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Attachment 1a — Discovery & Profile Services Provider Agreement

Attachment 1a
Discovery and Profile

Overview
Discovery

Discovery is a comprehensive method of learning about how the client/participant
“gets things done”. Discovery Specialists (DS), as authorized vendors under the
Division of Public Assistance (DPA) are responsible for carrying out Discovery
activities. During Discovery the DS learns about the family’s circumstances by
interviewing individuals who support the Families First Work Services (FFWS) client
as well as by observing everyday activities. Through this highly comprehensive
process, the DS learns about the client/participant’s conditions that are essential to
their success, areas of interest for possible work environments and the skills and
contributions that they will bring to a job. As an alternative to typical vocational
assessments Discovery provides direction that makes sense in relation to the
client/participant’s life while keeping the range of employment opportunities and
income options open.

Profile

Informational notes gathered in Discovery are used to develop a written narrative
called a “Profile.” The Profile is comprised of 3 parts, and provides a descriptive
picture of the FFWS client that is created to synthesize the information from
Discovery. The DS writes the Profile with a positive perspective. It is used as an
alternative means of presenting the client at their best, as opposed to traditional
evaluation summaries that compare an individual to set standards. The Profile is the
tool used at the Employment Planning Meeting (EPM) to give direction for decisions
about employment options and other means to maximize self-sufficiency.

Description of Profile Sections:

Part I: Includes intake and personal identification information, highlights typical
routines, responsibilities and sets the framework for determining appropriate
Discovery activities.

Part Il: Describes the individual’s contributions including strengths, skills, interests,
and personality characteristics, as well as conditions for employment.

Part Ill: Summarizes the information contained in Part Il in preparation for the
Employment Planning Meeting (EPM); contributes to the development of the
Portfolio; guides the job negotiation process and plans to work toward self-
sufficiency.
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Overview of Roles during Discovery

FFWS Client (client/participant)--The client/participant is the key-decision maker,
guides the Discovery process and gives final approval to carry out all Discovery-
related activities, including approving the full Profile.

Families First Facilitator (FFF) --The FFF provides consultation to the Work Services
Case Manager (CM), the DS and the Family Support Team (FST) as needed.

Family Support Team (FST) --The FST members participate in meetings, interviews
with the DS, and contribute information for writing the Profile and the Employment
Plan.

Work Services Case Manager (CM) --The CM continues to provide primary case
management to the client, coordinates FST meetings as needed, and keeps in
regular contact with the DS to follow progress.

Discovery Specialist (DS) --The DS carries out Discovery activities and contacts the
CM if issues impact services or work.

Discovery Documentation

The DS is required to maintain documentation using a variety of methods, adhering
to confidentiality and secure storage of records. The primary types of documentation
required of the DS include:

--Informal Discovery notes

--Discovery & Profile Log

--Profile (Parts I, Il and )

--Current Releases of Information forms (ROls)
--Photographs (for the Portfolio)

Initiating Discovery

A. Following Discovery referral and subsequent approval by the FFF, the FFF
assigns a DS to the client/participant and informs the CM; including providing the
CM the DS’ contact information.

B. The FFF meets with the DS and at the FFF’s discretion, may include the CM and
the client/participant. The purpose of the meeting is to acquaint the DS with basic
information regarding the client/participant’s services to date, provided by the
FST.

C. The CM makes an initial contact with the client/participant to inform them of the
transition into Discovery, and to explain the basic Discovery process/steps.
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D. The FFF works with the CM to coordinate and schedule an introductory
Discovery meeting, selecting a date, time and place that meets the client/family’s
needs and takes place within 2 weeks of Discovery approval. The attendees of
this meeting include the CM, the client/participant and the DS.

E. The FFF works collaboratively with the CM to contact the client/participant and
the DS to confirm attendance at the introductory Discovery meeting, including
meeting reminders just prior to the scheduled meeting.

F. The DS will keep track of their Discovery work individually for each client on a
Discovery and Profile Invoice.

G. The CM will conduct an introductory Discovery meeting including the CM, the
client/participant and the DS within 2 weeks following Discovery approval. The
purpose of the meeting is to acquaint the client with the DS and to provide a full
Discovery orientation (see attachment “Discovery Orientation.”)

H. The FFF acts as a liaison to ensure the introductory Discovery meeting is carried
out between the CM, the client/participant, and the DS. The FFF may attend the
meeting if requested by the CM or the DS.

I. The CM orients the client using a full Discovery Orientation (see attachment
“Discovery Orientation”) during the introductory Discovery meeting.

J. At the introductory meeting the CM provides the DS a packet, including the
Family Network, Weekly Routines/ Calendar, Profile Part | (partially complete),
and current release of information forms (ROls).

