P-2332 WKEX and CSP (B21-08)

Participants may take part in a work experience (WKEX) or a community service
placement (CSP). The purpose of a WKEX or CSP is to improve the employability
of a participant. A CSP is limited to public or non-profit organizations, while a
WKEX can be held at any type of organization.

Case Manager Support

See the ACCESS Case Management Training Videos: Entering a WKEX/CSP in
ACCESS and Entering Mid-Month Start WKEX CSP in ACCESS.

Entering a Work Experience (WKEX) or Community Service Placement
(CSP) on the Family Development Plan
Step 1: Determine the participants FLSA by going to CASE/D/TIME.

NTS AND TIME LIMITS *** ( ASQEBI )
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If the participant’s FLSA is different than the prior month, update the JINC panel
with the correct hours and have the participant sign a new FDP.

See the Reach Up Services Procedure P-2332A on FLSA for more information.
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https://vermontgov.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=f9676a2e-b5d9-47dc-bb42-db44faa2b6fa&vid=0c847bcd-a24a-47c9-9da4-3f1f18faae78
https://vermontgov.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=f9676a2e-b5d9-47dc-bb42-db44faa2b6fa&vid=0c847bcd-a24a-47c9-9da4-3f1f18faae78
https://vermontgov.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=f9676a2e-b5d9-47dc-bb42-db44faa2b6fa&vid=3a48d300-c7b4-45d1-8eb1-a182eac27a20
https://vermontgov.sharepoint.com/sites/AHS-DCF/ESD/SitePages/ACCESS-Calendar-Archive.aspx
https://vermontgov.sharepoint.com/sites/AHS-DCF/ESD/SitePages/ACCESS-Calendar-Archive.aspx

Step 2: Select Work Placements on the Work Screen

05/19/16 11:09 *** FAMILY DEVELOPMENT PLAN *** ASQWOHF1
Participant: TONYA SSN: Financial Status: Active
Phone#: Phase: EP 06/01/2016

Participation Code: 02 NE
Date FDP Signed: 05 16 2016 Review Date:

Employment Goal: 13-2011.01 Accountant
Case Manager:

Location:

T R R R R R R R R R R R R R R R R R R R R AR R R R AR RARRERRRERRTRTY
Strengths/Supports: *Shelter/Healtles y/Child Devl & Educ
Interferes:

1,2 of 7 Activity Hrs/Wk Target Act End date Outcome
Job Search 10 0 09/01/2016 _ __ P
CSP Community Service Pro 10 04/19/2016 _
USER: FNX: WORK MODE: C RPTGRP: PERIOD: 05 16 COMMAND:

DO: IMS: GAl REPORTING GROUP: TONYA
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12--~
Quit Retrn Exit Print Goal Hours PgBk PgFd CMH St/Sp Intrf C&C

Step 3: Place an “X” next to the appropriate activity WKEX or CSP and hit enter.

e Work Placement Activities------ More: + ASQWOHF1

A —— cial Status: Active
CSP Community Service Program : EP 06/01/2016
s el 2 cipation Code: 02 NE

_ CSP3 Community Service Placement 3 iew Date: _

_ Internship

_ Learning Together as Work Experience SM

_ OJT - On the Job Training
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Unsubsidized Employment
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Work Study

WIA Workforce Investment Act (Adult/Minor Parent)
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WKEX Work Experience

WEX2 Work Experience 2

+
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I
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I
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I
I
I
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DO: IMS: REPORTING GROUP: TONYA
Enter-pFl---pF2---pPF3---PF4---PF5---PF6---PF7---PF9---PF9---PF10--PF11--PF12---
Quit Retrn Exit Hours PB PF St/Sp Intrf




Step 4: Select F5

05/23/16 12:53 JCB INCOME

Social Security #:
NRME OF PERSON
WITHE JOB INCOME
TONYA

Elig Specialist:

Case Manager: POLICY REFERENCE:
***** EMPLOYMENT INFORMATION ***+%

TOTAL HRS MEETS WORE HOURLY GROSS MONTHLY
PER WEEK REQUIREMENT WAGE INCO

[ N Work 0000000

PROJECTED Placement
START DATE END DATE Type
05 02 201e CsSE
* EITC AMOUNT * FOLLOWUE
$5855 ¢¢ DATE  STATUS EMPLOYER NAME,PHONE
00000 00 CVOEO
{ 802 ) - 527 7392

