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5.2.1 What is the LEP Pathway?

The Limited English Proficiency (LEP) Pathway provides specialized culturally and

linguistically appropriate services to reftgees-and-otherWorkFirst participants with
Ltimited English Pproficiency. The goal of the LEP Pathway is to increase participants'

employability and economic stability.
Key features of the Pathway are:
e Use of bilingual and culturally appropriate services.

e English as a Second Language (ESL) instruction (also known as English Language
Instruction or English Language Acquisition).

e Specialized employment services such as job readiness training, skills training and

job placement assistance, and work experience. ant-commttityservice

| , s;aAll
WorkFirst participants, including LEP participants, are screened for Equal Access
(EA) services and family violence needs to determine if additional referrals or

accommodations are needed.

English as a Second Language (ESL) instruction:

AllCommunity and Technical Colleges (CTCs) offer ESL classes for WorkFirst participants
as part of the LEP Pathway.; hHowever, some colleges have more than one contract to
support this activity -et; one through the State Board of Community and Technical Colleges
(SBCTC) and one through the Office of Refugee and Immigration Assistance (ORIA), which
is part of DSHSORIA. Here are a few differences:

e ORIA CTC LEP contracts are only in specific areas. A;youecanfind-=a list of ORIA
contractors can be found here (note, —Aallthe ORIA CTC contractor codes start
with an 8 or 9). andP-forservicesORIA contracts with the CTCs offer break activities
for participants but do not have funding to provide support services.; tThose would
be done directly done-by local Community Services Office (CSO) WorkFirst staff.

+—SBCTC CTCHEP contracts are available with 33 Community and Technical Colleges
in the state. While these are not specific LEP Pathway contractors, -all-afd the CTC
contractors provide ESL class support along with a variety of other activities (note, -
aall the SBCTC CTC contractor codes start with an A or P). FSBCTC contracts with
the CTCs may not offer break activities, but most can provide support services
issued directly by the CTC.



https://www.dshs.wa.gov/esa/eligibility-z-manual-ea-z/equal-access-necessary-supplemental-accommodations
https://www.dshs.wa.gov/esa/eligibility-z-manual-ea-z/equal-access-necessary-supplemental-accommodations
http://apps.leg.wa.gov/WAC/default.aspx?cite=388-61-001
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/LEP%20Pathway%20Contractor%20List.xlsx

Specialized Employment Services

LEP Pathway contractors offer specialized employment services such as job readiness
training, skills training and job placement assistance, work experience and €ommunity
tobssubsidized employment options in specific areas in the state.

e ORIA contracts with providers that offer activities like job search and work

experience expterence-in specific areas of the state. A list of ORIA contractors can
be found here and in the WorkFirst Partner Directory (only accessible to CSD staff).

e Commerce contracts with a small number of contractors that prevideoffer a more

specialized LEP Pathway Community Jobs (subsidized employment) options. LEP

Community Jobs providers can be found in the WorkFirst Partner Directory (only
accessible to CSD staff).

contract

5.2.2 Who needs LEP Pathway services?

d¢Any mandatory WorkFirst participant that has
difficulty understanding or communicating in English isshottdbe referred to the LEP
Pathway. This includes:

e Anindividual who reports they have Ltimited English ProefieernreyProficiency.

e AnLEP participant with ESL Level 1 through 6 who is identified by-cottege-stafforan
emptoymentecontractor college staff or an ESL contractor as needing specialized

assistance to participate.

RMAYWhen a WorkFirst participant reports that they have Limited English Proficiency,
WorkFirst staff code the case with the-a Limited English Pathway (LP) indicator code.

5.2.3 Who provides LEP Pathway services?

LEP Pathway providers are contracted through the State Board of Community and

Technical Colleges, Department of Commerce (see list of Commerce contractors) and
DSHS Office of Refugee and Immigrant Assistance (see list of ORIA contractors) to provide

ESL instruction and employment services to WorkFirst participants.

ORIA LEP Pathway contractors:

e Consult with the Case Manager to change/finalize the participant's IRP.

e Provide/arrange necessary and culturally appropriate WorkFirst employment

services.


https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/LEP%20Pathway%20Contractor%20List.xlsx
https://stateofwa.sharepoint.com/sites/DSHS-ESA-CSD-HO-PP-PD
https://stateofwa.sharepoint.com/sites/DSHS-ESA-CSD-HO-PP-PD
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/LEP%20Pathway%20Contractor%20List.xlsx

e Communicate the participant's employment status to the Case Manager at their

local CSO, document scheduled attendance, actual participation hours and any

other changes on a monthly basis in eJAS.

e ESL contractors:

o Conduct/arrange CASAS test and/or ORIA approved assessment tools to

determine a participant’s ESL proficiency level ( English language

Competency Levels).

o Documentthe ESL level and the date of the test in eJAS on the ORIA LEP
Pathway Plan screen.

o If ESL instruction is needed, develop an Education plan in eJAS.

o See additional information on Education and Training in WFHB Chapter 7.

e Employment contractors:

o Determine employability and develop an Employment Plan (EP) in eJAS.