K. During the introductory meeting, the DS arranges follow-up visits with the
client/participant to initiate Discovery activities. The CM may be present for initial
visits should the DS or client/participant request.

L. The DS may contact the CM for additional information, as needed and with the
client/participant’s permission to begin Discovery.

lll. Basic Discovery Steps

While each of the Discovery steps is important, the DS can carry out Discovery
steps in a natural order rather than having to follow the specific order below.
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Step 1: Schedule and prepare for introductory visit(s)
A. Scheduling Discovery visits:

1. Time of day, day of week, and location considerations- The DS schedules
Discovery visits around particular events or life activities and may occur
during hours beyond a typical work schedule.

a. The DS must meet with the client/participant at the time that works for them
targeting their most productive hours within their normal routines.

b. The location of visits should be determined based on the planned activity.
The client/participant’s comfort level with the location and the subject
matter should be considered, as well as transportation needs. If
transportation is a challenge, the DS may contact the CM to discuss
options, including Supportive Services.

2. Frequency and duration - The DS will schedule 2 to 3 visits per week that will
range from 1 to 3 hours per visit.

a. Maximize attendance
--The DS may consult with the CM and the client/participant to determine
a system that works best to ensure appointment follow through.
--Remind the client/participant about visit date, time, duration, and place.
--Use means of communication that best matches client/participant’s
preference (ex: text, e-mail, and phone).

b. Reschedule appointments as necessary
--Reschedule no-shows or cancellations in the same week if at all
possible, or at the earliest possible date.
--After two missed appointments, the DS may ask client/participant if there
is a better time that works to increase attendance.

3. Including other people in visits — The DS must provide the client/participant
the option and opportunity to invite any individual to participate in Discovery
activities, based on their comfort level.

a. Natural or agency supports may be present as requested by the
client/participant during any interview or observational activity.

b. The client/participant selects individuals to be interviewed to contribute to
Discovery. Typically, these individuals are selected from the existing FST.

B. Supplies for Discovery visits:

1. Basic agenda or plan for the visit
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4.

5.

. Notebook and writing tools

Cell phone

--Client/participant’s phone number(s) readily available
--Fully charge cell phone prior to visit

Camera with fresh batteries

ROls or other necessary documents

C. Preparation for introductory and initial Discovery visits:

Note — The introductory Discovery visit by the DS is to be differentiated from the
introductory meeting to orient the client/participant to Discovery.

1. During or immediately following the introductory Discovery meeting between

the CM, the client/participant and the DS, the DS must follow-up with the
client/participant to explain the purpose of the introductory visit at their home
and ask for an appointment (or if appropriate, schedule all of the initial
Discovery visits). If the home location is not agreeable to the client/participant,
the DS is advised to offer a different location as an option.

2. The DS prepares for the initial visits by reviewing Discovery questions (see

Discovery and Profile training materials) and the Profile Part | Guide (see
Discovery and Profile training materials). Profile Part | is an intake form that
provides basic information about the client and family. The form is partially
completed by the CM prior to the initiation of Discovery. The DS must
complete Profile Part | during the initial visits with the participant and family as
appropriate. The DS must update the form if the client/family’s circumstances
change during Discovery.

Step 2 Tour the participant’s neighborhood:

A. The DS must tour the client/participant’s neighborhood before or after the first
visit to the home to observe and document the surroundings. The DS notes type
of housing, safety issues, transportation options, businesses, culture, services,
etc. (Details found in Profile Part ).

B. The DS confirms observations using follow-up Discovery questions with the
participant (see Discovery and Profile training materials).

C. Once information is confirmed, the DS transfers what is confirmed to Profile Part
| in the appropriate section(s).
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Step 3 Carry out the introductory home visit:

A. The initial visit at the participant’s home will last % to 1 hour. The CM may attend
an initial visit at the request of the CM or the client. The purpose of the visit is for
the DS and client/participant to get acquainted, build rapport and complete
introductory paperwork.

B. The DS briefly reviews the FF service strategy, including the process/steps of
Discovery to Negotiated Job Development (NJD), and role of the DS.

C. The DS completes the following activities/forms (review forms prior to the
appointment).

1. Family Network — The DS confirms with the client/participant the names of
individuals, both personal and professional, with whom they have regular
contact. The client/participant additionally must confirm the individuals they
perceive as their current “supports” (likely already members of their FST). The
DS requests permission to formally interview the individuals who know them
best. Confirm existing ROIs and complete new ROls as appropriate.

2. Profile Part | — The DS confirms what is recorded in Profile Part I. Writing
Profile Part | is typically incorporated into the initial Discovery visits, with
narrative portions written outside of the scheduled visit.

