contact who will meet
with the customer and the time. This will avoid SI customers from being mixed with other
referrals and activities.

d. If the customer cannot be enrolled at the CAO or report to the EARN Center, follow
the Procedure: Referring Self-Initiated Individuals to E & T Contractors, Reference:
Operations Memorandum 08-08-01, Effective: August 20, 2008. Steps include the
CAO contacts and faxes the AMR to the EARN Center and the EARN Centers
enrolls the customer within 12 days.

e. At cluster meetings try to coordinate CAO appointments for SI customers and EARN
availability to complete the enrollment process the same day.

7. To improve identification of SI customers by the EARN Centers:
a. No less than twice weekly, the CAO will give AMR’s to the co-located workers for every Sl

customer referred during that week. CAO transmittals will be used to document receipt of the
AMR by the EARN Center.
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8. To improve engagement of Sl customers and tracking of hours:

a.

EARN Centers should send all SI customers a letter detailing the role of the EC in helping
them to meet their programmatic requirements. The letter should include that the EARN
has received a copy of the customer’s AMR from the CAO and the hours required.

For customers who have not enrolled, include the name of the EARN contact to call for an
over-the-phone enrollment, to provide a walk-in schedule or to discuss when it is
convenient to meet. Stress a deadline date and time for the customer to respond.

The EARN Center will make no less than 5 documented attempts to reach SI customers
within the first 10 days including sending the above recommended letter, phone calls, and
when possible home visits.

During the CAO appointment, the customer will be asked for current contact information.

EARN Centers will coordinate the transmittal of signed timesheets to be received no less
than once every two weeks to avoid terminating customers who are participating.
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8.14
BETP TANF SAMPLING PROCEDURES

. The BETP TANF Sampling email is sent to the EARN Center staff by PWDC’s Data
Unit within 24 hours of receipt. The email is (Attachment A).

. Attached to the email is the Customer’s Information (Attachment B); Weekly Activity
Summary Sheet (Attachment C); and the TANF Sampling Checklist (Attachment D);

. EARN Center staff has 24 hours to prepare the TANF Sampling Packet for provider
rep’s review.

. Provider Rep then has an additional 24 hours before the packet is due to PWDC’s
data unit.

. Provider Rep schedules a time for EARN staff to bring the completed packet to PWDC
for review. Provider Rep reviews the entire TANF Sampling packet with a staff
member from the EARN Center. Provider Rep requests that EARN staff bring the
actual case file to PWDC to locate any missing documentation.

. Provider Rep reviews all documents required for the TANF Sampling packet such as:
AMR; Case Notes; My Self Assessment; EVF; Kronos Printouts; Pay Stubs; CWDS
Printouts, etc.;

. Any programmatic discrepancies discovered in the case notes and the My Self
Assessment are addressed and reconciled directly with the EARN Center staff before
submission to PWDC'’s data unit.

. Provider Rep reviews CWDS printouts and compares information on printout to data in
Kronos, CAPS and the weekly activity summary sheet. All data must reconcile before
submission to PWDC'’s data unit.

. Any missing documentation will be requested at the meeting between EARN Staff and
Provider Rep.

10. Any data/programmatic discrepancies that cannot be fixed such as late data entry; or

any transitions to subsequent activities such as PPY, JSST or TWC should be listed
on the weekly activity summary sheet on the comments section.

11. After all the required paperwork is reviewed and reconciled and all documents

present, a copy is hand delivered to the PWDC data liaison associated with your
EARN Center for final review.



PWDC AUDIT REVIEWS & SCHEDULE FOR THE EARN CENTER SYSTEM
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TYPE OF AUDIT

TIMEFRAME

INFORMATION REVIEWED

OUTCOMES

CONDUCTED BY

PWDC Performance
Review

Twice per year:
November and May
(EARN Centers will
receive 48 hours
notice to pull and tag
files prior to the
arrival of PWDC).

During this audit, files are
reviewed for the following:
AMR, assessment results
(TABE, SDS and BEST
Test); required documents;
case notes/management,
quality, and key issues
addressed; time limit
compliancy (job search and
excused absences); job
placement (EVF and initial
paystub); retention 30, 90
and 6 months, and time and
attendance (file to system
matching, required number
of hours met in core and
non core, and necessary
signatures verifying hours)

As a result of this
audit, the EARN
Centers are notified in
writing by PWDC of
the outcomes. The
EARN Center director
is required to complete
a corrective action plan
(corrective actions are
developed by PWDC
and attached to the
written performance
review), which will
outline next steps to
rectify the deficient
areas addressed as a
result of the
performance review.
EARN Centers have 2
weeks to submit the
corrective action

