7.3 Basic Education, Skills Enhancement, High School
Completion & High School Equivalency

{ron-core)Revised March XX, 2017

Legal References:

o RCW 74.08A.250
e WAC 388-310-0600
e WAC 388-310-0900

The Basic Education, Skills Enhancement, High School Completion & High School Equivalency

{HSE)-section includes:

e 7.3.1-What is Basie-Education-&-High School Completion_and High School Equivalency?

e 7.3.2 HS; High School Completion and High School Equivalency;-Basie-Edueation - Step-by-step
guideStep Guide

7.3.3 What is Basic Education and Skills Enhancement {F)2Training?

7.3.4 Basic Education and Skills Enhancement Training - Step-by-step-guideStep Guide

7.3.5 What is Life Skills Training?

7.3.6 What is independentindependent Life Skills Training?

7.3.7 What is Life Skills Training as part of other Job Preparation activities?

7.3.8 What is Seasonal Worker Training?

7.3.9 When can you add seasonal worker training to the HRP2Individual Responsibility Plan (IRP)?
7.3.10 Full-time training for seasonal workers - Step-by-step-gutdeStep Guide

7.3.11 English as a Second Language (ESL)

The WorkFirst program offers these-education and training opportunities in addition to vocational education=

Al-education-and-training-ismeant to prepare parentsparticipants for employment. See the Stacking
Activities section for more information about hew-thesestacking education and skill-building activities are

stacked-with core activities to help parentsparticipants gain necessary proficiencies and-atse meet their
participation requirements.

Education and Training Hours

To calculate participation hours, use the actual hours the parentparticipant is in the-education and training
activities, to-trehade including classes, labs,-and supervised study halls/tutoring sessions, and up to one hour
of unsupervised study time for every scheduled hour of class time. Total homework time counted for
participation eannetcan’t exceed the hours required or advised by an-partiedar educational program.

For more information on how to calculate education and training hours, please refer to section 7.1.3.

7.3.1 What is Baste-Edueation-&-High School Completionf and
High School Equivalency?

These activities and codes include:
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. ngh seheel—eqﬂwaleneySchool Eqmvalencv classes {GE)-- Classes that help parentsparticipants earn

a high school equivalency certificate by passing a series of proficiency tests-and.
o —(HS) : High School Equivalency classes for participants 19 years of age or younger
o__(GE): High School Equivalency classes for participants 20 years of age or older

e High School Completion {HS} - Educational course work preparing a parentparticipant to earn a high
school diploma.
o (HS) : High School Completion for participants 19 years of age or younger
o (BE) : High School Completion, including High School 21, for participants 20 years of age or
older

7.3.2 HS;High School Completion and High School Equivalency
Basic-Edueation - Step-by-step-gutdeStep Guide

Community and Technical Colleges - Step-by-Step

1. The ESB-Employment-Counselormay:


https://www.dshs.wa.gov/esa/chapter-5-pathways-employment/52-limited-english-proficiency-lep-pathway

Referparticipantparticipant meets with the pareptto-DSHS-and-decuments-therequest-in-eJAS:

no-reguest appears-to-be appron 6Based on the
pa-Fen{—s—eempFehensl-ve—eva-luaHGn—ComprehenS|ve Evaluation (CE) and other meetlnqs such as Continuous
Activity Planning_-recomwmendations-or(CAP), the stacking-activity-chart-WFPS/WFSSS will:

a) Aftercompleting-the CEchooses-the-EducationDetermine if education and Fraining
employment-pathway-and-referstraining options are likely appropriate-reguests-to-the-colege*
using the_Stacking Activity Chart.

b) Create the Individual Responsibility Plan (IRP).

a)—Use the RA code and-creates-the-parent'sHRPif education activity is through a contracted College
partner.

e

3.The College WerkFirstpersonnelstaff will:

Foellow-through-enAttempt contact with the referred eustemerparticipant, accept or reject
training reguests-referral, and document the decision within- seven calendar days.

