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Illinois workNet: Facilitation ( ﬂa) and Communication ( #® ) Tools

Intake/ Eligibility Training and Employment Services Exit/Follow-up

(3-7 days) (1-38 weeks) (90 days)
b
Eligible 2 ¥ &,
* Career/Program Info ¢ Individualized Services, Training and Employment Plan (ISTEP) Customer View
Customers . Application

* NOCTI Assessment

«® |DHS, Commerce & System Message/ Email notifications

L, =

IDHS & ® e Intake Dashboard e  Customer Profile * Send communication using case notes in the ISTEP as a
Commerce ° Invitation Tools * Enrolled Customer Dashboard message/email.
* Assessment Results *  Progress Page * Update customer status (on progress page) the customer

Eligibility Review
Assign CBO/Training
Scheduling
Reporting

£,

ISTEP (Partner View)
ISTEP Dashboard
Reporting

Outcomes Dashboard

&,

becomes ineligible.
Receive messages from customers and partners.
Receive system notifications and alerts.

CBO & _4!-_ Training Programs Customer Profile & Application Pages Send communication using case notes in the ISTEP as a
.. 1e2 Scheduling Tool Enrolled Customer Dashboard message/email.
Training Progress Page Update customer status (on progress page) the customer
Providers  q ISTEP (Partner View) becomes ineligible.
= ISTEP Dashboard Receive messages from customers and partners.
e Assignment Reporting Receive system notifications and alerts.
Notification Outcomes Dashboard
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CBO Impact In Intake/Eligibility Process

A DASHBOARDS A CUSTOMERS Wl REPORTS | HI NTELGER«

EDIC G

Industry *

Address: 4432 N, Ravensowod Chicag, IL 60640

Training Program Name ~
Phne Namise: 173722576

TRAINING PROGRAMS

W Trsining Progeam Lenglh of Training eidge Program Prafect Nusmber of Farticipants Actusl Numbes

Program Description *
Characters Left: 500

48 Careers in Manutscture Programs Fr— Yes 0

Populates the Training Program
Map and customer application
with open EPIC training program
without revealing the provider.

Age: enter range in years (xcxx) *

Time to Complete in Weeks *

Select all that apply.
s e ’_ ’_ ’_ @ Provides the criteria for the lllinois

What are the goals of this program? *

workNet system to provide a list of
potential training programs for the
Eligibility Review Team.

Training Program Information

CBO Role In EPIC Training Program Assignment Process

THE CARA PROGRAM - MAIN CAMPUS CBO Data Entry
Address: 2575 Desplins Cricsgo L 60581 DHS Data Entry

Applcation Information  Intake Activiies  Elgibilty Review

Phone Number: 300

ENT CASE NOTES(0)&

Agency Detalls  Training Programs

Edit Random Assignment
EPIC SNAP E&T Services

‘Add Appointment Site
Name / Loeation Notes Details

Mein Despiins Offce: 237 S Despisins, Chizago IL; Ph: 31278 s — Catering Test Program

Test 123 Main, 217-6;

©2016 - Illinois workNet®

le CBO Appointment

Enter your appointment times so that DHS can schedule
the initial meeting while customers are in their office.

Email/Message is sent to CBO staff and . toor e o ioe e
= Main Despiains Office S132018 2:00 0 PM e —
o fes Set Appointment
Showing 1 to 2 of 2 entries Previcus 1 Next
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lllinois workNet: Intake Assignment

Facilitation/Communication Tools

e Communication should

by take place within the

IIIIIIII O . .

o\worclglelRet lllinois workNet system so
all of the information is in

one place.