3. Any items/objects related to schooling or achievement should be copied or
photographed with the participant’s permission (to contribute to the Portfolio).

4. Weekly Routines/Calendar — The DS confirms the participant’s current Weekly
Routines/Calendar to determine if there are new appointments or events.

5. Schedule a return visit — Use the participant’s Weekly Routines/Calendar to
select a time for the next visit(s).

D. The CM schedules an initial FST meeting after the first week of Discovery visits in
order to introduce the DS as a new member of the FST, and to update the FST
as to initial Discovery findings. The FFF may be invited to this meeting at the
request of the DS or CM as a resource for orienting the FST to Discovery.

The CM will develop a meeting agenda for the DS’ first meeting with the FST that
includes the following:

--A brief presentation by the DS regarding the process of Discovery

--The role of the FST as contributors to Discovery through interviews and giving
input to the Profile
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Note — Should the CM call an FST meeting at any point during the Discovery
time period, the DS is obligated to attend in order to keep abreast of the
client/participant’s service and support status.

E. The DS must report to the CM any issue regarding the client’s participation in
Discovery or circumstances that may impact his/her ability to move forward
toward employment. The CM or FFF may serve as a liaison between the client
and the DS if the client is having difficulty engaging in Discovery activities; both
early or later in the process.

F. The DS must provide brief Discovery progress updates to the CM, who will be
responsible for contacting the DS on a weekly basis throughout the Discovery
time period.

Step 4 Complete Profile Part I:
A. The DS must complete writing of Profile Part | (use Word)

B. Prior to finalizing, the DS must confirm with the client/participant that the content
of Profile Part | as accurate.

Step 5 Review Profile Part Il Guide

A. The DS reviews the Profile Part || Guide to gain insight into what information is
needed to write each section. It is not intended that the Discovery Specialist “fill
in the blanks” on Profile Part Il, but to use it to guide Discovery conversations
and interviews.

B. The expectation is that each significant point presented in Profile Part 1l be
confirmed by what is learned through at least 2-3 Discovery
observations/interviews.

Note — Use the Discovery and Profile Training Workbook as a resource for
sample Discovery questions.

Step 6 Prepare the participant for Discovery activities:

A. The DS prepares the client/participant for Discovery interviews with FST
members, observation at home and in the community, photographing the
participant involved in activities, and note taking by the DS.

B. Discovery activities are carried out at the comfort level of the client/participant.
The goal is for the DS to learn as much as possible to contribute to a complete
and accurate picture of the participant. As examples (not all inclusive):

--Ask about formal and informal household responsibilities
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--Inquire about community activities and details of participation
--Request to see possessions of importance

--Note interactions with others, relationships

--ldentify indications of interests, routines, and current skills

Step 7 Schedule interviews with FST members:

A. The DS schedules Discovery interviews with individuals who the client/participant
has identified and given permission for the DS to meet with. The client/participant
may be present for the interview at his/her discretion.

B. Individuals interviewed by the DS generally include members of the FST:

--The client/participant
--Natural Supports
--Paid/Agency Supports

Note — The DS may call upon the assistance of the CM to connect or contact
FST members selected to be interviewed.

C. The DS must ensure the interviewee’s familiarity with Discovery and the purpose
being to broaden understanding of the client/participant’s interests, skills, and
conditions, from others’ perspective. The focus of interviews with others is to
obtain information about the participant’s interests, support needs, successful
support strategies, and performance in various activities, as well as to identify
business connections.

Note — Interviewees must be informed by the DS that what they share will not be
kept confidential from the client/participant.

D. The DS must come to agreement with the client/participant regarding how they
wish interview information to be shared with them. Some wish to hear, and some
decline to hear the comments from interviewees.

E. Confidentiality of written interview content is adhered to by the DS according to
the Discovery & Profile Services Provider Agreement.

Step 8 Observe typical life activities:

A. Working in partnership with the client/participant, the DS identifies and schedules
several activities (ex: playing at a park, going to church, helping at school,
shopping, etc.) where the client/participant can be observed to identify their
performance, interests, and connections. Focus on activities that are carried out
in the community.
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B. The DS must take a variety of photographs of the client/participant, with their
permission; engaged in observable activities. The intent of photographs is to
show the client/participant performing a task of competence.

C. The DS must confirm information gained during observations through sharing
highlights of what was learned with the client/participant.

Step 9 Observe the participant with others:

A. This step is the same as Step 8 except the observation is carried out with others
or the DS participates. The observation may take place at the home.