3—Create-atraining-plan-includingDevelop the corresponding-eJAS-code-forEducation and
Training Worksheet, and includes how the educationak-activity:

dib)Forbasic-education-documents -increases  educationalactivity-gives-the
parentparticipant’s skills needed for employment-in-the-tratningplan-.

c) Use the WorkFirst Calculator Tool-te-determine-the-maximum-total-numberofweekly
edueationat-hours-ineluding-study-time—The, or the approved Weekly Attendance Sheet, to
determine the participant’s total number of participation hours per week (including scheduled
class time, unsupervised homework time, scheduled supervised homework time, and the
maximum number of allowable education hours).

d) Update the Education & Training Worksheet including the:

. Totals |dent|f|ed by the WorkFlrst Calculator TooI—ls—a—spFeadsheet—used-by—eel-lege

: - -
e Appropriate component,-the-anticipated
e Anticipated start and end date of the activity, and-the

e Participant’s total number of participation hours per week-the-parent-wit-be
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$)e) Send notification via an eJAS e-message to the WFPS/WFSSS.
5.The WFPS/WFSSS will:

a) ReeeivesReceive notice thatof the parentis-approvedparticipant’s approval for Basie
Edueation-High School Equivalency (HSE}-or High School Ceompletion from the college
WorkFirst persennelstaff;.

b) Enters-Enter the BE, GE, or HS eJAS component code (I3F+—GE-er-HS)-with the three digit
contractor code;.

c) Stacks-basicedueationStack BE or GE components with a core activity for participants 20
years of age or older.

d) Updates-parent'sUpdate participant’s IRP+-.

e)e) On a quarterly basis, Rreview and monitor progress entered by the college staff guarterhy-into
the Education and_Training Worksheet under Progress Notes.

Note: Participants 19 years of age or younger: HS (High School Completion or Equivalency) meets their
core activity. ***x

3. Documents action taken in eJAS.
4-6. College WerkFirst-personnelstaff will work with all parentsparticipants in approved training as
follows:

1. Supervision:

e Faculty, instructors, instructional aides, lab supervisors, study hall supervisors, and
supervisors-of-work-based learning aetivitiessupervisors may provide required
daily supervision. College program designees also provide additional monthly

supervision to ensure the participant is deirg-weH-in-his-er-herprogram-and

making progress towards meeting-her-er-his educational and employment goals.

2. Documentation: Attepdance

i. Document attendance records wit-be-decumented-every two weeks and
maintairedmaintain them in the eoHege's-er-provider's students'participant files.
This

ii. Provide this information wiH-be-previded-in a State-approved format, such as
individual timesheets signed by the participant and faculty member, supervisor, or
other appropriate individual as-weH-as-the-student-or-decumentedor document in
electronic tracking systems, as appropriate.-A

~iii. _Keep a copy of the WorkFirst Calculator sheet, or approved Weekly Attendance

Sheet, listing the maximum number of weekly participation hours wiH-be-kept-in

the parent's-participant's file.

3. Reporting:

1—Use eJAS; to report parent-participation every-menth-
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ool O-rano Nroore a alfala
to the WFPS/WFSSS-en-a-menthly-basis,
o Immediately notify the WFPS/WFSSS if the student-is-Aetparticipant isn’t
maintaining satisfactory progress-e¥, fails to participate as required, or has two
excused or unexcused absences in a calendar month. Please refer to-section
+14- section 7.1.6 What steps do you take when a parent is absent?

4. Verification:

e Provide information, documentation, and records as requested to support State
Work Verification efforts.

Other High School Completion or Equivalency Providers — Step-by-Step

1. The participant meets with the WFPS/WEFSSS.

2. Based on the Comprehensive Evaluation (CE) and other meetings such as Continuous Activity Planning
(CAP), the WFPS/WESSS will:

a. Determine if education and training options are likely appropriate using the Stacking Activity Chart.

b. Create the Individual Responsibility Plan (IRP).

c. Use the HS, BE, or GE code and assign to the appropriate contractor code. If the activity is through a
non-contracted provider, assign the component to yourself or the contractor that requested the activity for
the participant.

Note: If the component is coded to the WFPS/WESSS, follow reporting requirements outlined in 3.9.2.6
What are Non-contracted service requirements.