Assign Customers to CBO

* * IDHS print 2151 form for customer 1
; + Automatic CBO notification via lllinois m
workNet Message and Email
» Automatic Customer notification via CBO,

lllinois workNet message and email (if Educator,
available). Employer

! ! J

Enrolled Customer IDHS Staff

Scenarios

What are possible scenarios
that need to be addressed?
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EDIC.‘C}M #- & B W = | HLINFORTRAINTT_SILCCWD.COM-

After Assignment: =

Count %  LossRate  Success Rate

& Refarral Pending - Appoimment has not bean Scheduied © 2 L=
C B O E n ga ge S C u Sto m e S Fateral Panding - Schaduled Agpoimimant € ]
£\ Refaral Panaing - Enoemant Ventied Past Cuz @ 4 10%
A\ Refarral Pending - Appainiment No Show © %
A Appoiniment Compisie & Snrolment Staried 2151 Form Needed @ 2%
‘Appoiriment Comgiste & Enrolimen \erified @ & 18% 100%
DHS Review - Recommending Sancion - Uplaad 21514 Form @ % 0%
Progress Page allows you to: S 30 Custmer NGT Currenty S S92 © T om oo
Total a2
* Communicate outcome of initial CUSTOMEN STATUS | u.orumesses coursmor scton (s on st ecnt 151 form - Upions moniy proges st o ot v s
meeting. snmentt
A4,C50 nesds 1 ugiaad - Past Dus @ 3 %
* Formally enroll the customer into your program. FIEIA NG Nasdei- o ek R T e O 1 =
2151AFams Up-to-dae @ 2 e %

* Provide updates to the DHS staff. T s

21512 Cllent'a Prograse: {Bassd on 21514 Up-to-0ate uploated rorme)

* Populates the Enrolled Customer Dashboard fora | asweves=e 5 om

filtered list of customers who need their ALDI® ) &

information updated. Annmarrso S
Accapiatie Progress @ 5% 1%
Supsiama Progress @ a T T
Campiet=d @ a b %
Non-Coopraton @ (] [
Conciliation @ 2 % %
DHS Revies - Recommend Sanchion @ S 100%
o 2 7

IC G

4 DASHEOARDS - A CUSTOMERS M RESOURCES il REPORTS = MESSAGES | HI, INFO@TRAINTT_SIUCCWD.COM-

Progress Page
. . . PROFILE ISTEP SERVICES OUTCOMES CASENOTES ASSESSMENTS REPORTS
Initial Appointment [EE——" CASE NOTES(0)

2 Profie
First Name 1

Last Nama Tiz5t

Emall

User Nams tizst

DHS Contact CBO Contact

Other Participant 1D 5152
DHS Office information. C50 Agancy Infrmation.

DH 5 Caea IDVSNAP UnIt I

i, SNAP E&T Office 1642 W. 58th Street 1st Floor The Cara Program - Main Campus 237 5. Desplains
Chicago, IL 60638 Chicago 60641

RIN 25353225

DHS Contact Cantsct

Application Submittsd £232015

aseworker Team1

Eligibiity Review Recammendzd

i© SNAP Z8T SErvicss o m

CBO Apancy Assgnment Tns Cara
Program - Man Campus

2smgnmant =2
s20m8

Initial CBQ Appointment

Enrcliment Status Sat Evoled

Reset Password

oae FueName Nate Upioad=d 5y Semave

Ho s have bean upioaded

AppammEn SiEns

Customer did not show up to first appointment
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IL444-2151 Form

6A(1 Year)

Office Stamp/Address

REFERRED TO [oaTE

Agency Contact

Address Phone:

Please initiate contact Scheduled for

Appointment Status: [] walk.In

SERVICE NEED/PROGRAM (check one aded area requies completion of  cons
L1 Adoption gal S L gasic Needs
L chig Risksatety L  chi care
2 sersor services 1 critg support (ony) 0 Retugee Services

L substance Abuse I Cash, SNAP, Medical 5 transportation

I biean Youh Senvces

| Program(s) referring to (use the nam

Customer will bring a hard copy to the initial meeting.

CBO will complete the document and upload it into

the system within 2 business days of the initial
meeting.

9
g
Schedule CBO Appointment
Calendar
Show |50 v | entries
Location Name Date Time Details
Main Desplains Office 2:00 PM - 2:30 PM
an splains H Set Appomlment
Main Desplains Office LD :00 /
ain splains L &t Apmlﬂtmﬂt
Showing 1 to 2 of 2 entries Previous 1 Next
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Scenarios

* The EPIC customer states during their initial CBO appointment they have ill/disabled family members that
live in another state. The customer cares for the family members, which is their higher priority, 1-3 weeks
every few months. They would, however, like to participate in the program. How could customer complete a
training program and/or sustain employment?