CTC contractors:

e Conduct/arrange CASAS testing and other assessment tools to determine a
participant’s ESL proficiency level (English language competency levels).

e Documentthe ESL level and the date of the test in eJAS Demographics Screen.

e Determine employability and look at Work Study options.

o |f ESL instruction is needed, develop an Education plan in eJAS.

o Communicate the participant's employment status to the Case Manager at the local

CSO, document scheduled attendance, actual participating hours and any other
changes on a monthly basis in the eJAS.

For a complete list of ORIA contracted LEP Pathway contractors by region, and their current

eJAS contractor codes, please see the LEP Pathway Contractor List. For a list of CJ

contractors, see the CJ LEP Contractor List.

5.2.3-4 Who are Refugee Cash Assistance (RCA) recipients-and-what-are their
L. . 2

Refugee Cash Assistance (RCA) recipients are single or married individuals without

dependents;atdt who can't be claimed as someone else’s dependent and are therefore not


https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/LEP%20Pathway%20Competency%20Levels%201210.pdf
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/LEP%20Pathway%20Competency%20Levels%201210.pdf
https://www.dshs.wa.gov/esa/chapter-7-education-training/71-overview
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/LEP%20Pathway%20Competency%20Levels%201210.pdf
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/LEP%20Pathway%20Contractor%20List.xlsx

eligible for TANF. They must meet program income and resource requirements, and their
immigration status mustallows them to access this cash assistance. RCA recipients who
aren't exempt are required to meet work and training (W&T) requirements; and can be
served through the ORIA tEP-Pathwaycontractors to meet these requirements. See CSD
Procedure Providing Services for Refugee Cash Assistance Customers and EAZ Refugee
Cash Assistance for additional information. WAC-388-466-6036388-466-0120,388-466~



https://csd.esa.dshs.wa.lcl/procedures/CSDProceduresHandbook/index.html#!Documents/providingservicesforrefugeecashassistancecustomers.htm
https://www.dshs.wa.gov/esa/refugee-assistance-program/refugee-cash-assistance
https://www.dshs.wa.gov/esa/refugee-assistance-program/refugee-cash-assistance

5.2.4-5 What are participation requirements for survivors of certain crimes and
lawfully residing individuals?

Survivors of certain crimes may be eligible for State Family Assistance (SFA); if they meet

all ethereligibility requirements with-the-exception-ofexcept for immigration status.
Survivors of certain crimes who qualify for SFA are required to engage in WorkFirst.

For more information on this population, please see WAC 388-424-0001 and EA-Z Manual:

Citizen and Immigration Status Requirements Specific to Program — Benefits for Survivors of

Certain Crimes.

All lawfully present non-qualified aliens; (also referred to as ‘lawfully residing
individuals’); who qualify for SFA benefits; are subject to WorkFirst requirements. This

population includes any noncitizen individuals withoutanytmmigration-statas; but who

are residing in the U.S. because they have applied for adjustment of status, and USCIS
allows them to live in the U.S. lawfully while waiting for the results of their application.

Examples of lawfully residing individuals may include:
e Applicants for asylum
e Individuals with Voluntary Departure granted

For more information, please see WAC 388-424-0001 and EA-Z Manual: Citizenship and
Immigration Status Requirements for all Programs — Definitions).

Survivors of certain crimes and lawfully residing individuals most often do not have an
wotk-employment authorization document (EAD). They aren’t referred to employment-
specific services or job search activities. Instead, they’re:

¢ Excluded from work-specific participation requirements like job search or paid
work


http://apps.leg.wa.gov/WAC/default.aspx?cite=388-424-0001
https://www.dshs.wa.gov/esa/citizenship-and-alien-status/citizenship-and-alien-status-requirements-specific-program
https://www.dshs.wa.gov/esa/citizenship-and-alien-status/citizenship-and-alien-status-requirements-specific-program
https://www.dshs.wa.gov/esa/citizenship-and-alien-status/citizenship-and-alien-status-requirements-specific-program
http://apps.leg.wa.gov/WAC/default.aspx?cite=388-424-0001
https://www.dshs.wa.gov/esa/citizenship-and-alien-status-requirements-all-programs/definitions
https://www.dshs.wa.gov/esa/citizenship-and-alien-status-requirements-all-programs/definitions
https://www.dshs.wa.gov/esa/citizenship-and-alien-status-requirements-all-programs/definitions

e Referred to LEP Pathway for ESL instruction, if their English skills are limited.