If the component is coded to a non-SBCTC provider, follow reporting requirements outlined in 3.9.2.5
What are Contracted service requirements?

7.3.3 What is Basic Education & Skills Enhancement training
&H?

Basic Education is-designed-te-increases a participant's basic skills competencies and ability to find work, to
include English as a Second Language (ESL). Basic Education gives participants skKills needed for
employment, such as the ability to understand English, read, write and do basic math. To count Basic
Education towards participation, WorkFirst partners must:



https://www.dshs.wa.gov/esa/chapter-3-tools/392-documenting-and-reporting-participation
https://www.dshs.wa.gov/esa/chapter-3-tools/392-documenting-and-reporting-participation
https://www.dshs.wa.gov/esa/chapter-3-tools/392-documenting-and-reporting-participation
https://www.dshs.wa.gov/esa/chapter-3-tools/392-documenting-and-reporting-participation

o Document the participant is obtaining skills needed for employment in their education and training

plan or LEP Pathway employment plan.
e Stack the basic education or ESL with a core activity.

e Code the hours of instruction under the JT eJAS component code so they fall under the correct

category in the WorkFirst federal reports.

Note: Basic Education isn’t an approved full-time activity:.-h However, ~ESL may be an approved full-

time activity until the parent'sparticipant’s English proficiency is sufficient to participate in core activities.
Use the ES eJAS component code for ESL not stacked with a core activity.

See Section 5.2, Limited English Proficiency (LEP) Pathway for additional information about
requirements and coding for ESL instruction.

Skills Enhancement training (called job skills training in WAC 388-310-1050) is gererally-training that
enhances a persen‘sparticipant’s employability by providing specific skills that are marketable to employers. It
can include:

Training to enhance job skills classes, such as computer/keyboarding-elasses-elasses, to learn software
applications, CPR/basic first aid training, or flagger training.

Literacy or language instruction when it is-explicitly foeusedfocuses on skills needed for employment or
combined with job training.

Developmental education or prerequisites required for a vocational certificate.

Any education and training required by an employer &+to provide a persenparticipant with the ability to
obtain employment, or to advance or adapt to the changing demands of the workplace including part-
time vocational education classes.

The following may provide Skills Enhancement training-ean-be-previded-by:

Public/private community and technical colleges,
WorkFirst partners,

Tribal governments,

Community based organizations, or

Businesses.

You can add Skills Enhancement training to a persensparticipant's IRP when the-yindividual:

Qualifyies as a seasonal worker;

Meets the WorkFirst work requirements;

Is-Are fully participating in job preparation or other employment services (short-term only) and the
training weuld-enhances his-er-hertheir employability.

Needs non-core activities to meet participation requirements.

Training institutions measure Skills Enhancement training is-often-net-measured-by credits or credit hours

through-the-training-institytion.. Some courses last less than one day and-seme-rightwhile others take
place-evera-numberofseveral weeks. The WorkFirst Program Specialist/WorkFirst Social Service Specialist

(WFPS/WFSSS) will estimate the scheduled hours of participation based on the instructor's feedback or the
parent's-education plan and enter thatthe amount in the parent's-Individual Responsibility Planz_(IRP). When
the student-participant is attending a community or technical college, up to one hour of unsupervised study
time ean-be-countedmay count for every scheduled hour of class time. Total homework time counted for
participation earnetcan’t exceed the hours required or advised by apartiedtaran educational program.
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FheUse the following eJAS eodes-may-be-used-for-parentscodes for participants in_basic education or skills

enhancement training:

e JT - Skills Enhancement Training
e RA - Referral to Community/Technical college

7.3.44-3-4 Basic Education & Skills Enhancement Training -
Step-by-step-gutdeStep Guide

1—ReferThe participant meets with the parent-to-DSHS-to-set-up-skills-enhancement-training