USER: FNX: WORE MODE: C RPTGRP: BERIOD: 05 16 COMMAND:
DO:  IMS: GAl REPORTING ADULT: TONYA 3

QUESTION 22 ( JINC . 02 )

LAST UPDATED: 05/19/1& 11:11 BY  ASPRFA

Work Requirement: hours
PROJECTED COUNTABLE
MTG/NOT MTG CODE
N

NOTE: The
COUNTABLE
CODE field
should be left
blank.
Remove any
codes that you
see in this field
as they may
cause hours to
be counted
incorrectly.

Step 5: Enter the WKEX
start date.

or CSP name, address, phone

number, the job title, and

You will need to verify the information by placing a “"V” by CM. Then hit F8.

05/23/16 12:54

NAME:

EMPLOYMENT INFORMATION FOR JINC . 0

TONYA SSN:

20160504

EMPLOYER INFOQ:

CVOEO
5 LEMNAH DRIVE

VERIFIED: & DATED:
@- TED: 20160519

rk Placement Ty

ST ALBANS
PHONE ( 802 )- 527 7392

VT 05478

TEEEEEEERRERRRIRREE Y

1) ADMIN ASSISTANT

MO DA YEAE

05 02 2016 PROJ END ACTURL END

&7

DO:

REPORTING ADULT:

MO DA YEAR MO DR YEAR

3)
DAY  PAY SCHD HRS HRLY WAGE  OCCUP INDUST.
PAID FRE ; $5888 ¢¢ CODE CLASS.
20 5
USER: : C RPTGRP PERIOD: 05 16 COMMAND:

1OVYn




Step 6: Enter the scheduled hours the participant will be participating in their
CSP or WKEX per week.

Note: You will not
be able to enter
scheduled hours R o enErED: ES N
before the v ven:
CSP/WKEX start EMPLOYER INFO: ?E;E}DW

date. The Average
Weekly Scheduled Freeet Geritied sirere g
HOUFS are the hours ”ci:,’ Ending: CS,;'EI'? 05/14 CS,-"%] i=5{’f‘f 05/14 05/21 05/28
the participant is :
scheduled to attend
their CSP/WKEX for
the month divided by DAY PAY CHD HRS  HRLY WAGE OCCUP.  INDUST.
the number of WeekS PAID FREQ . K 55885 ¢¢ Cgii CL;:.SS.
in the month. PF8=Hours ) i

o
(]
w

/16 12:54 EMPLOYMENT INFORMATION FOR JINC . ( ASPAFAL

USER: FNX: WORE MODE: C RPTGRP: PERIOD: 05 16 COMMAND:
DO: IMS: GAl REPORTING ADULT: TONYA

(See below for information on how to enter a CSP/WKEX that does not start the
first week of the month.)

Step 7: Place curser on the “"Day Paid” and enter “IRR” for irregular.

06/02/16 09:50 EMPLOYMENT INFORMATION FOR JINC . 03 ASPAFAl
NAME : SSN:
VERIFIED: ES UPDATED: 20160504

CM V UPDATED: 20160524
EMPLOYER INFO: CVOEO
5 LEMNAH DRIVE Work Placement Type: CSP2

ST ALBANS VT 05478
PHONE ( 802 )- 527 7392
1

JOB TITLE(S)
222 SRR RE RS
1) ADMIN ASSISTANT | PROJ END
2) MO DA YEAR

PAY SCHD HRS HRLY WAGE OCCUP. INDUST.

FREQ ER WK $555% ¢¢ CODE CLASS.
010 20 5

- PF8=Hours

FNX: WORK MODE: C RPTGRP: PERIOD: 06 16 COMMAND:
DO: IMS: REPORTING ADULT: TONYA




Hint: Press “Shift-F12" for a list of options. Always enter “"IRR"” for a WKEX or
CSP.