o Referred for participation in appropriate activities and services that don’t require
them to have a Social Security Number (SSN) or empteymentwork
authorizattonREAD. Examples of activities and service referral partnerss include, but
aren’t limited to:

o Basic education or high school equivalency completion
o Familyviolence services

o Emotional & mental health services —including counseling and support
groups

o Medical services

o Community based organizations (CBOs)

o Other appropriate Office-of Refugee & tmmigrationtmmigrant-Assistance
{ORIA} providerscontractors

¢ Referred to legal services for assistance to adjust their immigration status (if desired
by the participant)

Due to the unique circumstances of these populations, WorkFirst participation
requirements are tailored to support the participant and their family. Actively take steps to
refer and/or place participants into activities to help resolve or cope with their
circumstances and create a safe environment for the family, as well as prepare for future
employment if appropriate. WorkFirst participation exemptions are available to these
populations, if they qualify (see WFHB 6.8).

Note: Survivors of certain crimes may be cooperating with the Department of Justice (DOJ)

on the prosecution of their traffickers or perpetrators. All details of their case are

confidential, and they should not be asked to -car’t talk about it; rorshoute-theybeasked
’ tetails of thei .

Survivors of certain crimes and lawfully residing individuals without work-employment
authorization are identified in eJAS using the PU (=Lawfully Residing Individuals) indicator
code (set at “0” hours), along with appropriate activity component, depending on assigned

activities. PU is not an exemption code, —tit+s just-an indicatesor that these individuals-who
do not have afremployment authorization to work in the U.S. and can’t participate in
employment-specific and job search activities-.


https://www.dshs.wa.gov/esa/chapter-6-resolving-issues/68-exemptions

5.2.5-6 What is the comprehensive evaluation and assessment process for LEP
participants?

LEP Participants who-aretEP-are required to complete the comprehensive evaluation and
assessments (fifindicated)as applicable) to all WorkFirst participants before being
referred to the LEP emptoymentpathway for bilingual and culturally appropriate services.

Note: justtikeattotherWorkFirstpartietpants;lif the individual is reporting etherbarriers to
participation, tikesuch as mental health or homelessness issues, activities to addressitg
those barriers would be added to their Individual Responsibility Plan (IRP). Depending on
the severity, these activities could be stacked with education or employment-ot; or setas a
standalone activitiesy. See WFHB 6.3 Participating While Resolving Issues and WFHB 3.2 -
Comprehensive Evaluation for more information. maybeSee—

5.2.67 5:2.6:What are LEP Pathway participation activities?

The LEP Pathway offers severalparticipatior options for participants to enhance their skills
and emptoyabitityemployability, including core and noncore activities. Core-activitiesare

activitteshavenofederatecount—See WFHB XXX 1.2 Required Participation for more
information on federal core/non-core activity requirementsWHHB-+2.-3for-additionat



https://www.dshs.wa.gov/esa/chapter-6-resolving-issues/63-participation-while-resolving-issues
https://www.dshs.wa.gov/esa/chapter-3-tools/321-comprehensive-evaluation
https://www.dshs.wa.gov/esa/chapter-1-engaging-parents-workfirst/12-required-participation

Participants in the LEP pathway starttheirshould be scheduled with activities as close to
full time as is feasible. Full-time participation can be met with:

o Standalone core activities of Job Search (JS), Customized Job Skills Training (PE),;
orWork Experience (WE) up to the monthly FLSA maximum, and semetimited
optionsofF-Community Jobs (CJ).

e With a combination of one or more ef 268-hotrsof-core activities (at least 20 hours)
noted above, stacked with non-core activities of ESL instruction or Job Skills Training

(both JT).

o Ifthe participantis in ESL instruction butis unable to participate at least 20 hours a
week in a core activity due to other barriers or limited LEP core activities offered in
their area, use (ES) to code thise ESL activity. LEP contractors track monthly ES
participation hours in eJAS notes.

Bartic: SO ol



aAccept a job offer if, at any time during participation, a job becomes available and has
been offered, unless there's a good reason to refuse the job (for definitions of "good

reason" see WAC 388-310-1600).

Note:-When a participant is able, but refuses without good cause to accept a job,
a sanction penalty is imposed, following the Good Cause process.

Regular case staffing(s) are encouraged to review participation and progress. Anyone with
an Equal Access (EA) plan may need more time in the component activity and fewer

participation hours to accommodate their additional needs.