B. See Step 8, B and C above.
Step 10 Carry out additional home visits (1-3):

A. The DS visits the client/participant at home in order to verify information obtained
through interviews and observations completed up to this point; gather more
details and clarification from participant using unstructured Discovery
conversation, observations and further interviews. 1-3 additional visits are
recommended. These visits may be less formal and last longer than earlier
visits.

B. See Step 8, B and C.
Step 11 Observe the participant in a novel activity in the community:

A.The DS observes the client/participant engaged in an unfamiliar activity (one in
which the client/participant has no experience) in a novel/unfamiliar community
location, and an unfamiliar/novel activity in a familiar community location. This
activity is based on client/participant’s work interests and should include skills
that are new to them. Observations may include reactions, attention to natural
cues, what works and what doesn’t work.

B. See Step 8, B and C.

Step 12 Observe the participant in a familiar activity:

A. The DS observes the client/participant engaged in a familiar activity (one in which
the client/participant feels competent) in a familiar location outside the home, and
a familiar activity in a novel/unfamiliar location. Each observation is based on
client/participant’s work interests and should relate to their possible job skills.
Observations may include reactions, attention to natural cues, pace and a
detailed description of how they get things done. This chart visually shows
activities in Steps 11-12:
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New Location (NL) Familiar Location (FL)
New Activity
(NA) NANL NAFL
Familiar Activity
(FA) FANL FAFL

B. See Step 8, B and C.

IV. Preparation for Writing Profile Part Il

The DS may begin writing Profile Part Il as key information is confirmed through
Discovery. Writing will be completed at the conclusion of Discovery activities.

A.

Gather the following materials to prepare for the writing of Profile Il (see
Discovery and Profile training materials).

. Reference the Profile Part Il Guide for instruction on writing each section. (see

Profile Part Il Guide and Sample) It is intended that the writer delete the
italicized instructions in the Guide as sections are completed (see Discovery and
Profile training materials regarding tips for writing Profile Part I1).

As Profile Part Il is developed, review what is written with the client/participant for
accuracy and understanding.

After the participant confirms accuracy, The CM works collaboratively with the
DS to coordinate, schedule and facilitate a regular FST meeting that incorporates
reviewing the Profile as part of the agenda (targeted for Discovery weeks 7-8).

. The CM will distribute a copy of Profile Part Il to FST members at least 1 week

prior to the scheduled FST meeting. The CM will request that FST members read
and review the Profile Part Il prior to the scheduled meeting.

F. At the FST meeting, the DS will present the Profile Part Il and request input from

FST members to use in the development of Profile Part Ill.

V. Preparation for Writing Profile Part Il

Profile Part Ill is a summary of the content of Profile Il. Part Ill highlights the
client/participant’s contributions, interests and conditions for potential employment
and self-sufficiency. The content is targeted to work-related interests, tasks,
routines, and challenges that lead to determining conditions of employment or self-
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sufficiency. Profile Part Il is finalized 1 week following the solicitation of the FST,
and is the framework for the EPM.

A. At this point, Discovery is considered complete. As the writing of Profile Part Il is
initiated, no changes are made to Profile Part Il; however, if any changes in living
situation occur, such changes can be made to Profile Part | and Ill, as
appropriate (i.e., transportation issues, or routines that affect availability to work a
specific schedule).

B. Reference the Profile Part Ill Guide for instruction on writing each section (see
Profile Part Il Guide and Sample). It is intended that the writer delete the
italicized instructions in the Guide as sections are completed (see Discovery and
Profile training materials for tips on writing Profile Part Ill).

C. The CM coordinates and schedules the EPM following completion of Profile Part
lll. Facilitation of the EPM is carried out by the individual who knows the client
best (generally that individual will be the CM or the DS). Profile Part Il is the tool
used at the EPM to determine an employment plan for the client/job seeker.

VI. Portfolio Planning

At the EPM, a meeting to develop the Portfolio is scheduled. The CM will coordinate this
meeting between the CM, the client, the DS, and the Job Developer. The meeting is
targeted to take place within 2 weeks following the EPM (see Portfolio section).

VIl. Evaluation

A. Discovery Specialists will coordinate weekly appointments with their regional FFF
for Technical Assistance (See TA Agreement {link}) through their first 3
Discovery referrals.

B. Completion of the Discovery & Profile Log will assist in guiding the TA services
provided to the DS. Technical Assistance (TA) will consist of a review of the
week’s work with the client, a review of activities completed, notes, the Discovery
& Profile Log and translation into the Profile (Parts |, Il and Ill). This process will
help the DS master the steps and skills of Discovery and Profile.

C. The TA process will support the DS in the completion of Discovery and Profile. A
final review is conducted by the FFF to confirm that all components of the Profile
Parts I, Il and Il have been addressed. The FFF will provide written feedback to
the DS if there are any areas of the Profile that need to be updated or clarified.
This feedback must be addressed and corrections made before the Profile is
considered final.