2:1. Fhe-WFPS/WFSSS+,
2. DeterminesBased on the Comprehensive Evaluation (CE), the WFPS/WFSSS will:
a. Determine if the-Edueationan education and Fratrinagtraining request appears to be
appropriate* according to the parent'sparticipant’s comprehensive evaluation, Centirued
ParticipationContinuous Activity Planning recommendations, or the stacking aetivitiesactivity

chart.
b. When combining skits-enhancementBasic Education or Skills Enhancement training with

o theWorkFistProgram-SpecialistA\WerkFirst Secial-Serviee
SpeciahstHOMERSANVESSS)

i. Chooses the Job Search and Education and Training employment pathways after
completing the CE and referss the adividual-participant to ESD and the training
institution or service provider, using the Rl and RA referral codes,

ii. Monitorss the IRP and activities, and

iii. ~ Once approved, updates the IRP and eJAS component codes to reflect Career Scope
services and skills enhancement training.
c.  HWhen combining skiHs-erhancementBasic Education or Skills Enhancement training
with other core activities;-the \WFRSAMESSS::

i.  Choosess the Education and Training and Ynsubsidized-Employmentcore activity

pathways after completing the CE and referss the individual-participant to the service
provider using theRAthe RA referral code;
ii. Updates the IRP to include skills enhancement training;

iii. Opens the JT and PFcore activity components; and
i Monitors the IRP and activity.

3. The seree—pFewdeFColleqe staff will:

a. _Attempt contact with the referred participant, accept or reject training referral, and document
the decision within seven calendar days.

b. Develop the Education and Training Worksheet, and includes how the activity increases the
participant’s skills needed for employment.

c. Use the WorkFirst Calculator Tool, or the approved Weekly Attendance Sheet, to determine the
participant’s total number of participation hours per week (including scheduled class time,
unsupervised homework time, scheduled supervised homework time, and the maximum number

of allowable education hours).
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d. Update the Education & Training Worksheet including the:
e Totals identified by the WorkFirst Calculator Tool or the approved Weekly Attendance
Sheet,
Participant's approval status,
Appropriate component,
Anticipated start and end date of the activity, and
e Participant’s total number of participation hours per week.
e. Send notification via an eJAS e-message to the WFPS/WFSSS.

4. The WFPS/WFSSS will:
a. _Receive notice of the participant’s approval for Basic Education or Skills Enhancement Training
from the college WorkFirst personnel.
b. Enter the JT eJAS component code with the three-digit contractor code.
c. Update the participant’s IRP; reviews and monitors progress entered by the college staff
guarterly into the Education and Training Worksheet under Progress Notes.

3.5. The College staff will work Wlth all paremsp_artlcmant in approved tralnlng as follows:
a. Supervision: v
—i.  Faculty, mstructors mstructlonal aldes lab superwsors study haII superwsors and
supervisors-of-work-based learning aetivitiessupervisors may provide required
daily supervision. College program designees also provide additional monthly
supervision to ensure the participant is detrg-weH-r-his-or-herprogram-and
making progress towards meeting-her-er-his educational and employment goals.
b. Documentation: Attendanece
i.  Document attendance records wi-be-doecumented-every two weeks and
maintairedmaintain them in the eoHege's-er-provider's-students'participant’s files.
Fhis
~ii. __ Provide this information wil-be-previded-in a State-approved format, such as
individual timesheets signed by the participant and faculty member, supervisor, or
other appropriate individual as-weH-as-the-student-er-documentedor document in
electronic tracking systems, as appropriate.
iii. Keep a copy of the WorkFirst Calculator sheet, or approved Weekly Attendance
Sheet, listing the maximum number of weekly participation hours in the participant's

file.
¢. Reporting:
kiv. Use eJAS, to report parept-participation monthly to the WFPS/WFSSS-eRr-a
monthly basis.;

ikv. _Immediately notify the WFPS/WFSSS if the student-is-rotparticipant isn’t
maintaining satisfactory progress-e¥, fails to participate as required-, or has two
excused or unexcused absences in a calendar month. Please refer to section
7.1.6 What steps do you take when a parent is absent?



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/Weekly%20Attendance%20Sheet.doc
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/Weekly%20Attendance%20Sheet.doc
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/Weekly%20Attendance%20Sheet.doc
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/Weekly%20Attendance%20Sheet.doc
https://www.dshs.wa.gov/esa/workfirst-handbook/chapter-7-education-training
https://www.dshs.wa.gov/esa/workfirst-handbook/chapter-7-education-training

d. Verification:

i. Provide information, documentation, and records as requested to support State Work
Verification efforts.