PWDC Provider
Representatives

BETP Self Monitoring

Monthly (the same

The issues for this audit

As a result of this

PWDC Provider

audit topics are have been identified by audit, the PWDC Representatives
reviewed twice during | BETP (refer to the 2008- provider rep. meets
the fiscal year) 2009 Monitoring Training with the EARN Center
Plan from Bryon Noon dated | director to discuss the
August 19, 2008). EARN outcomes. The EARN
Centers that score a 89% or | director is required to
below must submit a submit corrective
corrective action. actions (developed by
PWDC and given to
the EARN director
after the completion of
the audit) for the
deficient areas (89% or
below).
Financial Audit Quarterly This audit consists of a If documentation is not | PWDC Data
review of documentation present in the file at Representatives

that supports payment to the
EARN Centers for the
following: enroliments,
WPR, 1* placement low
wage, 1% placement high
wage, retention, transition,
and enrollment bonus

the time of the audit,
the EARN Centers
have 2 weeks to
submit all
documentation to their
PWDC provider rep. If
the documentation has
not been received, the
payment will be pulled
from the EARN Center.

*Effective March 2009, the financial audits will be conducted monthly. PWDC is in the process of hiring a

contract compliance specialist that will be responsible for the audits.
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PWDC GRIEVANCE POLICY (For prominent posting and use during orientation)

YOU HAVE THE FOLLOWING RIGHTS:

To be treated with dignity and respect;
To receive services from qualified and helpful staff members;
To have all private information stay private; and
To be free from discrimination and harassment.

If you feel that you were not treated fairly for any reason or that your rights have been
denied, you have the right to file a grievance. This can include being denied an activity
option, resources you asked for or program entry. If you have concerns about any PWDC
partner including EARN Centers, Training Providers or other special programs, let us
know.

If you have faced any kind of discrimination or harassment, call Lisa Sharp,
Director of EO/ADA Compliance at (215) 854-1993 or email at Isharp@pwdc.org.

PHILADELPHIA WORKFORCE DEVELOPMENT CORPORATION (PWDC)
GRIEVANCE PROCEDURE

Each step may not be needed but you will be expected to participate before taking the
next step.

Step 1: You should discuss the issue with your case manager as soon as possible.

Step 2: If do not feel like you can discuss the matter with your case manager, you should
talk to the case manager’s supervisor.

Step 3: If the matter is not resolved, submit a completed grievance form to the director of
the agency, within 10 business days of the incident. These forms are located at the
agency’s front desk.

Step 4: The director will meet with you to talk about the matter within 5 days. You are
also welcome to send your grievance form directly to PWDC for processing:

TWD General Counsel, PWDC, 1617 J.F.K. Blvd, 2" Floor, Philadelphia, PA 19103

Step 5: If the matter has not been resolved, PWDC will schedule a meeting with you to
resolve the issue.

Step 6: If the problem has not been settled, you will meet with the President or executive
staff who will make a final resolution.

If you are not satisfied with the resolution, you can talk to a lawyer at Community Legal
Services, Philadelphia Legal Assistance, Temple Legal Aid Office, etc.

You may also file an appeal through the Department of Public Welfare’s (DPW). Ask your
County Assistance Office case worker for more information.
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PHILADELPHIA WORKFORCE DEVELOPMENT CORPORATION
TRANSITIONAL WORKFORCE DIVISION

PWE WORK SITE AGREEMENT FORM -

Umbrella Agency: PWDC Address: 1617 JFK Boulevard, 2" Floor

Contract Number:

Phila., PA 19103

Telephone Number: 215-854-1983

Contact Person: Amanda Basso Fax Number: 215-557-2644

E-mail Address: abasso@pwdc.org

Work Site Agency: Address:

Contact Person: Telephone Number:

Number of Position(s) Provided: Fax Number:
E-mail Address:

Type of Position(s):

By signing this form, the Work Site Agency Representative is certifying:

1. The agency is either a unit of Federal, State or Local government or a profit or non-profit organization as defined in Internal
Revenue Code.

2. To utilize the Telephony Time and Attendance System to verify the hours of the PWDC participant(s).

3. The agency will provide the following assurances with regard to the PWDC participant and activity described above.

4. The Work Site Agency meets labor, health and safety standards prescribed by the Federal, State and Local Law.

5. The work experience provided by the individual will not result in the displacement of any currently employed worker or
position, including partial displacement, such as the reduction of hours of overtime, wages or employment benefits.