* The EPIC customer states during their initial CBO appointment they have domestic/mental/emotional issues;
however, would like to participate in the training program.

* If you have a client who comes in but does not score highly enough on the TABE can we re-assign them to a
different CBO or are they required to take our Bridge program to hopefully raise scores to the point where
they are eligible for our training?

* DHS staff refers customer with incorrect profile information in lllinois workNet. How do we rectify?

* Other scenarios?

Training Program Placement

Progress Page:

Enrollment &
Monthly Update

g Test Program (Initial Assignment)

L]

Change in Activity / Monthly Update

Remove




1L444-2151A Form

Department of Human Senvicss  Ghange Progress Report Form

State of llinois

CLIENT INFORMATION

BA(1 Year)

Birth Date Male

Fomale | SSN(last 4 digits)

IDHS Case Number

City

RIN
Zip Code

1DHS Office Name (#)

Loca| Office Liaison

Address

Phone

City

Fax

Provider

Phone.

PROVIDER -
INFORMATION |c7552
Contact

Zip Code:
Fax

Reparting month

Activity

Time o
start date

Hrs Week/ | Activily for TANF of
Manthly SNAP E&T

Time or | Hrs. Week

o0 | sangae | mantiy

7] subsiizes work
] work First - Tane

[T Job searcnvReadiness

(1 vacatonal Tranng

200

3s0

3

1 pasic Eaucaton - s

53
54
55

This document is for the CBO to report monthly

progress.

* CBO will complete the document and upload it into
the system between the 1t-5t of each month.

lllinois workNet: Progress Page & Dashboard
Facilitation/Communication Tools

r O
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Use Progress

ENTER

Page & Enrolled

Customer Dashboard

CBO Report Progress to IDHS

)

—y
< 229
Enrolled Customer IDHS Staff CBO,
< Monitor to ensure customer Educator,
Maintains SNAP Eligibility Employer
i t Use case note tool to communicate changes, notes, and reminders. t

5/23/2016
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Scenarios

* The customer is incarcerated and cannot complete training.

* If a customer opts out, what proof do CBOs have?
*  Will documentation be provided by DHS in workNet?
* Can a customer return to the program once they’ve opted out of the study?

* Something changes within the customer’s household that makes them ineligible for SNAP benefits (ex.
Someone gets a job, moves out, etc). What do you do?

* Do we have flexibility to adjust the length and part time hours the customer works if they need additional
time? Can a customer retake classes they struggle with?

* Qur program is more than 120 hours per month. If someone will not agree to do more than 120 hours in
a month, can we extend their time in the program by a week or two so they get the same amount of
hours as other customers?

15

Scenarios

* Inthe case of WIOA, if a client becomes ill and cannot physically complete training and/or continue to work,
can we neutrally exit them with proper documentation from a medical provider?

* Can we add additional training programs based on customer interest within the designated industries?

* If a customer starts the third week of the month and their training will not begin until the following month,
what activities can we provide to count towards the required monthly hours?

* What do career navigators do with the negative talk from family members and friends?
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ISTEP: Communicate Next Steps & Document Progress

ISTEP = Individualized Services, Training, and Employment Plan

Epic;qﬁ@‘,. # DASHBOARDS MMRESOURCES  (IIREPORTS | HI INFO@TRAINTZ_SIU * Identify activities the customer
will need to complete and
A EPIC ADVENTURA . )
services they receive.
PROFILE SERVICES OUTCOMES CASENOTES ASSESSMENTS REPORTS
* Document status of the
Personal Development  Career Planning  Academic / Technical Skils  Highlights / Notes service/activity.
TIMELINE * Document the credentials that
were earned as a result of
2 Frofie ® ACHIEVING YOUR CAREER & TRAINING GOALS successfully completing the
prstuame £ activity (i.e. training program).
* GOALS 1& ACCOMPLISHMENTS
Last Name Adventura ° Document worksite
Career pathway choice Show Assessments
Email jenniferd@yahoo com Agriculture, Food, and Natural Resources
Show Credentials placement'
Other Participant ID 6928 Target occupation
Natural Sciences Managers  Servic . .
DHS Case ID/SNAP Unit D Snowsenices * View overall status with the
9420822126754 Wage Goal Show Wark-Based Leaming
Notentored : ISTEP dashboard.
RIN 161787355 Show Permanent Emplayment
Short Term Goal
Application Submitted 212212016 lintend to be gainfully employed as a fashion designer. ° Customers WI” have a
Etlaibifty Review Not Complete :]‘:v:‘:n‘;e(;nﬂgt?:‘\ﬂ,' own boutique in the northwest suburbs of CUStomer View'
Chicann 17