7.3.5 What is Life Skills Training?

Life skills training is-tratning-that-prepares parentsparticipants to meet the demands of everyday life and
employment. Programs are locally designed and operated to maximize available resources to best serve the

parentsparticipants within the community.
Life skills training can-be-offered:

o AspartofStack with Job Search

o IndependentBe independent from Job Search
o AspartefStack with other Job Preparation activities

Life skills training may include such topics as:

Self-awareness

Attitude

Balancing work and personal life

Money management

Stress and anger management

Time management

Communication skills

Appropriate standards for dress and participation

7.3.6 What is Independent Life Skills Training?

Life Skills/Soft Skills training is-tratning-that-prepares parentsparticipants to meet the demands of everyday
life and employment. It may er-may-Ret-be employment related-and-is-hot-thatended-to-completely-address
and-reselve-famiy-issues—tis-rtended-to-beprovides and an up-front introduction that helps prepare them

parents-to-participateforeffective participation-in-activitiesparticipate in activities effectively. It
effectivelybut-doesn’t completely address and resolve family issues.




For federal reporting, Life Skills is a time-limited core activity in the same category as job search/job
preparation. This activity can-either be used by itself or stacked with other activities in order to reach full time
participation.

Note: Homework eannetbe-countedcan’t count as \WorkFirst participation hours for Life Skills training.
Code Independent Life Skills training shewd-be-coded-as "LS" on the eJAS component screen.

For participants in H-is-importantto-note-that-Life Skills-training-is-already-buitin-to-Career Scopelob

Search activities through ESD, Commerce,-and or ORIA —Fhe" incorporate Life Skills training as part of their
JS component. DBon’t code these-the | S*sheuld-net-be-coded trainings separately from the JS component

for these cases.-inthose-cases: £S-shoeuld-onby-be-cededOnly code these separately when H4s taken
independently from Job Search and is-retpart-of-or other Job Preparation activities.

; Please refer to section 4.2.8- What is
Life Skills Training as Part of Job Search? for more on Life Skills training as it pertains to job search;.

ForPlease refer to section 7.3.7 for Life Skills training as part of other job preparation activities-please-refer
fo-section 7317

7.3.7 What is Life Skills Training as Part of Other Job
Preparation Activities?

H-the-LifeDon’t separately code life skills/Seftsoft skills training #s-embedded in other Job Preparation
activitiesHis-net-coded-separately. It is coded_Aectivitiesthat may-code-and federally reported as part of
these activities:—Fhese-activitiesreport-this training-are:

e Family Violence
e Mental Health
e Chemical Dependency Treatment

7.3.8 What is Seasonal Worker Training?

WorkFirst allows seasonally employed workers the opportunity to meet their WorkFirst requirements by
working during the peak season and pursuing full time training in the off season. Other training or education,
including basic education such as Adult Basic Education (ABE), GED, or English as a Second L anguage
(ESL), may be appropriate in combination with vocational training, depending on the needs of the

ndividualparticipant.

Seasonal employment is-werkreflects a consistent pattern of employment and unemployment, characterized

by regular, periodic (seasonal) layoffs;+eflecting-a-censistent-pattern-of-employmentand
whemployment.. Employment Security Department (ESD) staff will determine the seasonal worker status

based on the parentsparticipant’s normal pattern of employment.

The seasonal worker training is for individuals who:

o  Work full-time, as defined by industry standards, during the peak season;
e Need additional job skills to find more stable employment; and
e Establish a recurring cycle of seasonal employment/unemployment as their normal way of life.
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7.3.9 When can you add seasonal worker training to the {RRP2

Seasonal- worker training-is-included-in the-parents- | A 1VIdual Responsibility Plan
(IRPy)?

Include seasonal worker training in the participant’s IRP when Employment Security Department has
determineddetermines the parentparticipant is a seasonal worker and the thecommunity and technical

colleges approve the training-has-been-approved.