6. The service provided by the individual will not impair existing contract for services or collective bargaining agreements.

7. That services provided by the individual will not be substituted for the filling of position(s) when any other person is laid off
from the same or a substantial-equivalent job within the same organizational unit, or when an employer has terminated any
regular employee.

8. That services provided by the individual will not infringe in any way upon the promotional opportunities of any currently
employed individual.

9. That services provided by the individual will not be a substitute for the filling of any established unfilled vacancy.

10. That the Work Site Agency will cooperate with and respond to requests for information needed to complete an audit.

11. To accept all participants sent from the Umbrella Agency who remain in compliance with TANF requirements.

12. That all the information provided is true, correct, and complete.

13. Transitional Work Corporation (TWC) is the employer of record and will pay participant $7.25 per hour, up to a 20 hours per
week period, for each hour worked and to pay all associated employment taxes and worker’s compensation.

Work Site Agency Representative (Print name) Umbrella Agency Representative (Print name)

Signature Date Signature Date
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Section 8.18

PWE Paperwork Submission Checklist

Required

O

O 00O

O O

Current Year Form W-4
Form 19 — Completed by customer and EARN Center Rep.
2 Forms of Employee identification based on “List of Acceptable Documents”

ADP Total Pay Card — Requires signature of employee; otherwise can be completed by
EARN staff

Workers” Compensation Notification (see below) — signed by employee

Payroll Transmittal, which includes the Job Classification that is needed to insure for the
right amount of workers compensation (see below)

Optional

O
O

Current Year Form W-5
Direct Deposit Authorization Form (see below) — signed by employee
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Section 8.19

WORKERS’ COMPENSATION EMPLOYEE NOTIFICATION

The Pennsylvania Workers’ Compensation Act designed to provide reimbursement for reasonable
medical care for someone who suffers an injury arising in the course of his/her employment and casually
related thereto. Pursuant to the Act, your employer will provide payment for reasonable surgical and
medical services, services rendered by physicians or other health care providers, medicines and supplies,
as and when needed.

If you require emergency medical treatment, you may seek it from any provider; however, any
subsequent non-emergency treatment shall be from one of the designated health care providers whose
names appear on the list posted on your employer's premises. If you are faced with a medical
emergency, you may secure assistance from a hospital or physician/health care provider of your choice.
However, once the emergency no longer exists, the injured employee must treat with a listed provider for
the remainder of the ninety (90) day period.

During the initial ninety (90) days from the date of your first visit, you have the right to switch from one
health care provider on the list to another, and that treatment will be paid for by your employer.

If a designated health care provider refers you for treatment to another health care provider whose name
is not on the list, your employer will pay for the treatment rendered by the provider to whom you were
referred.

Naturally, you have the right to seek treatment or medical consultation from a non-designated health care
provider during the initial ninety (90) day period following the first visit, but you are personally responsible
for payment for those services.

You have the right to right to seek treatment from any health care provider at the expiration of the ninety
(90) day period from the date of first visit. This treatment will be paid for by your employer unless the
treatment is found to be unreasonable or unnecessary by utilization review organization pursuant to the
utilization review process contained in the Pennsylvania Workers’ Compensation Act.

Your employer will be responsible for the cost of that treatment after the initial ninety (90) day period has
ended but only if you notify the employer that you are receiving treatment from a non-designated health
care provider and only if you notice is provided to your employer within five (5) days of the first visit to that
provider. If you provide notice to your employer of treatment by a non-designated provider more than five
(5) days after the first visit to that provider, the employer will not be responsible to pay for treatment
rendered by that non-designated provider until it receives notification from you that you are receiving such
treatment.

Should invasive surgery be prescribed by a designate health care provider, your employer will pay for an
additional opinion from a health care provider of you choice. If the additional opinion differs from the
opinion of the designated health care provider and if the additional opinion provides a specific and
detailed course of treatment, you will then determine which course of treatment to follow. If you choose to
follow the procedures recommended in the additional opinion, your employer will pay to have such
procedures performed by one of its designated health care providers and will not be responsible for
payment for treatment provided by a non-designated provider for a period of ninety (90) days from the
date of your visit to the health care provider from whom you obtained the additional opinion.

| HEREBY ACKNOWLEDGE THAT | HAVE BEEN INFORMED OF AND UNDERSTAND MY RIGHTS
AND DUTIES UNDR THE PENNSYLVANIA WORKERS' COMPENSATION ACT AS SET FORTH
HEREIN.

