
 

 

 

P-2333 Job Readiness Activities (B21-08) 
 
General Procedures for Job Readiness Activities (Reach 
Up Services rule 2350.6)  
 
For Reach Up, job readiness includes a variety of activities including resume and 
application preparation; preparing for job interviews; job search and job search 
training. Activities are designed to improve the participant’s employment 
prospects and must be supervised to some extent daily. Life skills training and 
necessary treatment may also be considered job readiness activities (see Reach 
Up Services procedures P-2333B and P-2333C). 
 
Job readiness is an appropriate activity for any participant whose goal includes 
seeking unsubsidized employment or developing skills that will prepare them to 
seek, obtain, perform and maintain a job. 
 
Documentation of attendance in job readiness activities should be provided to a 
member of the Reach Up team (such as Job Coach, case manager) as often as 
agreed upon in the participant’s plan, but no less than once per month. 
 
The Participant Attendance Report (form 625AR) can be used, or any other 
equivalent written documentation. 
 
Counting Job Readiness Hours for the Federal Work 
Participation Rate (WPR) 
 
Limits on the number of hours used for job readiness 
 
Job Readiness activities are countable and core activities. However, federal law 
limits how many hours can count towards the Work Participation Rate (WPR). 
 
Job readiness hours are limited per participant as follows: 
 
• Up to 180 hours per year for a 30 or 35 hour/week work requirement; and  
• Up to 120 hours per year for a 20 hour/week work requirement  
 
Examples of how job readiness limits may be used with a 30 or 35 hour work 
requirement: 
 
•  30 hours each week for a total of 6 weeks in a rolling calendar year 
•  15 hours each week for a total of 12 weeks in a rolling calendar year 
•  Variety of hours per week until total number of hours equals 180 in a  
    rolling calendar year  

https://vermontgov.sharepoint.com/sites/AHS-EXTClientForms/DCFESDFormsLibrary/625AR%2010-15.pdf.


 

 

 
Examples of how job readiness limits may be used with a 20 hour work 
requirement: 
  
• 20 hours each week for a total of 6 weeks in a rolling calendar year 
• 10 hours each week for a total of 12 weeks in a rolling calendar year 
• Variety of hours per week until total number of hours equals 120 in a rolling 

calendar year 
 
Limit on consecutive weeks of job readiness 
 
Job Readiness activities can only count towards the WPR for 4 consecutive weeks 
in a row, then requires a one week break before resuming the activities again 
until the total number of hours are used. 
 
Case management support 
 
For more information on what type of verification is needed for Job Readiness 
Activities, see the Verification Documentation Desk Aid. 
 
CASE D TIME F11 

 
CASE/D/Time F11 in ACCESS will show the amount of job search, job readiness, 
life skills and necessary treatment hours a participant has used. 

https://vermontgov.sharepoint.com/sites/AHS-DCF/ESD/GuidanceProgram/Verification-Documentation-Desk-Aid.pdf?web=1


 

 

 

Enter “WORK” 
for the 
Function (FNX) 

Enter “C” for 
the Mode 

Current month and 
current year.  Hit 
enter when done. 

Enter the participant’s  
Social Security Number  
Note: In a two parent 
household make sure to 
enter the SSN of the 
participant taking part in 
Job Readiness. 

Entering job readiness activities on the FDP  
 
Step 1: Getting to Work Screen. 
 

 

 

 

 

 

 

 



 

 

 

Double 
click or 
click once 
and 
“enter” 

Step 2: Select “Job Search/Readiness” or “Life Skills” blocks 

 

 

 

 

 

 

 

Job Search/Job Readiness includes the following: 

 

Life Skills includes the following (not all selections are available in each district): 

 



 

 

 

Place an “X” on 
the line next to 
the activity, in 
this case “Job 
Search” and 
press enter  

Step 3: Select the Job Readiness activity the participant is taking part in. 

 

 

 

 

 

Step 4: Entering specific activity information. 

 

 

 

 

 

 

 

 

 

-Start Date: Date 
participant will start 
(remember the federal 
calendar always starts 
on a Sunday).   
-Target Completion: 
Date the participant 
expects to complete 
the activity 
(remember the federal 
calendar always ends 
on a Saturday). Last 
day of the month can 
provide a clean ending 
if exact date is not 
known. 
-Scheduled 
Hour/wk.: Number of 
hours participant will 
take part in activity 
per week.  
-Support Sves: 
indicate any support 
services being offered 
to the participant that 
pertain to their activity 
(example: childcare). 



 

 

 

Step 5: View after hitting “ENTER” once. 
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