Attachment FF

Intake Flow
Processing Registration

Follow Up and Closeout Process
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Intake Flow

Provide Needs
Assessment Intake
Form.

—» Assessment Inlake

Go over Needs Check MACC

registration,

Ask for county of
residence.
T

—»]

Form with Customer.

if they have any form of credentia
beyond basic educafion, refer ta
Region VI exceptions guidelnes to

N Currently

employed?

- e .-,

they do not reside in @ county that you
cover, proceed with efigibility conversation
and offer o provide referral {o their county’s,
caregr planner.

i they do nol reside in Region Vi, offer to
refer them to their appropriate region and

notate the cutcome in MACC if possible

YES
-Potentially eligible under adult
guidelines.

Discuss past education
history such as high NO
school diploma, GED,

-Ask about work
stability/potential

Dislocated Worker

YES NO
-Check for
Dislocated Worker,
Eligibility.
-Check if fang
term unemployed.

layoff for

purposes.

I

Ask if they receive any
kind of public benefits
such as SNAP, TANF or

-Review household income and
refer to LLSIL figures to

special certificates,
licences, degrees, etc. determine if they may be eligible
based on inceme.

 — 0

determine whether ap exception

88I.

request may apply.

IRegardless of estimated eligibility, advise
them that before an official eligibility
designation is rendered and funding is
obligated, their official application with
supporting documents must be reviewed.
Offer to assist them with completing the
process per Region VI guidelines and

-Check to verify that the program is state and make sure to notate everything in the

-Offer to provide them with the Region
VI/Statewide approved provider list in persen or
via email so they can review options. Advise that

starting the process of obligating funding can
only begin once they have selected an approved
training program

YES

Provide Career Exploration/Self-
Assessment links (Region 6 WDB
site) to ensure an informed
decision has been made
regarding customer’s career path,

Region V| approved. MACC if Ipossible.
-Ask about start date to determine scheduling H
opticns.

if they do nof seem efigible and do not
wish to proceed with the process ta

officialiy determine eligibiity, offer lo assisy
in other ways if possibie




Review Needs
Assessment Intake Form

Processing

with customer to help
gauge their needs.

A 4

Start by verifying that you have a complete
application in fronl of you for processing. All
forms required for registration as well as all
required validation documents proving the
individual's eligibility should be present.

Registration

Open the paricipant's profile in
the MACC and ensure that the

education, work history, as well

In the Development Plan Folder,
create the |IEP with the
participant. Make sure to list a
long term goal, provide a detailed

h

as skillsflicenses folders are up
{0 date.

Under the "My Profile" tab,
ensure that the participant's

contact information details |

are reflective of what is on

the physical application.

Enter all services as
outlined in the MACC |«

description, and answer all
barrier questions/provide details
on how any barriers are being
addressed.

A

In the "Images" folder, upload
the release of information,

publicity disclaimer, as well a

Case Notes sheet.

When filling out the application for the
relevant program, ensure that all
questions are accurately answered in
accordance with what has been listed
on the physical application. Do not
enter data that conflicts with other

answers.

A 4

complete Needs/intake
assessment. Be sure to
change it's type to other and
give it a title.

Assign yourself as the
participant's primary staif
member under the
"Assigned Staff” folder.

Be sure lo ook 2l the

MACC Application
Common Errors sheel!,

|—

Update the "Job Preferences”
tab with the occupation that
the participant will be training
for. Remember to set the
minimum salary to WV
minimum wage of $8.75/hour.

y
Under the "Case
Management"” tab, start by
opening the Program
Eligibility folder, and adding
the participant to the correct
program,




Follow Up and Closeout Process

l

v

Enter status update after receiving

credential from training provider. | Update education Update skills/licenses Update job
Place a copy of it in file and send a d history folder. folder. preferences tab.
copy to Shelly.

h 4

Close the ITA service
Complete initial follow up call in the MACC. Make Enter an outcome

First and second sttempts shouwld with the pt and fill out a follow sure to give it a status - l\;mder the Caseb Fill out completion

atways be via phone call, If they do up form. Enter the follow up and outcome. anagement tab. form and send to
not answer, teave & voicomailand | - & _serwc_e in MACC and provide a WDB. Place it in the
send them an email if possible. detailed note of the follow up file.

attempt. If the follow up attempt

was successful and the ptis
employed close the IEP. o
VL Do one final follow up attempt within 30
Do 2nd follow up attempt days of your 2nd attemnpt. This process
within 30 days of your first | > will vary depending on If you have
Place file inthe 90 | > attempt. Repeat the same successfully contacted the
day drawer. process of the initial follow participant previously in follow up.
up attempt.

if you have successfully

followed up with this
pt, repeat the same process

If the final follow up was

successful and the pt gbtained

) employment, close the IEP and
as your ';rsg:,ggtssfo"c’w up After final follow up, complete mark the status as "complete™ if
) ' the IEP based on the result of] you have not already done so.
follow up attempts and
If you have not update the description with It follow_up aftempts have
Mﬁsfullyf_ﬂj,gﬂg_ug the results of pl'S trainirlg. been unsuccessful or the

with this pt, you will send participant did not obtain

them a letter in the maif as employment, the status of the
your final follow up attempt. {EP will be "quit."

¥

Print a copy of the
completed |EP and
place it in the file.

Go through the checklist
on the file cover sheets
for each section to verify
the integrity of the file.

Remove yourself as
assigned staff under the
Case Management tab in
MACC.

Place completed fite
in the appropriate
drawer.