Date:

Employee Signature
EMPLOYEE RE-NOTIFICATION AT OR NEAR THE TIME OF THE CLAIMED WORK INJURY
| hereby acknowledge that | have been informed again and that | understand my rights and duties under
the Pennsylvania Workers’ Compensation Act. | have received a copy of this workers’ compensation
employee notification form.

Date:

Employee Signature
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Section 8.20
TRANSITIONAL WORK CORPORATION

DIRECT DEPOSIT AUTHORIZATION FORM

| hereby authorize the Transitional Work Corporation (TWC) to initiate electronic
transaction to my account(s) at the financial institution(s) indicated below. | understand
that this authorization applies to both credits (deposits) authorized herein and debits
(withdrawals) required to correct overpayments which have previously been deposited
to which | am not entitled.

A voided check must be attached for each checking or money market account. For a
savings account, a deposit slip may be attached IF the bank’s nine —digit transit number
appears on the slip.

Direct deposit of net pay to (check one):
Checking Account Savings Account Money Market

Name of Financial Institution

City, State

ABA/transit number
(Must be 9 digits)

Account number
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Section 8.20
If only part of your net pay is to be deposited into the primary account above, please

Complete the following.
Deposit $ into the account below:

Check one: Checking/ Money Mkt. Savings Account
Name of financial institution

City, State

ABA/ transit number
(Must be 9 digits)

Account number

If there are any additional accounts that part of your net pay is to be deposited into, please attach
an additional authorization form for each account.

This authority is to remain in force until TWC has received written notice to change or
discontinue

This election and has been given a reasonable opportunity to act on this request.
Printed name

Signature Date:
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TRANSITIONAL WORK CORPORATION

Section 8.21

PAYROLL TRANSMITTAL FOR WORK EXPERIENCE CUSTOMERS ONLY

Customer Full
Name

Home Address
City/City/Zip
Date of Birth
SS#

Race

Gender

*Job Classification
Customer's
Supervisor

Start Date

Location

Date

*Job Classification - Clerical, Housekeeping, Childcare, other (be specific)
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TRANSITIONAL WORK CORPORATION

REQUEST FOR MANUAL CHECK
Customer Information:

Name:

Section 8.22

Social Security
Number:

Hours Worked:

Pay Period Begin

Date: Sunday,

Pay Period End Date:  Saturday,

Reason for Request/Justification:

EARN Information
EARN

Requested by (print):

Signature Date:
Approved by

Manager:

Signature Date:

Check Received
EARN Staff (print)

Signature Date:

Employee Signature Date:

A copy of the completed request should be placed in the customer's file.

Manual check fee $25.00 per check, effective pay period ending August 8, 20009.
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Section 8.23
TotalPay Card Information Sheet

Fee Based Transactions

ATM Withdrawal — Domestic $1.50
ATM Balance Inquiry or Decline $1.50
ATM Transactions — ON-US* $1.50
Balance Inquiry via IVR $0.00
PIN POS Transactions $0.25
Transcheck Purchase $0.00
ACH Hometown Bank Transfer $0.00
Paper Statement (via mail) upon request$2.95
Los/Stolen Replacement $6.00

*The first ON-US ATM transaction per pay period is free.

Operator Assisted Fees

Balance and Deposit Inquires $1.00
Account Research (per hour) $10.00
Purchase/Validation of a Transcheck  $1.00
Cancel a Transcheck $1.00
Daily Limits

ATM Daily Withdrawal Limits $400.00
POS Daily Limit $600.00
Transcheck Limit per check $9,999.99

Customer Service Contact Information
Money Network Customer Service - 1.866.402.1237

What is the TotalPay Card?
The TotalPay Card is a reloadable debit card offered through your workplace. Every
payday, your earnings are automatically loaded onto your TotalPay Card.

Where can | use the TotalPay Card?
The TotalPay Card can be used at any participating ATM and any retail locations that
accept STAR debit cards.

What are the Benefits of the TotalPay Card?
» Qualify instantly — no credit check or banking relationship necessary

Get immediate access to your pay on payday
Avoid check cashing fees

Avoid check cashing and bank lines

vV V V V

Pay your bills with free TRANSCHECK — no more money orders

» Check your balance over the phone via Interactive Voice Response (IVR)
EARN Operations Manual



Section 8.23
» 24 hour bi-lingual customer service

How to activate your card?
Before using the card, you must set your personal 4 digit PIN. You cannot set-up your
PIN until your first pay has been loaded onto your TotalPay Card.
Call 1.866.402.1237.
1. Select a Language

2. Press 1 to access your Service

3. Follow the instructions to activate your service and set up your PIN. You are now
ready to start using your card with your personal secret 4 digit code.

