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To:
One Stop Career Center Managers

From:
Lawrence Suran, SFETC Program Director

CC:
Garnet Esters, Contracts Administrator


Johnny Guimaraes, IMO Director
Date:
February 9, 2004

Re:
Welfare Transition Employment Follow-Ups

Employment Follow-ups must be conducted for customers who are currently employed and whose cases are open in the OSST System, i.e., Mandatory cases or Transitional cases.

The purpose of conducting follow-ups is to track job retention. The Career Advisor must follow-up on employment for at least 12 months, at 30, 60, 90, 180 and 365-day intervals, while the customer is employed.   Follow-ups that are conducted after employment is terminated will not be counted toward the provider’s performance.

Entering Follow ups in the OSST System

Employment Follow-ups must be entered in the OSST System by updating the “Add/Edit Follow-Up Record” section as follows:

· Enter date follow-up was conducted

· Name of Contact spoken to

· Check “yes” or “no” whether customer employed at follow-up

· Enter Type of follow up (30, 60, 90, 180, 0r 365 days)

· Enter Wage per hour at follow-up

· Enter Hours per week scheduled

· Enter Follow-up type of verification used (phone call, pay stub, or employment verification form)

Once the customer’s employment has ended, the Career Advisor will discontinue follow-ups.  If the customer obtains a new position while the case is open, the new follow up intervals must take place beginning at the 30-day interval, until employment is terminated.
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If the customer is a mandatory participant and loses his/her job and subsequently gets another job, the Career Advisor must terminate the original employment and enter the new placement information.  The follow-up intervals for the new placement would begin at the 30-day interval.

Follow ups should be completed by the 5th calendar day of the following month for which the follow up is conducted.

 Pulling Employment Follow Up Data
For performance purposes, follow up reports shall be pulled, for 30, 60, 90, and 180 day intervals, as indicated on the attached follow up chart.  South Florida Workforce will pull reports on the 6th day of the month following the completion of each quarter as follows:

Quarter



      Date Data Pulled
July 1st  – September 30th 



October 6th
October 1st  - December 31st 


January 6th 

January 1st – March 31st 



April 6th 

April 1st – June 30th 



July 6th 

In order to determine which placements are due for a follow-up, the following steps shall be taken:

1. A job placement report of all open cases is pulled from the OSST System using the Job Placement Search function.

2. All duplicate placements are deleted from the placement report. (Duplicates = same employer, same start date, same salary, same job, etc.).

3. Of all the open placements, a review is conducted to determine which placements (review end date information) are due for a specific follow up period (i.e., 30 days, etc.).  If the job ends prior to the required follow-up period, the follow-up will not be counted as due.  For example, if a placement began January 1st and ended January 15th, it will not be counted as due for any follow-ups because the job ended prior to the first required follow-up.

4. Of all the open placements, a follow-up report is pulled for each follow-up interval that is due. 

5. Duplicate follow-ups for the same period (i.e., 30 days) are deleted and  not counted in the follow-up report.

6. All the unduplicated follow-ups are compared to the number of follow-ups that were required to be pulled, and the resulting figure produces the percentage of required follow-ups that were conducted.

Attachment

follow up chart