Participants who meet participation requirements are eligible for WorkFirst support
services (see WAC 388-310-0800). Those who are working futttimefull-time and are still
eligible for TANF cash assistance should be encouraged, but not required, to enrollin

educational activities along with their employment.

5.2.7-8 Can LEP participants engage in non-LtEPPathwayother WorkFirst activities?

The timited-Engtish-Profietency{LEP} Pathway provides specialized culturally and
linguistically appropriate services to WorkFirst participants with Limited English
Proficiency. However, WorkFirst LEP participants can engage in activities outside the LEP
pathway if offerred by the WorkFirst contractor or when the participant enters higher ESL
levels. For example, a community college might have WorkFirst Work Study available while

the student is attending ESL classes, or the participantrent was approved to volunteer in

their child’s elementary school. WorkFirst staff ortheRefugeeSociatService-Speciatist

{RS¥W)rmust follow the referral process as outlined in the appropriate WorkFirst chapterin
those cases.

The following core activities are examples of activities that are not within the LEP Pathway

but might be appropriate for LEP participants:

e Community Jobs - CJ

e Community Works - WC{Nete:-Some-Commerceprovidersoffer tEP-Cly



http://apps.leg.wa.gov/WAC/default.aspx?cite=388-310-1600
https://www.dshs.wa.gov/esa/chapter-3-tools/351-entering-non-compliance-sanction-ncs
https://www.dshs.wa.gov/esa/chapter-3-tools/351-entering-non-compliance-sanction-ncs
https://www.dshs.wa.gov/esa/eligibility-z-manual-ea-z/equal-access-necessary-supplemental-accommodations
http://apps.leg.wa.gov/WAC/default.aspx?cite=388-310-0800
https://www.dshs.wa.gov/esa/chapter-8-paid-unpaid-employment/83-community-jobs
https://www.dshs.wa.gov/esa/chapter-8-paid-unpaid-employment/84-community-works

e Customized Job Skills Training — PE

e Life Skills Training - LS

e On-the-job Training - OT

e Vocational Education - VE

e High Wage High Demand Training - HW

e« High School completion or High School equivalency (age 19 or younger) - HS
e Subsidized employment like Work Study PT

e Volunteer Services in child’s daycare or elementary school=—VS

Non-core activitiestsed-to stacked with core activities; are also great epportunitiesoptions
when a participant needs additional education-deesn'tneed-EStdoesnothave atanguage
barrier. These activities can include:
e High School completion (age 20 or older) -
o High School equivalency (age 20 or older) - GE

BE

Note: The Department of Commerce will provide work expterenceexperience activities
including Community Works and Community Jobs activities to all LEP participants,

regardless of their ESL level, but in order to participate in the Community Jobs program,
participants must have valid work documentation (no non-work SSNssectatsecurity

faumbers).

The non-LEP pathway contractor or agency must report these activities, and WorkFirst

staff/RSYW must review them.

5.2.89 When should LEP participants be placed into a Community Serviece-or-Work
Experience activity?



https://www.dshs.wa.gov/esa/chapter-7-education-training/72-vocational-education
https://www.dshs.wa.gov/esa/chapter-7-education-training/73-basic-education-skills-enhancement-high-school-completion-high-school-equivalency
https://www.dshs.wa.gov/esa/chapter-4-career-scope-services/43-work-experience-wex
https://www.dshs.wa.gov/esa/chapter-7-education-training/72-vocational-education
https://www.dshs.wa.gov/esa/chapter-7-education-training/72-vocational-education
https://www.dshs.wa.gov/esa/chapter-7-education-training/73-basic-education-skills-enhancement-high-school-completion-high-school-equivalency
https://www.dshs.wa.gov/esa/chapter-8-paid-unpaid-employment/81-overview#8_1_10
https://www.dshs.wa.gov/esa/chapter-8-paid-unpaid-employment/85-voluntarycourt-ordered-community-service#8_5_1
https://www.dshs.wa.gov/esa/chapter-7-education-training/73-basic-education-skills-enhancement-high-school-completion-high-school-equivalency
https://www.dshs.wa.gov/esa/chapter-7-education-training/73-basic-education-skills-enhancement-high-school-completion-high-school-equivalency

Work Experience (WEX) is a structured unpaid work activity, which offers an opportunity
for participants to practice or expand their work skills in a supportive and flexible work
environment in a public or non-profit organization. It is a core activity thatcountstowards
thefederatparticipationrate-and is coded as WE on the eJAS component code screen.