Can the TotalPay Cards be re-assigned?
No, once the card is enrolled into CMS, the card cannot be transferred or re-used.

What happens if a card is lost?

The fee for a lost/Stolen Replacement card is $6.00. The employee will receive their
replacement card within 7-10 business days if they select regular mail. They can select
overnight shipping for and additional $13.00 shipping fee.

What fees are associated with the TotalPay Card?
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Manual Adjustment Request Form

Section 8.24

Last 4 Digits 7/5- 7/12- 7/20- 7/26-
Last Name First Name of SS# 7/11 7/18 7/24 8/1 Total Comments:

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

Requested by:

Approved by:

Attach timesheets for each request. Due to TWC Tuesday by 3:00pm
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Diewedopmeanl Coporaticn sarncentar

Enlding O Beddigd 12 d BeTer Frov vl :

— Base Record - Individual Basic Information
SSN:

Last Name:

First Name: M. L.:

Notes:

PLACEMENT REPORT

Case Information
Participant ID:

Case ID / Start Date:

Program Operator ID:

Office (Provider):

— Selected Service Authorization for Placement Report Form*
Start Date Activity:

|:| 22 On the Job Training

|:| 23 Subsidized Employment
[]26 PwE

|:| 33 Unsub. Employment

|:| Other:

* Please attach to Change of Serv. Auth. form if activity is not already open.

Form Action for Placement Report
|:| New Placement Report
Start Date Placement Report:

D Update Placement Report

|:| Close / Terminate Placement Report
Termination Date:
Reason for Termination:

— Placement Report - Employment Details

Placement Report - Job Details

Employer: Job Title:
Address: Occupation:
City, State: Philadelphia, PA ZIP: Salary: Per Hour
Phone: Hours worked per week:
Frequency of pay:
Date of first pay:
Medical Insurance through Employer: [ ] ves [ INo
Additional Employment Details: Additional Job Details:
(Contact Name, Title): First Day of Employment:
(Contact Phone/Fax): Benefits within 6 Months: [ vYes [ INo
(Contact email):
PWE only: [IForprofit  [_] Non Profit
Notes:
Verified by (print): Signature: Date:

File Name: 8.25 Placement Form.xls /Placement

Updated on: 10/14/2010 5:16 PM




¢

earncenter

Enlding O Beddigd 12 d BeTer Frov vl

— Base Record - Individual Basic Information
SSN:

Last Name:

First Name: M. L.:
Notes:

CLOSE CASE

— Case Information
Participant ID:

Case ID / Start Date: "

Program Operator ID:

Office (Provider):

— Close Participant Case
End Date:
Reason for Closure (select one):
|:| 1 - Employment 20 Hours/Week or Greater
|:| 2 - Income from OJT / Work Experience
|:| 3 - Withdraws or Terminates without good cause
|:| 5 - Completion planned AMR/EDP activities - no employment
|:| 7 - Other
|:| 8 - Employment 30 Hours/Week or Greater
|:| K - Project terminated in CIS/CWDS open
|:| M - Obtains Empl in WSC/TANF elig/transfer to CDC/SWP

|:| N - Does not obtain Empl in WFC/transfer to CDC/SWP

|:| P - Term - beyond Vendor Control. See Master Guidelines
D Q - Client Incarcetated

|:| S - Terminated, Recommended Referral to MPP

|:| T - Client claiming 1 yr exemption after giving birtt

|:| U - Unemployment comp. causes TANF to close

D V - Client granted Good Cause or exemption by CAO

|:| W - Term - Recommended SPOC or WIA related prog ref

|:| X - Terminated, Recommended Referral to KEYS

0

— Close Core Activity Service Authorization

End Date:
|:| 12 ABE |:| 24 Skill/Vocational Training
|:| 13 GED |:| 26 Paid Work Experience
[]14 Community College []28 Job Readiness Prep
|:| 20 Community Service |:| 42 Contr. Job Search
|:| 22 On the Job Training |:| 33 Unsub. Employment

|:| 23 Subsidized Employment |:| Other:

— Close Non-Core Activity Service Authorization
End Date:

[J11EsL [] other:
D 17 Move Up
[ 18 satisf. Sec. School/GED
(]34 No HS Dipl./GED
(] 35 with HS Dipl./GED
D 38 Job Skills Training

} |:| Subproject 71 to 76

— Close Subproject Job Retention

— Close Subprojects Family Start and Extended TANF

[]1 Job Retention End: (] 61 Family Start End:

I:, Retention Met D 32 Extended TANF End:
|:| Inspiritec Verification #:
|:| Letter from Employer
|:| Pay Stubs