D. Following completion of the required TA session, the DS can contact the FFF for
guidance as needed, but is not required to do so for all cases. Profiles will still be
evaluated with the same criteria of completion after the required TA is completed.
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E. The DS and FFF are both able to continue TA following the first 3 Discovery
referrals as necessary to move Discovery forward and problem-solve challenging
issues (see Provider Agreement, sec. Il).

VIII. Invoicing

A. The Discovery and Profile Invoice (link) must be submitted according to the
Provider Agreement. Invoices will be paid based on services rendered.

B. Invoices for Discovery or meeting participation must describe the purpose and
length of time of the meeting. The FFF may request copies of Discovery Notes
and Profile drafts prior to approving the invoice for payment.

Note — The payment for the Profile will be released upon completion and
acceptance of the Profile documents by the FFF. Payment will not be released
for the Profile if the document is turned back to the DS for additions,
clarifications, or adjustments.
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Attachment 1b
Portfolio

l. Overview

After the Employment Planning Meeting (EPM), the Work Services Case Manager
(CM), the Discovery Specialist (DS), the Families First Work Services (FFWS) client/job
seeker, and the Job Developer (JD) develop the Portfolio. As a representation tool, the
Portfolio serves as a visual resume to introduce the FFWS client/job seeker and to
identify his or her potential contributions to prospective employers. The JD presents the
Portfolio to employers during the phase of negotiated job development (NJD).

Following the presentation of the Portfolio, the JD provides any additional information to
the employer and works with the employer to determine if there is a mutually beneficial
match between the client/job seeker and the business that leads to a successful
employment relationship. The use of the Portfolio is, therefore, key to successful job
development and negotiation (see Portfolio section of WSPM for procedural information
geared toward the role of the JD).

General Roles during Portfolio Development

FFWS Job Seeker (client/job seeker) — From this point, the Discovery client/participant
is referred to as a “client” or “client/job seeker” when engaged in Portfolio development
and NJD. The client/job seeker continues as the primary or key decision-maker who
guides Portfolio development, has the final say about the Portfolio, and authorizes both
written content and photos contained in the Portfolio.

Families First Facilitator (FFF) — The FFF provides consultation to the Work Services
Case Manager (CM), the DS and the Family Support Team (FST) as needed.

Work Services Case Manager (CM) — The CM continues to provide primary case
management to the client/job seeker during the stage of Portfolio development and any
related NJD activities. The CM schedules the initial Portfolio meeting, and participates in
additional Portfolio meetings requested by the JD. During this period, the CM must
coordinate FST meetings as needed, and keep regular contact with the JD to follow
progress toward employment.

Family Support Team (FST) — The FST members participate in meetings to ensure
stability of the client/job seeker during the stage of Portfolio development and preparing
for NJD.

Discovery Specialist (DS) — The DS takes photos during Discovery activities to
contribute to the Portfolio. Following the EPM, the DS must attend any meetings
requested by the CM or the JD to review and provide input into Portfolio development or
NJD.
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Job Developer (JD) — The JD is fully responsible for leading the development of the
Portfolio, researching potential employers, and carrying out negotiation strategies on
behalf of the client/job seeker.

Role of the Discovery Specialist in Portfolio Development

The DS’ role and responsibility with regard to Portfolio development lies primarily in
taking a wide range of photos during Discovery activities that show the skill and
competency of the client. A secondary role is to collaboratively select Discovery photos
that best match Portfolio written content as a team with CM, the client/job seeker, and
the JD.

II. Written Portfolio Content

The Employment Plan (the outcome of the EPM) is a guide for developing the client/job
seeker’s Portfolio. The JD is responsible for researching employment fields and specific
businesses identified in the Employment Plan. Such research leads to developing a
Portfolio that matches the job seeker’s identified tasks (what they can do, or learn) with
what an employer may need, using terminology appropriate to the employment field. All
written content in the Portfolio is written as highlighted information. Similar to a resume,
the visual Portfolio is an example of the client/job seeker at their best. Written content
typically focuses on contributions of personality, education and work history and specific
tasks the client (now job seeker) can do, or learn.

lll. Purpose of Photos

The Portfolio is considered a visual representation of the client’s contributions and
interests. It “demonstrates” through words and pictures the best of what the client offers
a potential employer. The DS is responsible for taking photos during the course of
Discovery. Photos are taken and selected for the Portfolio to convey and confirm
contributions and interests of the client for presentation to a potential employer. All
photos should show the client involved in an activity in which they are considered
working at their best. Other photos may serve a different purpose, such as photos as
examples of skills in arts and crafts, or awards and trophies. As the client/job seeker
enters the phase of negotiated job development, the JD works collaboratively with the
DS, the CM and the client/job seeker to compile photos that best represent written
information in the Portfolio.