Participants may be determined to be best suited fora WEX if they:

¢ Needtimeto acquire job skills needed for work and need minimal case
management to be successful on the worksite.

¢ Have work experience; but need additional experience to become competitive in the
labor market.

5.2.9-10 What Job Skills Training and Customized Job Skills Training are provided
through the LEP Pathway?

Job skills training is a sterttermshort-term training thattastsupto-severweeks-and
enhances participant’s’ employability by providing instructions and teaching specific skills

that are marketable to employers. This service is a non-core activity that must be stacked
with a 20 hours core activity to meetthe full participationfederatpatrticipationrate. ltis
coded as JT on the eJAS component code screen.

Customized Job Skills Training (CJST), formerly known as pre-employment training, is an 8-
22 week training program that is customized for specific employers or tied to a specific
industry. CJSTs must include industry-specific training and be tied to jobs with good labor



market demand. It's a time-limited core activity that counts towards full participation the
federatparticipationrate-and is coded as PE on the eJAS component code screen.

5.2.40-11 When is itis appropriate to code ESL / Engtishtanguage-instruction-as “JT” in
eJAS?

ESL FEngtishtanguageinstruction-service is provided for participants with ESL levels 1-6 to
assist in gaining language skills necessary to obtain and maintain employment. CASAS and
ORIA-approved assessment tools are used to determine a participant’s ESL level and
language skill gains-;asdefi i i
TechnicatColteges(SBETC). When students f|n|sh level 6 via the LEP Pathway, they
transition out of the LEP pathway but may continue with adult basic education (ABE) at the
colleges if needed. The contractor will communicate with the Case Manager when the
participant completes level 5 and 6.

Based on placement determination from an approved assessment, the contractor will
determine what activities are appropriate for the participant. Depending on the determined
level of ESL needed, there are two general activities:

e UsetheJT eJAS component code for ESL Engtishtanguageinstruction-when
stacked with 20 hours of core activities and indicate in the participant’s tadcividtat
Responsibitity Ptan{IRP) that ESE£English language agtistionacquisition is a skill
needed for employment.

¢ Usethe ES eJAS component code for an stafie=ateneESL activity if they are
participating in core activittesactivities for less than 20 hours a week. unititthe




5.2.41+12 How do LEP contractors capture WorkFirst participation?

Hoewdo-we-ctaimaUnsupervised homework hours for ESL instruction?

Only classes with an expectation of homework equal to or greater than the scheduled class
hours may be eligible for claiming unsupervised homework hours. We-—catctaimupto
Oene hour of unsupervised homework time for each hour of actual class time attended is
allowed. If there is no homework expectation, we cannot claim homework hours.

CTCs} contractors:

-Uuse the WorkFirst Calculator Tool to determine and document the total number of hours

CBOemmunity-Based-Organization{€86} contractors:

+Use the Educational and Homework Requirements Worksheet (EHRW) to document

scheduled class hours and the homework expectation for the class. CBO c€ontractors
must keep a copy of the EHRW form in the participant's case file. To claim homework
hours, CBO contractors may double the participant's actual attendance hours to report
via eJAS by the 10th of each month for the previous month.

In the event that the participant drops out or is referred back before completing their ESL #
Engtishrtanguage-class, one hour of homework time can be claimed for each actual class

time hour attended by the participant if the homework expectation hours are equal to or

greaterthan-the scheduled class hours. This applies to CTCseommunityortechnicat
cottege and CBO contractors.



https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/WorkFirst%20Calculator%20Tool.xls
https://www.dshs.wa.gov/esa/chapter-7-education-training/71-overview
https://www.dshs.wa.gov/esa/chapter-7-education-training/71-overview
https://www.dshs.wa.gov/esa/chapter-7-education-training/73-basic-education-skills-enhancement-high-school-completion-high-school-equivalency
https://www.dshs.wa.gov/esa/chapter-7-education-training/73-basic-education-skills-enhancement-high-school-completion-high-school-equivalency
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/Educational_IRP_Worksheet.pdf

Example: A participant is scheduled to go to class for 12 hours a week for three months.
They drop out or are referred back after only two weeks of ESL instructionetass, with 18
hours of total class time attendance. 36 total participation hours may be claimed for the
participant (18 attendance hours plus 18 unsupervised homework hours).

Absences

After two exctrsed-absences in a calendar month, the WorkFirst partier/contractor must:
e Sends animmediate notification to the WerkfirstCase Manager ARSW-via eJAS
eMessage €enterinelAS and explain s-if the absences iswas excused.

¢ Keeps the activity open.
o Contacts the participant and WorkFirst-Case Manager/RSW¥ to discuss next steps,

including if it is appropriate to refer the participant back to the local CSOBSHS.