D Retention Not Met

Notes:
Verified by (print): Signature: Date:

File Name: 8.26 Close Case Form.xls /CLOSE CASE

Updated on: 10/14/2010 5:16 PM




¢

Diewsbopmeani Ciarzo sarncentar

Enlding O Beddigd 12 d BeTer Frov vl :

— Base Record - Individual Basic Information
SSN:

Last Name:

First Name: M. 1.
Date of Birth of Youngest Child:
Address:

City, State: Philadelphia, PA ZIP:

Primary Phone:

Phone/Contact:

ENROLLMENT

— Case Information

Participant ID:

Case Start Date:

Case ID:

District:

Program Operator ID:

Office (Provider):

Hours/Week enrolled:

TANF Days: Date:

— Referral Action - Please complete Case Information section

|:| Enrolled in CWDS |:| No CWDS referral available

D CAO contacted for new Referral on Date:
Case Manager:

— Open Work Plus Subproject 32 Service Auth. (>=1830 days)

TANF Days: Date:
[] 32 Extended TANF SP 32 Start Date:
Estimated Start Date:

— Open Core Activity Service Authorization

[]12 ABE (FI only)

[ 113 GED (PPY only)

|:| 14 Community College

|:| 20 Community Service

|:| 22 On the Job Training

|:| 23 Subsidized Employment
|:| 24 Skill/Vocational Training*
|:| 26 Paid Work Experience**
|:| 28 Job Readiness Prep (WS)
|:| 33 Unsub. Employment

|:| 42 Contr. Job Search (CDC)

|:| Other:

Start Date: Hours/Week

— Open Non-Core Activity Service Authorization

[J11EsL

D 17 Move Up (WS only)

[] 18 satist. Sec. School/GED
(]34 No HS Dipl./GED

(] 35 with HS Dipl./GED

D 38 Job Skills Training

|:| Other:

Total:
Provider:

Start Date: Hours/Week

Total:
Provider:

|:| *DOT Code for 24 Skill/Vocational Training:

— Open Subproject corresponding with Activities 34 or 35

Start Date:

(] 71 ABE Move Up (] 72 ABE Non-Move Up
] 73 ESL Move Up

] 75 GED Move Up

(] 74 ESL Non-Move Up
[] 76 GED Non-Move Up

— Open Job Retention Subproject for Activities 33 or 23

|:| 01 Job Retention Service Auth. Start Date:
|:| 01 Job Ret. alrady open

|:| Not Claimed for Retention

— Contact Information for External Provider

Contact Name, Title:

Contact Phone/Fax:

Notes:

Enter enrollment in CAPS
[ Job Site Code:

|:| Enrolled in CAPS on Date:

Verified by (print):

Signature: Date:

File Name: 8.27 Enrollment Form.xls /Enrollment

Updated on: 10/14/2010 5:15 PM




— h(e CHANGE OF SERVICE AUTHORIZATION
earncenter.
ACTIVITY OR SUBPROJECT

Enlding O Beddigd 12 d BeTer Frov vl

— Base Record - Individual Basic Information — Case Information
SSN: Participant ID:
Last Name: Case ID / Start Date: "
First Name: M. 1. Program Operator ID:
Notes: Office (Provider):
— Close Core Activity Service Authorization — Close Non-Core Activity Service Authorization
End Date: End Date:
[ 112 ABE [] 24 skill/Vocational Training [J11EsL [ ] other:
[ ]13GED [] 26 Paid Work Experience [ 117 Move Up
|:| 14 Community College |:| 28 Job Readiness Prep D 18 Satisf. Sec. School/GED
|:| 20 Community Service |:| 42 Contr. Job Search |:| 34 No HS Dipl./GED .
o ' _ } |:| Subproject 71 to 76
|:| 22 On the Job Training |:| 33 Unsub. Employment |:| 35 With HS Dipl./GED
|:| 23 Subsidized Employment |:| Other: |:| 38 Job Skills Training
— Open Core Activity Service Authorization — Open Non-Core Activity Service Authorization
Start Date: Hours/Week Start Date: Hours/Week
[]12 ABE (FI only) [J11ESL
[ 113 GED (PPY only) 117 Move Up (WS only)
|:| 14 Community College |:| 18 Satisf. Sec. School/GED
|:| 20 Community Service D 34 No HS Dipl./GED
[]22 0n the Job Training (] 35 with HS Dipl./GED
|:| 23 Subsidized Employment D 38 Job Skills Training
|:| 24 Skill/Vocational Training* |:| Other:
[] 26 Paid Work Experience Total:
[]28 Job Readiness Prep (WS) Provider:
|:| 33 Unsub. Employment
D 42 Contr. Job Search (CDC) — Open Subproject corresponding with Activities 34 or 35
[ ] other: Start Date:
Total: (] 71 ABE Move Up (] 72 ABE Non-Move Up
Provider: ] 73 ESL Move Up (] 74 ESL Non-Move Up
|:| *DOT Code for 24 Skill/Vocational Training: |:| 75 GED Move Up |:| 76 GED Non-Move Up
— Open Job Retention Subproject for Activities 33 or 23 ——— — Contact Information for External Provider
[] 01 Job Retention Service Auth. Start Date: Contact Name, Title:
[ ] o1 Job Ret. alrady open [ Not Claimed for Retention Contact Phone/Fax:
— Manage Subproject 61 Service Auth. Family Start — Open Work Plus Subproject 32 Service Auth. (>=1830 days)
[]61 Family Start: End: TANF Days: Date:
] In-Home Phase: End: [ ] 32 Extended TANF
Baby Birth Date: Extended TANF / Work Plus Start Date:
Verified by (print): Signature: Date:

File Name: 8.28 Change of Service Authorization Activity or Subproject Form.xIs /Service Auth Updated on: 10/14/2010 5:15 PM



Philadelphia Workforce

Development Corporation

Building the Bridge to a Better Workforce

— Base Record - Individual Basic Information

NOT RECONCILABLE

Case Information

|:| Incorrect CWDS Case Start Date:
|:| Incorrect CWDS Core Activity Start Date:
|:| Other Incorrect Enrollment Item in CWDS:

SSN: Case ID:
Last Name: Program Operator ID:
First Name: M. 1. Office:

— Case Start

Case Start Date on File / Service begin date:
Activity Start Date on File / Service begin date:

|:| Other Explanation:

|:| Referral problem/error caused incorrect Case Start Date in CWDS

D Data entry error in CWDS (cannot be corrected)

— Service Authorization
|:| Incorrect CWDS Activity Start Date:

|:| Incorrect CWDS Activity End Date:

|:| Incorrect CWDS Subproject Start Date:

D Incorrect CWDS Subproject End Date:

|:| Other Incorrect Serv. Auth. Item in CWDS:

Activity: Start Date on File:
Activity: End Date on File:
Subproj.: Start Date on File:
Subproj.: End Date on File:

|:| Data entry error in CWDS (cannot be corrected)
|:| Other Explanation:

— Activity Service Authorization - Attendance Form not reconcilable
WeekEndDate: Activity:

|:| Other:

Hours Total Kronos/Timesheet on File:

D Hours in Kronos/Timesheet. CWDS Case not available. Hours not in CWDS
|:| Hours in Kronos/Timesheet. CWDS Activity not available. Hours not in CWDS
D Hours in Kronos/Timesheet. CWDS Activity not available. Hours added into other open CWDS Activity:

— Placement Report

|:| Incorrect CWDS Employer:

D Incorrect CWDS Wage:
|:| Incorrect CWDS Employment Hours at start:
D Other Incorrect CWDS Placement Report Item:

Employer on File:

Date:
Date:

Wage on File:
Hours at start on File:

|:| Data entry error in CWDS (cannot be corrected)
|:| Other Explanation:

— Case End

|:| Met |:| Not Met

|:| Incorrect CWDS Retention Met/Not Met Date:

D Incorrect CWDS Retention Outcome:

D Incorrect CWDS Case End Date:
|:| Other Incorrect Case End Item in CWDS:

Outcome on file: [ Imet []Not Met

Date on file:
Case End Date on File:

|:| Data entry error in CWDS (cannot be corrected)
|:| Other Explanation:

Verified by (print):

Signature:

Date:

File Name: 8.29 Not Reconcilable Form.xls /Not Reconcilable

Updated on: 10/14/2010 5:13 PM




Section 8.30

Job Referral Form

Referral Date: Job Developer:

Client Name: Case Manager:

Employer Information:

Company Name: Address:

Contact Name: Contact Phone Number:

Interview Date:
Interview Time:

Position applying for:

____Application ____Interview 2" Interview ____ Testing

Travel Directions:

Special Instructions:

Application/Interview/Testing Outcome:

I understand that the above appointment has been schedule for potential placement and it is
my responsibility to appear at the above appointment at the specific date and time.

Client Signature: Date:

I confirm that the above appointment has been scheduled for potential placement.