06/02/16 09:49 EMPLOYMENT INFORMATION FOR JINC . 03 ASPAFAl
NAME : SSN:
VERIFIED: ES UPDATED: 20160504
CM V UPDATED: 20160524
EMPLOYER INFO: CVOEO
5 LEMNAH DRIVE Work Placement Type: CSP2
ST ALBANS VT 05478

ACTUAL END

PAY DAY:

ASODFABN

0J END

Valid entries are ? and SUN, MON, TUE, DA YEAR MO DA YEAR

WED, THU, FRI, SAT, IRR. This will be

used to check the validity of the

actual first date paid. INDUST

CLASS
010 20 5
PF8=Hours

USER: FNX: WORK MODE: C RPTGRP: PERIOD: 06 16 COMMAND
DO: IMS: GAl REPORTING ADULT: TONYA

Step 8: Place curser on “"PAY FREQ"” and enter “I” for Irregular.

Job Ends. Check INSU. Close with appropriate reason i1f insurance also ends.

06/21/16 13:01 EMPLOYMENT INFORMATION FOR JINC . 01 ASPAFA
NAME: SSN:
VERIFIED: ES V UPDATED: 20160502
M UPDATED: 20160602
EMPLOYER INFO: VT ADULT LEARNING
5 LEMNAH DR Work Placement Type: CSP
ST ALBANS VT 05478
PHONE ( 802 )- 524 9210
JOB TITLE(S) STARTING
AR SRS R R R R R RS S Ho DP‘ Y%‘D
1) VOLUNTEER 04 19 2016 PROJ END ACTUAL END

2) MO DA YERR MO DA YEAR
3) 04 29 2016
DAY SCHD HRS HRLY WAG OCCUP. INDUST.
PAI PER WK $5555 ¢¢ CODE CLASS.
IRR 010 00000 00 30 5
PF8=Hours
USER: FNX: WORK MODE: C RPTGRP: PERIOD: 06 16 COMMAND:
DO:  IMS: REPORTING ADULT: TONYA




Hint: Press “Shift-F12” for a list of options. Always enter “I” for a WKEX or CSP.

06/02/16 09:49 EMPLOYMENT INFORMATION FOR JINC . 03 ASPAFAl
NAME: SSN:
VERIFIED: ES UPDATED: 20160504
CM V UPDATED: 20160524
EMPLOYER INFO: CVOEO
5 LEMNAH DRIVE Work Placement Type: CSP2
ST ALBANS VT 05478

ASODFABN
0J END ACTUAL END
Valid entries are ? and SUN, MON, TUE, DA YEAR MO DA YEAR
WED, THU, FRI, SAT, IRR. This will be
used to check the validity of the
actual first date paid. . INDUST.
CLASS.
010 20 5
PF8=Hours
USER: FNX: WORK MODE: C RPTGRP: PERIOD: 06 16 COMMAND:
DO: IMS: REPORTING ADULT: TONYA
Step 9: Enter the Occupation Code
06/02/16 09:49 EMPLOYMENT INFORMATION FOR JINC . 03 ASPAFAL

NAME: SSN:
VERIFIED: ES UPDATED: 20160504
CM V UPDATED: 20160524
EMPLOYER INFO: CVOEO
5 LEMNAH DRIVE Work Placement Type: CSP2

ST ALBANS VT 05478
PHONE ( 802 )- 527 7392

JOB TITLE(S) STARTING

thttbtdttb bttt t .\.:O DR YSAR
1) ADMIN ASSISTANT 05 02 2016 PROJ END ACTUAL END
2) MO DA YEAR MO DA YEAR
3)
DAY PAY SCHD HRS HRLY WAGE NDUST
PAID FREQ PER WK $958% ¢¢ LASS.

010 5

PF8=Hours
USER: FNX: WORK MODE: C RPTGRP: PERIOD: 06 16 COMMAND:
DO: MS: REPORTING ADULT: TONYA

b




Hint: Pressing “shift-F12” will give you a list of all occupation codes available.
Use F7 and F8 to navigate forward and backward.

INFORMATION FOR JINC . 03 ASPAFAl

JOB TITLE(S)
IS S S S SRR RS R R E S
1) ADMIN ASSISTANT

2) MO DA YEAR

06 16 COMMAND:




Hint: Hit shift F12 will give you a list of all industrial classes
and F8 to navigate forward and backward.