For more on how to treat excused and unexcused absences, please refer to section 3.7.1.5
and 7.1.6.



https://www.dshs.wa.gov/esa/chapter-3-tools/371-federal-participation-requirements
https://www.dshs.wa.gov/esa/chapter-7-education-training/71-overview

5.2.4513 LEP Pathway - Step-by-stepguidePolicy in Practice (also see the LEP Pathway
Flow Chart)

When TANF is
approved or the family appears eligible for TANF, WorkFirst staff/RSYv:

a. Completes the-eJAS comprehensive evaluation usingin the Pathway
Development Tool (See section WFHB 3.2 - Comprehensive Evaluation for
more information) and- determines whether the participant needs an Equal

Access (EA) plan.

b. If the participant isXXXreports Limited English Proficiency is a barrier to

employment, dA



https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/LEP%20Pathway%20flow%20chart_120610.pdf
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/LEP%20Pathway%20flow%20chart_120610.pdf
https://www.dshs.wa.gov/esa/chapter-3-tools/321-comprehensive-evaluation
https://www.dshs.wa.gov/esa/eligibility-z-manual-ea-z/equal-access-necessary-supplemental-accommodations
https://www.dshs.wa.gov/esa/eligibility-z-manual-ea-z/equal-access-necessary-supplemental-accommodations

assessment,discuss the LEP Pathway and if participant chooses this option,
add the LP indicator code.

c. Ifthe participantis reporting barriers to participation, create an IRP to address

the barriers and determine if they can participate at least part time in LEP
Pathway services.

——If the participant is able to participate in part or full time activities,-antd refers

d. EnterstP-

——If the LEP participantis a returner, asks if they are already working
with a contractor. If yes, generates a referral to thatis contractor to

on.andtheparticipantcontinues

support their continued participati

ii. For ESL FEngtishtanguage-instructionetasses:

days:Add the RA referral component with the contractor code
for 7 daysEScomponentisusedtoindicateareferrattothe



https://csd.esa.dshs.wa.lcl/projects/tcm/CM/Pages/default.aspx
https://csd.esa.dshs.wa.lcl/projects/tcm/CM/Pages/default.aspx

B-A. €reatinges an IRP fromthetP-componentusing the RA

template with-the-contractorecode-for ESL /Engtishtanguage
testing and completion of EP-the education planwith-ehosen

contractot.

€:B. CcCreates/reate comptetesareferrattothecontractor
with-the fottowing-andan e-message -thereferral to the
contractor with the following information:

+—Contractor's-agencyname-and-code
+—Contactpersonnameandphonenumber
P I Particioati

e Pparticipant's primary-preferred language.

»—Description of expected specific activities (ESL #Engtish
tanguagetesting, recommendations fer£P)for the

number of hours, if there is a core activity for at least 20
hours) in Comments section.

+—Signed Authorization for Release of Information on file.

o [E-Messagesthereferrattothecontractor;

C. Prints thereferratthe IRP and completes any needed
translations services. Hands or mails the IRP tofor the
participant and explains that it is their responsibility to contact
the contractor within 7 days.

For Employment Services:

——Add the RO referral component with the contractor code for 7

days, c:

A. €reatinge an IRP using the RO template-with-the-contractor
code for completion of thea LEP Employment Plan.




Note: If referring to a CJ contractor, you would use the CJ
component with the contractor -; see WFHB 8.3 Community
Jobs for more information. Click here for a list of LEP pathway
CJ contractors.

B. Creates an-withthefottowing-and e-message thereferral to the
contractor with the following information:-te-thecontractor

withs

1. Participant's primary language.

2. Description of expected specific activities (job search or
work expterenceexperience and number of hours) in

Comments section.

Signed Authorization for Release of Information on file.E=Messages-thereferrattothe
contractor;

3.

3-—Print the IRP and complete any needed translations
services. Hand or mail the IRP to the participant and
explain that it is their responsibility to contact the
contractor within 7 days.

4.

Note: For Community Jobs referrals, WorkFirst staff would use the CJ
component to refer participants to the provider, and the CJ contractor
would develop an Individual Development Plan with the participant, see
WFHB 8.3 Community Jobs for more information.