Staff Signature: Date:
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Section 8.31

Refusal of Employment: Warning Notice

Dear ,

This letter is in reference to your refusal to accept and/or pursue employment in the
following manners indicated below:

[ ] Failure to accept an offered position [ ] Failure to attend a job interview

[ ] Failure to follow up on a job lead [ ] Chronic Lateness

[ ] Refused job developer assistance [ ] Failure to report to job on first day
[ ] Other (Please Explain)

When you enrolled at the EARN Center, you stated that one of your goals was to obtain
employment. Failure to cooperate is not in line with your stated goal. In order to
participate in our employment and training programs, you must commit to achieving
your goals. This includes continuing to seek employment and accepting a position upon
receiving a job offer.

Additionally, continuous refusal of employment is a serious matter which may affect the
benefits that you receive from the County Assistance Office.

Our staff will make every attempt to assist you in this process. However, your
cooperation is necessary to ensure that you have success in reaching your goals.
Please know that our staff is available to assist you with any problems that might
prevent you from obtaining employment, including but not limited to: child care,
transportation or family problems. Please speak with us today if there is something that
we can do to assist you. If you have questions or concerns, please speak with your
career agent or job developer.

Your signature below indicates that you have read the above information and aware of
your responsibilities relating to this matter.

Customer Signature and Date

Staff Signature and Date



Section 8.32

Refusal of Employment: Final Notice

Dear )

This letter is in reference to your refusal to accept and/or pursue employment in the
following manners indicated below:

[ ] Failure to accept an offered position [ ] Failure to attend a job interview

[ ] Failure to follow up on a job lead [ ] Chronic lateness

[ ] Refused job developer assistance [ ] Failure to report to job on first day
[ ] Other (Please explain)

You have previously been advised that refusing employment is not in line with your
stated goals within this program. According to your Agreement of Mutual Responsibility
and County Assistance Office guidelines, failure to accept a referral to work or retain
employment is grounds for action by the Department of Public Welfare.

Please note that EARN Center staff is available to assist you with any problems that
might prevent you from obtaining employment, including but not limited to: child care,
transportation or family problems. Please speak with your career agent today if there is
something that we can do to assist you.

By signing below, you acknowledge that you have read the above information and are
aware of the consequences of any further refusal to accept an offer of employment.

Customer Signature and Date

Staff Signature and Date



Section 8.33
Good Cause for Refusing Employment

The Department of Public Welfare provides the following reasons for what constitutes good cause when a
participant refuses employment. The EARN Center case manager will review this same list of
circumstances to document whether there may be cause to excuse the action. Provide the CAO co-
located worker with case notes of the incident and other documentation to substantiate the claim. The
participant cannot be terminated from the EARN Center if any of these reasons were the cause for
refusing employment.

Reasons for Refusing Employment

(1) The job was beyond the capacity of the individual.
(2) The individual reasonably attempted and is unable to secure or to maintain transportation.

(3) The individual reasonably attempted and cannot secure or maintain appropriate child care, as
defined in § 165.2 (relating to definitions), or appropriate adult care for an incapacitated adult living in
the same home, within a reasonable distance from the individual's home, as defined in § 165.2.

(4) The working conditions are substandard; that is, the place of employment is not free of recognized
hazards that are causing or are likely to cause death or serious physical harm, or the wages paid are below
the minimum wage if applicable for that type of employment or are below the prevailing wage normally
paid in the community for that specific kind of employment.

(5) The individual establishes a basis for a claim of discrimination by an employer or fellow employees
based on age, race, sex, color, handicap, religious beliefs, national origin or political beliefs or other
unlawful discrimination.

(6) The individual leaves a job in connection with patterns of employment in which workers frequently
move from one employer to another, such as migrant farm labor, construction work or temporary work
through an agency. Even though employment at the new site has not actually started, leaving the previous
employment shall be considered good cause if it is part of the pattern of that type of employment.

(7) Personal illness or illness of another household or family member.
(8) A personal emergency.

(9) The individual ends a sporadic work relationship that does not hold a reasonable possibility for
permanent, full-time work to participate in an approved RESET activity or to accept full-time
employment.

(10) A job offer is rejected because it will result in a net loss of cash income to the budget group of the
RESET participant. Net loss of cash income results if the budget group's gross income less actual work-
related expenses plus a cash assistance payment for which the budget group remains eligible is less than
the cash assistance previously received. The actual work-related expenses include mandatory payroll
deductions as well as the actual cost of the child care, cost of care of an incapacitated individual living in
the same home and transportation.

(11) The location of a job is more than 2 hours round-trip by reasonably available public or private
transportation from the individual's residence.

PWDC 07/20/07