lllinois workNet: ISTEP & Dashboard

Facilitation/Communication Tools

Powered @
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o workNet
CENTER

Use ISTEP and ISTEP Dashboard

CBO Communicate Plan &
* < Guidance to Customer 1
209

CBO Document Services

Enrolled Customer IDHS Staff ¢ CBO,
Monitor to ensure customer Educator,
Maintains SNAP Eligibility Employer
i t Use case note tool to communicate changes, notes, and reminders. t
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Message/Email Tools

Training * Connecting + Developing Illinois” Workforce
mm‘m:\
sq workMNet®

CENTER

Spanish ﬂ >
# My Dashboard
W. Messages (1)

Explore Training & Qualify for Job Openings Network & Layoff Updates &
Careers T Credentials 7 Jobs T &Recruiting T Connect  ~ Assistance " Help

|
| Inbox

G || caegores - reorz < [ >
m Illinois workNet (lllinois_workNet) Welcome to EPIC -

sent https:iiwww2. linoisworknet.com/epicapp/Pages/default.aspx to start the

D €ZD

llinois workNet (lllinois_workNet) Welcome to lllinois workNet Messages! -

tay informed. You

aunched by linois workNet, along with news and notic; irectly to the linois workNet Team.

ures and re: E e
Communi : workiet J 1211072015 }

Emails & account messages are sent:

¢ Automatically through lllinois workNet to notify customers of updates, program opportunities, and
required actions.

* Case workers and career navigators can send emails/messages through the message tool or through CASE NOTES
the use of case notes.

(V)

Scenarios

Cannot pass a drug test

* Create a case note and use the function to email and notify DHS case worker.

* Complete a 2151A and upload it at that time, do not wait for the monthly submission.

*  Work with DHS to find supportive services to enroll them into a drug treatment program.

Missed multiple appointments / classes with no excuse

* Create a case note and use the function to email and notify DHS case worker.

* Complete a 2151A and upload it at that time, do not wait for the monthly submission.
* Recommend reconciliation process through DHS.

* This could impact receipt of SNAP benefits.

Consistently tardy

* Create a case note and use the function to email and notify DHS case worker.

* Complete a 2151A and upload it at that time, do not wait for the monthly submission.

* Work with client on workplace skills, especially the attendance section. See if there is another mode of
transportation or travel schedule that could be worked out. 20

10
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Scenarios

Family is sick / has to take someone to doctor

* Create a case note, and use the function to email and notify DHS case worker.

* If training or work experience can be coordinated with family care, nothing needs to be done. If it will impact
training etc, notate in case notes. Follow procedures if it is long-term.

* This could impact SNAP benefits.

Got kicked out of where they stay

* Create a case note, and use the function to email and notify DHS case worker.

* Complete a 2151A and upload it at that time, do not wait for the monthly submission.

* This could impact participation in the program if the new residence is no longer in the appropriate study
related counties.

Scenarios

Shows up high / drunk

* Create a case note and use the function to email and notify DHS case worker.

* Complete a 2151A and upload it at that time, do not wait for the monthly submission.

* If this happens consistently, find supportive services to enroll them into a drug/alcohol treatment program.
* This could impact participation in the program if they are no longer SNAP eligible.

Argues with staff / trainers

* Create a case note. Use the function to email and notify DHS case worker.

* Complete a 2151A and upload at the time. Do not wait for the monthly submission.

* Request a reconciliation. This could impact SNAP benefits and make customer ineligible for EPIC program.

11
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