2. The LEP Pathway contractor:


https://www.dshs.wa.gov/esa/chapter-8-paid-unpaid-employment/83-community-jobs
https://www.dshs.wa.gov/esa/chapter-8-paid-unpaid-employment/83-community-jobs
https://www.dshs.wa.gov/esa/chapter-8-paid-unpaid-employment/83-community-jobs

O]

. Accepts the ES-RA and/or RO component, -by-entering the date when-the
referratisof acceptance in eJASed.

b. Makes all efforts to contact the participant as soon as possible to make an
appointment.

c. Reviews the referral and meets with the participant for a one-on-
one interview.

d. ESL contractors-atse:

i.  €Conducts/arranges for the CASAS and-/-or approved English
language testing.

ii. EntersbEntersEnter the ESL AEngtishtanguagelevel and €ASAStest
date on-the-CtientDemographic-Sereen the ORIA LEP Pathway Plan

screen and in the Client Notes screen in eJAS.

t-—ifthe ESttevetis-tthrough6:

e. Reviews together with the participant their previous education, training, work
history, skills and occupational goals to determine appropriate activities.

f. Discusses WorkFirst participation requirements-with-theparticipant and
develops a written plan EmpteymentPtanin eJAS with the participant, making
sure that the participant is a part of the decision-making process._Plans
created by the contractors include:

i Education Plan (including components).;

ii. Employment (also known as ORIA LEP Pathway Plan —work).;

tiii. Individual Development Plan.

g. Completes the eJAS Client Notes and e-mMessagesto the-BSHS Case
Manager/RSY information about the first meeting, recommendeds
employment activities, and exptainsreasons why they may be beneficial.

fh. i if-at s g tvittesarerecomm etrdedtUpdates the
Employment Plan, Education Plans or Individual Development Plan in eJAS,

including the activity components specifying=;hours and duration:

e ES -— ESL /Ensgtishtanguage-instructions only (not stacked with at least
20-hour core activity)




e JT-—ESL +EngtishtanguagesSkills eEnhancement training -when

meetingthestacked with at least 20--hour core participation

-~ - edJob Skilts Traini
Community-Service

P—

e WE - Work Experience

e JS-Job Search

e VE, PT, WC- Other non-LEP Pathway employment services deemed
necessary (i.e. Vocational Education, Community fobsWorks, Work
Study, etc.)

i. Documentsin eJAS the participant agreed to this plan.

g-]. Rejects the ES-RA or RO component by referring back the participant to the
CSO within 7ten btsiness-days if no contact iswas made (face-to-face
meeting with the participantrent) by the tenth-7"" business-day.

3. WorkFirststaffThe WorkFirstCase Manager/RSW:

a. Reviews the Employment and Education plans.

=

b. FinatizesthetRP-and-eEnterss the activity components with:-the scheduled
hours of participation and duration indicated in the plan, along with ane-the

contractor's-3-¢tigit code.

c. Updates the IRP, including any translated piecessetvices, and hands or mails
to the participant documenting they agreed to this plan with the WorkFirst LEP
partner/contractor.




4. The LEP Pathway contractor:

a. Works with the-Wetkfirst Case Manager/RSY to discuss and finalize the
suggested activities; mMakinges sure thatthe participantisapartofth

tecisi L decisionermaki -

c. Entersthe date the participant began participating in WorkFirst activities in
Actual Start Date column of Contractor Caseload Screen.

d. Documents participant's actual participating-hours of participation by
keeping daily attendance/timesheets. Documents excused absences in eJAS

and states the reason for absence in eJAS Notes.

Note: AfAlthough not specifically stated in WAC, cultural holidays may be
considered an excused absence.}

e. Reports actual participation hours monthly on the eJAS Contractor Caseload
and Multiple Clients Monthly Participation screens by the 10th of the following
month for the previous month's activities.

Note: W-when tracking ES hours, contractors will not be able to enter the

hours into the reports above, instead, contractors shwould document the

monthly hours in the eJAS notes).

e-f. Reports in eJAS any isstes-identified issues. Attempts to resolve the issue
with the participant and involves the Workfirst-Case Manager/RSW
immediately when unable to resolve or if the issues are affecting the

participant's ability to participate.

€:g. Sends immediate notification to the Wotrkfirst-Case Manager/RSW within 1
business day after a participant has 2 excused or unexcused absences ina
calendar month by using the "Immediate Notify" column in the Contractor


http://apps.leg.wa.gov/WAC/default.aspx?cite=388-310-0500

Caseload screen, and keeps the activity open. {Refer to WFHB 5.2.13- What
steps do you take when a participant is absent? for more information. }

h. Sends immediate notification to the WeorkiirstCase Manager/RSY-when a
participant is unable to participate for the scheduled number of hours.
Initiates conversation with WorkfirstCase Manager/RSW and participant
about whether the activity is appropriate.

i. Contacts the participant and Case Manager to discuss next steps —see ——
WFHB 3.2.1.5 and 3.2.1.6 for more information on the Continuous Activity
Plan (CAP) staffing.

i. Updatesthe ESL level in the ORIA LEP Pathway Plan in eJAS as the participant
advances and; communicates to the Case Manager when the Participant
reaches a level 5 and 6.

g—

f-k. Updates appropriate sections of eJAS.