Onee-the-training-is-approved,-WFPS/WFESSSs and employment counselors develop IRPs and Success Plans
that maximize opportunities for wage progression=_ once they determine approval of training. Community and
Technical Colleges design individualized training plans and WorkFirst Financial Aid to pay for the training.

FheCommunity and Technical College staff monitor the seasonal worker training-is-menitered according to
the type of training added to the IRP. For example, if the training is vocational education, then the WFPS and
college staff track participation and monitor progress according to the policy around vocational education. This
also applies to determining the actual hours of time for the activity.

eJAS codes

RA (Referral to non-CJST or HWHD training)

VE (Vocational Training)

PE (Customized Job Skills Training)

ES (English as a Second Language)

HS ( High school completion or High school equivalency for participants 19 years of age or younger)
BE ( High school completion, including High School 21, for participants 20 years of age or older)
GE (High school equivalency training_for participants 20 years of age or older)

7.3.10 Full-time training for seasonal workers - Step-by-step
guideStep Guide

1. The WorkFirstProgram-SpecialistAMorkFirst Secial-Service-Spectahist (\WFPS/WFSSS}) refers the
parentparticipant to job search.
2. The Jebéemee%peemﬁEmployment Coach will:
DeterminesDetermine seasonal worker status—H-the-parent-meets-seasenal-worker-status;
and informs themthe participant of seasonal worker training options_if they meet season work
status;
2. DevelopsDevelop the success plan to include seasonal worker training; and
3. RefersRefer seasonal workers who request training to the BSHSS-WFPS/WFSSS.
ClesesClose the JS code.

3. The Weﬁmpmgmép%MA#eﬂeF%eealéeﬂﬂeeépeemﬁﬂWFPS/WFsssy will:




1. ReeeivesReceive notice thatrecommending the rdividual-is-eitherrecommendedparticipant
for seasonal worker training.

2. DeterminesDetermine if an education and training request appears to be appropriate according
to the parent'sparticipant's comprehensive evaluation, Continuous Activity Planning
recommendations or the stacking activity chart.

3. RefersRefer appropriate requests to the college using the RA code and ereatescreate the
parent's-participant's Individual Responsibility Plan (IRP-).

4. College WeorkFirst-personnelstaff will:
1. FoeHew-through-ontrainingrequestsComplete the following within the first seven
calendar days- of referral:
1. MakeAttempt contact with the final-decisienparticipant;
2. Accept orreject the referral;
3. Determine whether to approve thereguestVE or PE (if accepted); and
0-4.Document reason for accept/reject and referral to appropriate program.
3-2.Create a training plan.

3. Use the WorkFirst Calculator Tool, or the approved Weekly Attendance Sheet, to

determine the participant’s total number of participation hours per week (including
scheduled class time, unsupervised homework time, scheduled supervised homework
time, and the maximum number of allowable education hours).
4. Update the Education & Training Worksheet including the:
1. Totals identified by the WorkFirst Calculator Tool or the approved Weekly
Attendance Sheet,
Participant's approval status,
Appropriate component,
Anticipated start and end date of the activity, and
5. Participant’s total number of participation hours per week.
5. The WFPS/WFSSS will:
1. ReeeivesReceive notice that-the-parentis-approvedof approval for full-time education as a
Seasonal\Workerseasonal worker for the participant.
1. EmntersEnter appropriate eJAS component code (VE , PE , HW, DC, JT, GE,
BE or HS ) with the three--digit contractor code,
2. Ypdatesparent'sUpdate the IRP, and
3. DeeumentsDocument action taken in eJAS.
2. H-denied;Refer the-parent participant is-re-referredback to job search and-the \WHFRSAMESSS
re-opensusing the JS code_if denied from seasonal worker training.