IV. When and Where to take Photos

The DS takes photos during observation of Discovery activities. As Discovery
progresses, areas of strength, skills, talents, and interests begin to emerge (see
Portfolio training materials for tips on taking photos). The number of photos to select
from typically ranges from 25 to 50 (photos may exceed this number dependent upon
the range of activities represented).
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A. Photos may be taken in the home during visits, focused on the client’s
performance as he/she engages in routines and activities.

B. Examples of education and achievement may be photographed such as school
yearbook pages, certificates, trophies, awards, arts and crafts produced.

C. Observation activities carried out in community settings is another opportunity to
capture pictures of the client involved in a task, potentially related to future
employment.

D. Photos depicting interests and personality may also be used to enhance the
Portfolio.

E. A single portrait/headshot photo is required, and is used as a cover page to the
Portfolio.

Note — Some clients prefer to not be photographed. In this case, alternate images
can be used to enhance the Portfolio. For example, images that depict tasks/actions
can be downloaded from the internet.

V. Transferring Photos to the Job Developer
The DS must transfer photos to the assigned JD. Photos may be delivered
electronically, at the preference of the JD. The decision about date of transfer of the
photos may be decided jointly at the EPM.
VI. Selecting Portfolio Photos
The DS works collaboratively with the CM, the client/job seeker and the JD to select
photos to match information presented in the Portfolio. All photos need to reinforce the
capability of the client and show him/her in the best light. Photos may be of the client/job
seeker, or of something they have produced or accomplished.

A. The JD, CM, client/job seeker and DS meet to collaboratively select both photos

and the written content of the Portfolio. The goal is to keep the Portfolio relatively
simple in presentation, thus only 1-3 photos are selected to represent each area.

Examples:

--“Organizes charts, files and supplies” — Example photo: Client categorizing
books, paperwork, items on a shelf.

--“Uses intricate tools to assemble equipment” — Example photo: Client using a
screwdriver or other tool to put together a piece of furniture.
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--“Accomplished in leading roles in school plays” — Example photo: Picture from
high school yearbook.

--“Honored as Employee of the Month” — Example photo: Client holding
certificate.

B. The team may need to meet more than once to complete different versions of the
client/job seeker’s Portfolio if developed to match different employment fields or
industries.

VIl. Evaluation

Portfolios will provide a structured context through which the client/ job seeker will be
presented to prospective employers. The Portfolio will include content from the Profile
that demonstrates the client/job seeker’s highest capacity and most reliable skills. The
final product will meet the criteria described in 1l-V of the Portfolio WSPM manual
section.

VIll. Invoicing
Discovery Specialists (DS) are paid for meeting time assisting with the development of
the representational Portfolio and addressing any questions of the JD that may enhance

job negotiation on behalf of the client/job seeker.

The Discovery and Profile Invoice (link) must be submitted monthly by the DS to the
regional FFF according to the Provider Agreement. Invoices will be paid based on
services rendered.

The payment for participation in creating the Portfolio is considered “meeting” time and
is to be submitted for invoice payment accordingly (see Provider Agreement).
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Division of Public Assistance
ATAP Work Services

Performance Metrics and Participation Rates
October 8, 2012

1. Obtain employment within 60 days

Possible: Number of adults who were unemployed when they applied or transferred to Work First from
Families First.

Met: Number of adults who became employed within 60 days of their application date or transfer to
Work First from Families First.

2. Cases that close with earnings

Possible: Cases that include an adult that closed.
Met: Cases that include an adult that closed with earnings in their last benefit month.

3. Cases that don’t return

Possible: Number of cases that closed with earnings 6 months ago.
Met: Number of cases that closed with earnings 6 months ago not in the current caseload.

4. All Families Participation [Federal Rate]

Possible: All families that received Temporary Assistance in the month except:

e Child Only Cases

o Single parent families with the child under 1 year old exemption who are not meeting the
minimum participation requirements (“Baby Exemption”)

e Families penalized in the month, but not more than 3 months in the last 12 who are not
meeting the minimum participation requirements

e Families where all the parents are providing care for disabled family members

e -Single parent families where the parent was an ineligible alien or in refuse cash status.

Met:  All possible families that meet the All Families Participation minimum work requirements.
5. Two-Parent Participation [Federal Rate]

Possible: All two-parent families that received Temporary Assistance in the month except:
e Two-parent families where one adult is documented as unable to participate due to a health
condition (“Incap” Cases) who are not meeting the minimum participation requirements
e Two-parent families penalized in the month, but not more than 3 months in the last 12 who
are not meeting the minimum participation requirements
e Two-parent families where one adult is providing care for a disabled family member.