6/21/16 13:26 EMPLOYMENT INFORMATION FOR JINC . 03 ASPAFAl
e AN ENEN
AR £LV10UIVS
AR ERED
FUALBU £LUVliolVos
ment Type: CSP2
AFTIIAT TN
MAelunu SV
MO DA YEAR
: 06 16 COMMAND:
DO: IMS: REPORTING ADULT: TONYA

available. Use F7

Step 11: After entering all required information hit Enter.

EMPLOYMENT INFORMATI

o
[
*

*
o
o0

NAME:

EMPLOYER INFO:

e RTRAN
ST ALBAN
PHONE ( 802 )-

JOB TITLE(S)

iSRS RRRRREEE

1) ADMIN ASSISTANT
2)
3)




Step 12: A box will generate asking for the first pay date. Enter the date the
participant began the WKEX/CSP. Then hit enter.

06/21/16 13:36 EMPLOYMENT INFORMATION FOR JINC . 03 ASPAFAL
NAME: SSN:
VERIFIED: ES D: 20160504
CM V UPDATED: 20160621
EMPLOYER INFO: CVOEO
5 LEMNAH DRIVE Work Placement Type: CSP2

tEtd

1) A

16 COMMAND:

Step 13: Do not enter any information on the "INCOME INFORMATION FOR
JINC” Panel. Hit “Enter” to return to the WORK/C screen (on some cases you will
need to hit enter multiple times).

06/21/16 13:47 INCOME INFORMATION FOR JINC . 03 ASPAFA3
NAME: SSN:
HOURS GROSS WAGES TIPS/COMMISSION PAY PAY
MO DA YEAR HHH $§58§ ¢¢ $8588§ ¢¢ FREQ DAY
: I
s
4.
5.

TOTALS:
MONTHLY:

AMOUNT vyvey ¢ VERIFIED: ES
START: / / M UPDATED: 20160621
USER: FNX: WORK MODE: C RPTGRP: PERIOD: 06 16 COMMAND:

DO: IMS: REPORTING ADULT: TONYA




Entering a WKEX or CSP that Does Not Start the First Week of the Month

on a Family Development Plan:

Step 1: Enter the
CSP/WKEX by
following the steps
above in the month EMPLOYER INFO: CVOEO
the CSP/WKEX
begins. Enter all
other activities the
participant will
participate in for the
month.

EMPLOYMENT

TONYA

..........

IMS: GAl REPORTING ADULT: TONYA

INFORMATION FOR JINC . 0 ASPAFAL

VERIFIED: ES

CM V UPDATED:

Work P

€ EMPLOYMENT INFORMATION FOR J ASPAFAL
AME TON ss
ERIFIED: ES UPDATE
CcM UPDATE
EMPLOYER INFO: CVOEO
5 LEMNAH DRIVE Work Placement Type: C

Step 2: Proceed to the
following month (Example
if the participant starts
their CSP/WKEX in May
proceed to June). Update
their Scheduled Hours and
Average Weekly Scheduled
Hours.

Step 3: Print the FDP in the month with correct hours in the JINC panel.
Example: if the participant starts their CSP/WKEX the third week in May you will

print the participant’s FDP in June.

Example: If Tonya started her CSP the week of 5/21 and was doing 20 hours
per week, enter 20 hours in the week of 5/21 and 5/28. ACCESS will calculate
the “Average Weekly Scheduled Hours” as 10 (40 total hours divided by 4 weeks



= 10 hours per week). When the FDP prints, the hours for the activity will be 10
hours per week NOT the 20 hours per week Tonya is scheduled to attend. This
will need to be changed or Tonya will sign an incorrect FDP. To get the correct
hours to print, go to the following month (since she started in May proceed to
June) and update the JINC with the proper hours. In this case change the
“Scheduled” hours to 20 and the average hours to 20 then print their FDP.
Remember this is only if the participant starts their CSP/WKEX on any week
other than the first week of the month.

Entering ongoing WKEX and CSP hours into ACCESS

Step 1: Select Work Placements on the WORK screen in the month the hours
were completed.