W N

6. The College staff wihworkworks with seasenalworkersall participants in approved training as
follows:
a. _Supervision: Faculty, instructors, instructional aides, lab supervisors, study hall supervisors,
and meniterwork-based learning supervisors may provide required daily supervision of
work-based learning activities. College program designees also provide additional monthly

supervision to ensure the participant is making progress towards meeting educational and

report-theiremployment goals.

b. Documentation:



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/Weekly%20Attendance%20Sheet.doc
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/Weekly%20Attendance%20Sheet.doc
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/Weekly%20Attendance%20Sheet.doc

i Document attendance records every two weeks and maintain them in the provider's
participant files.

ii. Provide this information in a State-approved format, such as individual timesheets
signed by the participant and faculty member, supervisor, or other appropriate
individual or document in electronic tracking systems, as appropriate.

iii. Keep a copy of the WorkFirst Calculator sheet, or approved Weekly Attendance

Sheet, listing the maximum number of weekly participation aceerding-to-the-type
of training-they-are-enroled-in—Seerelevanttraining-section-for-detatshours in
the participant's file.
c.__Reporting:
vi. Use eJAS, to report participation monthly to the WFPS/WEFESSS,

vii. Immediately notify the WFPS/WFSSS if the participant isn’t maintaining
satisfactory progress, fails to participate as required, or has two excused or
unexcused absences in a calendar month. Please refer to section 7.1.6 What steps
do you take when a parent is absent?

d. Verification:

v, Provide information, documentation, and records as requested to support State Work
Verification efforts.

7.3.11 English as a Second Language

The LEP Pathway section describes when to approve Enghish-as-a-Secend-anguageESL and other training
for limited-English proficient parents-participants. Refer to the LEP Pathway section when the participant
can’t participate in core activities until their English proficiency improves.

Basic education, skills enhancement training (JT), or high school completion/highs school equivalency
(HS/GE/BE) may include ESL training as part of their activities. =

* If the employment plan recommendation or CAP is not appropriate, refer to Chapter 3.2.

** For Dependent Teens/Teen Parents, and Pregnant and Parenting Minors, refer to Chapter 1.2.

Resources
Related WorkFirst Handbook Chapters

e 1.2 Required Participation
e 3.2 Comprehensive Evaluation
e 7.1 Education & Training Overview


https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/Weekly%20Attendance%20Sheet.doc
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/Weekly%20Attendance%20Sheet.doc
https://www.dshs.wa.gov/esa/workfirst-handbook/chapter-7-education-training
https://www.dshs.wa.gov/esa/chapter-5-pathways-employment/52-limited-english-proficiency-lep-pathway
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
https://www.dshs.wa.gov/esa/chapter-1-engaging-parents-workfirst/12-required-participation
https://www.dshs.wa.gov/esa/chapter-3-tools/321-comprehensive-evaluation
https://www.dshs.wa.gov/esa/workfirst-handbook/chapter-7-education-training

7.2 Vocational Education

7.4 Other Education

7.5 Internships and Practicums

7.6 What do | do when a parent is already in school when he or she comes to meWorkFirst?
4.1 Employment Services Overview

3.3.1 Individual Responsibility Plan

2.3 WCCC

Other Resources

CASA Descriptor

Tuition Assistance From Community & Technical colleges

Life Skills/Soft Skills and Skills Enhancement (Job Skills) Training Differences
WorkFirst Calculator Tool (used by SBCTC staff)


https://www.dshs.wa.gov/esa/chapter-7-education-training/72-vocational-education
https://www.dshs.wa.gov/esa/chapter-7-education-training/74-other-education
https://www.dshs.wa.gov/esa/chapter-7-education-training/75-internships-and-practicums
https://www.dshs.wa.gov/esa/chapter-7-education-training/76-what-do-i-do-when-participant-already-school-when-he-or-she-comes-me
https://www.dshs.wa.gov/esa/workfirst-handbook/chapter-4-career-scope-services
https://www.dshs.wa.gov/esa/chapter-3-tools/331-individual-responsibility-plan-and-stacking-activities
https://www.dshs.wa.gov/esa/chapter-2-supports/23-working-connections-child-care-wccc
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/CASAS%20Descriptor.pdf
https://www.sbctc.edu/paying-for-college/financial-aid-scholarships.aspx
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/Life%20Skills%20vs%20Skills%20Enhancement.doc
https://www.dshs.wa.gov/sites/default/files/ESA/wf-manual/WorkFirst%20Calculator%20Tool.xls