Met: All possible families that meet the Two-Parent Families minimum work requirements.
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Participation Rate Calculation & Detail

Following applies to both All Families and Two-Parent Participation rates
ACF-199 Rules

The “ACF-199” is the quarterly report that DPA submits to the Administration for Children and Families
on its Temporary Assistance program. The report includes all the information used to calculate Alaska’s
All Families and Two-Parent Participation Rates. The federal rules applied to calculating the participation
rate are also used and applied to determine the Work First and Families First participation rates as
described below.

Countable Activities

There are two kinds of categories of countable activities. “Core Work Activities” always count towards
the rate (with some limitations on number of hours that can be counted for Work Search and Self-
Employment).

When counting paid work, actual verified hours, or verified anticipated hours, are entered.
Each of the non-paid countable work activities has three components:

e Hours of Participation
e Excused Absences
e Holidays
o Note: Approved holidays are identified in the Alaska Work Verification Plan and Work
Verification Procedures.

Core Activities:
1. Unsubsidized Employment (WK, SE, SW)
Subsidized Employment (WS)
Work Experience (WX)
On-the-job Training (0))
. Job Search & Job Readiness
e Job Search (J1, J3, X1)
¢ Vocational Counseling (VC)
e Substance Abuse (B1)
e DV Counseling (B4)
¢ Mental Health (B5)
¢ Medical (B6)
6. Community Service Programs (CW, C1, C2)
7. Vocational Educational Training (VE)

oW

Countable work activities are on Work Activity Codes List.
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“Work Support Activities” are those that count towards the rate only after the client has completed 20
hours of Core Work Activities in the week.

Work Support Activities:

8. Self Initiated Education & Training (I1)

9. Job Skills Training (P3)

10. High School Completion or GED (E5, E6, HS)
11. English As Second Language (F3)

Limitations on Specific Activities

Work Search and Job Readiness

e Job search and job readiness assistance only counts for 12 weeks in the preceding 12-month
period

e Anindividual’s participation in job search and job readiness assistance counts for no more
than 4 consecutive weeks

Vocational Education

¢ Vocational Educational Training may only count for 12 months total for any individual.

Calculating Average Number of Weeks

DPA collects activities hours on a monthly basis through the CMS Work Activity Screen. However, the
participation rates are calculated using average number of hours per week.

To calculate the average number of hours per week of participation in a work activity, add the number
of hours of participation across all weeks in the month and divide by the number of weeks in the month.
Round the result to the nearest whole number.

Average hours is determined using the following rules:
For families who applied during the month:

e If application is received between the 2" and 8" of the month, divide monthly hours by 3
for average number of hours per week

e If application is received between the 9" and 14™ of the month, divide monthly hours by 2
for average number of hours per week

e If application is received on or after the 15" of the month, use the actual hours as the
average number of hours per week

ATAP Work Services
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For ongoing cases or cases where the family applied on the 1* of the month, divide the monthly
hours by 4.33 for average number of hours per week.

Work First Participation Rate Calculations

Work First providers participation rate will include not only the rate calculated for their current
caseload, but also those cases served by their local Families First provider. Only those Families First
families who made the participation rate will be included (in both denominator and numerator) of the
adjusted rate.

Calculation Example: If the Work First provider has 510 of 600 cases (85.0%) that made the All
Families rate, and the local Families First has 50 of 400 cases that made the All Families rate,
then the Work First provider participation rate would be calculated as follows.

WF FF Combined Work First Adjusted Rate
Numerator 510 + 50 = 560
560/ 650 = 86.2%
Denominator 600 + 50 = 650

All Families Participation Minimum Requirements

In order for a family to meet the All Families Participation minimum requirements, at least one adult in
the family must participate in work activities for an average of 30 hours per week, of which, at least 20
hours must be in “core” federally countable activities.

Below are some examples of a family meeting the minimum participation requirements:

¢ An adult is participating in a core work activity for an average of 30 hours per week.

¢ An adult is participating in one core work activity for an average of 20 hours per week and another
core work activity for an average of 10 hours per week.

¢ An adult is participating in a core work activity or in a combination of core work activities for 20 hours
per week and in an approved self-sufficiency activity for 10 hours per week.

e An adult is participating in a core work activity or in a combination of core work activities for 28 hours
per week and in an approved self-sufficiency activity or a combination of other self-sufficiency activities
for 2 hours per week.