05/18/16 11:09 *** FAMILY DEVELOPMENT PLAN *** ASQWOHF1
Participant: TONYA SSN: Financial Status: Active
Phone#: Phase: EP 06 2016

Participation Code: 02 NE
Date FDP Signed: 05 16 2016 Review Date: __ _
Employment Goal: 13-2011 Accountant

Case Manager:
Location: F y
T T I I T T A T A T A N A A A A A A A AT A AT AN AT AT N

Strengths/Supports: *Shelter/Healf v/Child Devl & Educ

1,2 of 7 Activity Hrs/wk Target Act End date Outcome
ob Search 10 0%/01/2016 __ __ P

CSP Community Service Pro 10 0471972016

USER PERIOD: 05 1¢ COMMAND:

DO:

nter-PFl PF9---PF10--PF11--PF12--~
Qui CMH St/sp Intrf C&C

Learning Together as Work Experience
OJT - On the Job Training

+

|

|

|

|

|

|

| ;
Providing Childcare R

|

|

|

|

|

|

|

|

|

|

Self Employment

Subsidized Pub

Unsubsidized Employment
VISTA/AmeriCorps
Work Study

Investment Act (Adult/Minor Parent) ct End date OQutcome

| I D A A R I D N N N R R |

tment Act (Youth) — P
e 04 29 2016
e e e e e e e + 5 16 COMMAND
DO: TONYA
Enter PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Qui Hours PB F St/Sp Intr




Step 3: Select F5

05/23/16 12:53 JOB INCOME

Social Security #:
NAME OF PERSON
WITH JOB INCOME
TONYA

Elig Specialist:
Case Manager:

DO:

QUESTION 22 ( JINC .
LAST UPDATED: 05/19/16 11:11 BY

Work Requirement:
PROJECTED
MTG/NOT MTG
N

02 )
 ASPAFA
hours Group: 3
COUNTABLE
CODE

A

POLICY REFERENCE:

EMPLOYER NAME/PHONE

txxtr EMPLOYMENT INFORMATION ***x*

GROSS MONTHLY
INCOM

( 802 ) - 527 7392

TOTAL HRS MEETS WORK HOURLY
PER WEEK REQUIREMENT WAGE
6 N Work 0000000
PROJECTED Placement
START DATE END DATE Type
05 02 2016 CSP
* EITC AMOUNT * FOLLOWUE
$958% ¢¢ DATE STATUS
00000 00 CVOEO
USER: FNX: WORK MODE: C RPTGRP:

IMS: GAl REPORTING ADULT: TONYA

PERIOD: 05 16 COMMAND:

Step 4: Select F8

05/24/16 15:42

NAME:

EMPLOYER INFO: CVOQEO

5 LEMNAH DRIVE

ST ALBANS

JOB TITLE(S)
S S S ESSER R RRRREE]
1) ADMIN ASSISTANT
2)
3)

DAY

PAY SCHD HRS
PAID P

FREQ R

010
PF8=Hours
FNK 2 W

USER:

PHONE ( 802 )- 527 7392

Hi : C RPTGRP:
IMS: GA1 REPORTING ADULT: TONYA

VT 05478

STARTING
MO DA YEAR
05 02 2016 PROJ END
MO DA YEAR
HRLY WAGE OCCUP.  INDUST.
$558§% ¢¢ CODE CLASS.
20 5

EMPLOYMENT INFORMATION FOR JINC . 02 ASPAFAL
TONYA SSN:
VERIFIED: ES _ UPDATED: 20160504
CM V UPDATED: 20160523

Work Placement Type: CSP

ACTUAL END
MO DA YEAR

PERIOD: 05 16 COMMAND:




Step 5: Enter the verified hours according to the Participant Attendance Report
or other verification. Make sure to correctly enter excused and holiday hours as
they are reported.

05/24/16 15:42 EMPLOYMENT INFORMATION FOR JINC . 02 ASPAFAl
NAME: TONYA SSN:
''''' 1ED: ES UPDATED: 20160504
CM UPDATED: 20160523

LR RS "'erifled LR RS RS ‘LR RS Schedulej LEE R R

Week Ending: 05/07 05/14 05/21 05/28 07 05/14 05/21 05/28

......................

PERIOD: 05 16 COMMAND:

Reminder: See the Reach Up Services Procedure P-2332A on FLSA for more
information.
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