5. The WorkFirst Case Manager/RS\¥:

a. Continues to monitor the LEP Pathway case.
b. Addresses any rejected referrals.

c. When the contractor reports that the participant reaches an ESL level 5 or 6:

i Updates the ESL level on the participant’s eJAS demographic screen.

tii. _ Refers participants with-ESEL/Engtishtanguage tevet5and6to

ESBCareer Scope Services ;Commerce-subsidized employment or
Education and Training activities for additionalremptoyment services.

€:d. Updates the IRP and eJAS with any activity changes as follows:

i.  Updates activity components and enters contractor's 3-digit-code {LEEP
Pathway-Contractortist)in eJAS Active Components screen using the



https://www.dshs.wa.gov/esa/chapter-5-pathways-employment/52-limited-english-proficiency-lep-pathway#5_2_13
https://www.dshs.wa.gov/esa/chapter-3-tools/321-comprehensive-evaluation

WorkFirst Partner Directory (only accessible to CSD staff), to give the
contractor access to the case record.

ii.  Updates or creates a new IRP, if necessary, and has the participant sign
it.

iii. Documents scheduled WorkFirst activities in eJAS LEP notes.

e-e. Notifies the contractor of changes in the participants' participation
requirements so that EP-Education/Employment Plan can be updated.

e:f. Reviews the Contractors Caseload and Monthly Participation screens for
monthly reporting. fthe-contractorisnotreportin }

f-g. Updates the eJAS Employment screen as soon as possible with employment
information received from contractor.

th. Ensures the ACES EARN-Earned Income screen is updated.

For a summary of the LEP Pathway process, please see the TANF/\WorkFirst Appticationand
LEP Pathway Program flow chart.

Resources

Related WorkFirst Handbook Sections
e 1.2 Required Participation



https://csd.esa.dshs.wa.lcl/projects/tcm/CM/Pages/default.aspx
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/LEP%20Pathway%20flow%20chart_120610.pdf
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/LEP%20Pathway%20flow%20chart_120610.pdf
https://www.dshs.wa.gov/esa/chapter-1-engaging-parents-workfirst/12-required-participation

1.4 WorkFirst Orientation
2.2 Support Services

3.2.1 Comprehensive Evaluation
3.3.1 Individual Responsibility Plan
3.3.2 Stacking Activities

e 3.5.1 Entering Sanction

7.1 Education and Training Overview

e 7.2 Vocational Education
7.3 Basic Education, Skills Enhancement, High School/HSE
8.3 Community Jobs

Forms & Other Resources
e Capturing Homework Hours Chart

Educational & Homework Requirements Worksheet (used by LEP Pathway

contractors)

LEP Pathway ESL Competency Levels

o  TFANFANorkFirstApptication-and LEP Pathway Program Flow Chart
WorkFirst Calculator Tool (used by SBCTC staff)

LEP Pathway Contractor List

WorkFirst Partner Directory — only accessible to CSD staff



https://www.dshs.wa.gov/esa/chapter-1-engaging-parents-workfirst/14-workfirst-orientation
https://www.dshs.wa.gov/esa/chapter-2-supports/22-support-services
https://www.dshs.wa.gov/esa/chapter-3-tools/321-comprehensive-evaluation
https://www.dshs.wa.gov/esa/chapter-3-tools/331-individual-responsibility-plan-and-stacking-activities
https://www.dshs.wa.gov/esa/chapter-3-tools/332-stacking-activities
https://www.dshs.wa.gov/esa/chapter-3-tools/351-entering-non-compliance-sanction-ncs
https://www.dshs.wa.gov/esa/workfirst-handbook/chapter-7-education-training
https://www.dshs.wa.gov/esa/chapter-7-education-training/72-vocational-education
https://www.dshs.wa.gov/esa/chapter-7-education-training/73-basic-education-skills-enhancement-high-school-completion-high-school-equivalency
https://www.dshs.wa.gov/esa/chapter-8-paid-unpaid-employment/83-community-jobs
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/capturing%20homework%20hrs%20chart.pdf
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/Educational_IRP_Worksheet.pdf
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/ESLChart.pdf
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/LEP%20Pathway%20flow%20chart_120610.pdf
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/WorkFirst%20Calculator%20Tool.xls
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/LEP%20Pathway%20Contractor%20List.xlsx
https://csd.esa.dshs.wa.lcl/projects/tcm/CM/Pages/default.aspx