Families in the following situations are considered meeting the minimum requirements even though
they may not be participating at an average of 30 hours per week:

e Assingle parent, or caretaker relative, with a child under 6 years old that is engaged in core work
activities (1-7) for an average of 20 hours per week.
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e Any parent under 20 years old that maintains satisfactory attendance at a secondary school or the
equivalent during the month (E5, HS).

Limitations in counting activities toward the minimum requirements:
¢ Vocational Educational Training may only count for 12 months total for any individual.

¢ Job Search and Job Readiness may only count for twelve weeks in a twelve-month look back. Only
four weeks may be consecutive.

All Families Rate Targets

The All Families participation rate target set for all states by ACF is 50%.

The All Families participation rate target set for Work First by DPA is 90%. This is because Work First has
a “work ready” portion of the total caseload. The Families First portion of the statewide caseload is not

expected to reach the 50% federal rate as the families experience multiple and profound challenges to
full-time participation. The Work First portion of the statewide caseload must meet 90% in order for the
state of Alaska to meet the 50% for all caseloads combined.

Two-Parent Participation Minimum Requirements

In order for a two-parent family to meet the Two-Parent Participation minimum requirements, one
parent’s participation, or the combined total of both parents’ participation, must meet an average of
35 hours per week in the federal countable activities, of which, at least 30 must be in core activities.

¢ Two-parent families that receive child care require additional participation. If a two-parent family
receives child care, the combined total of both parents’ participation in countable work activities
increases to an average of 55 hours per week, at least 50 of which must be in “core” work activities.

Families in the following situations are considered meeting the minimum requirements even though
they may not be participating at an average of 35 hours per week:

¢ Any adult under 20 years old that maintains satisfactory attendance at a secondary school or the
equivalent during the month (E5, HS).

¢ |f both parents are under 20 and they receive child care, they both must maintain satisfactory
attendance at a secondary school or equivalent (E5, HS).

Two-Parent participation rate Targets

The Two-Parent participation rate target set for all states by ACF is 90%.

The All Families participation rate target set for Work First by DPA is 90%.
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Work Services Performance Measures
Glossary

Open = Open Temporary Assistance case. A family that received Temporary Assistance benefits in a
particular month for that particular month.

Closed = Closed Temporary Assistance case. A case that received benefits in month1 and did not receive
benefits in month2 is a month2 closure.

Closed with Earnings = A case that had earnings and received benefits in month1 and did not receive
benefits in month2 is a month2 closure with earnings.

Employment Codes:

WK — Paid Employment

SE — Self Employment
SW — Seasonal Employment
OJ — On-the-Job Training
WS — Job Start

Earnings = hours of participation in any employment code multiplied by the hourly wage.

Employed = had earnings in the month - hours of participation in any employment code multiplied by
the hourly wage.

Became Employed = not employed at application = activity start date in any employment code after
application date.

Weekly Hours = Monthly Actual Hours divided by 4.33. During the application month, weekly hours are
prorated from the date of application based on the following:

Application Date Calculation

1st of the month or prior Actual Hours divided by 4.33
2nd — 8th of the month Actual Hours divided by 3
9th — 14th of the month Actual Hours divided by 2
15th — end of the month Total Actual Hours

Disregarded=for the purposes of discussing the participation rates, a case is “disregarded” from the rate
when they are not included in the rate calculation.

Exemption=refers to the status of a parent who is not subject to penalty for failure to meet work
requirements. Exemption does not necessarily mean the case is excluded from the rate(s). For example,
a single parent may be exempted from penalty for not meeting work requirements (documented
exemption from work activity) but may still be in the All Families participation rate.
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Work Services Performance Measures
Publishing and Support Reports

POSTING METRICS

The five performance metrics will be posted by track/area and provider on DPAweb on a monthly basis.

Revised performance metrics (changed due to grievances or other corrections) will be posted on a
quarterly basis.

Please note monthly performance metrics will remain on DPAweb as originally posted; revisions will be
footnoted so providers can see both their monthly performance, and the revised performance.
GRIEVANCES

Work First providers will be allowed to grieve cases when the difference between the monthly posted
metric and their self-identified performance for cases they manage differ by 3 or more percent.

Please note that Work First providers will not be allowed to grieve cases they did not manage in the
month for the month. This means Families First cases cannot be grieved by a Work First provider.

Families First providers may bring discrepancies in performance metrics to the attention of DPA,
however no grievances will be accepted from Families First providers.

PARTICIPANT LISTS

Work First providers will be provided Participant Lists for cases they served in the month for the month
including but not limited to:

e which clients met performance metrics (including the participation rates)

o weeks of Work Search used during the previous 12 months

e Baby Exemption months used to date

e Vocational Education months used to date

At this time Participant Lists will not be provided to Families First providers.
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