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Initial Assessment Database Procedures

CAP Participants

(Job Search – Job Readiness In-House)

Customer check-in with Greeter

Greeter refers participant to:  Resource Room, Workshop, Class Room, In-house Job Fair, etc

The designated staff at each activity will register the participant into Initial Assessment Database. 

Staff responsibilities for each activity are outlined below:

· Resource Room (internet, e-mail, telephone, faxes, resume writing, etc.)

·  Daily Supervision:
Resource Room Staff or designated Staff will:

· Register customer into the job readiness activity

· Starts hour for hour clock 

· Monitor duration of customer’s participation

· Log customer out of activity

· Stops hour for hour clock

· Documentation: 
Career Advisor will:

· Retrieve weekly Job Readiness Report
· Sign and date the report
· Have customer sign report
· Place copy in participant’s case file
· Workshop (Life Skills Training, etc)
· Daily Supervision:
Workshop Coordinator or designated staff will:
· Register customer into the job readiness activity

· Starts hour for hour clock 

· Monitor duration of customer’s participation

· Log customer out of activity

· Stops hour for hour clock

· Documentation:  
Career Advisor will:

· Retrieve weekly Job Readiness Report
· Sign and date the report
· Have customer sign report
· Place copy in participant’s case file
· Class Hours (Employment Prep)
· Daily Supervision:
Class Instructor or designated staff will:
· Register customer into the job readiness activity

· Starts hour for hour clock 

· Monitor duration of customer’s participation

· Log customer out of activity

· Stops hour for hour clock

· Documentation: 
Career Advisor will:

· Retrieve weekly Job Readiness Report
· Sign and date the report
· Have customer sign report
· Place copy in participant’s case file

Job Fair

· Daily Supervision:
Job Fair Coordinator or designated staff person will:

· Register customer into the job readiness activity

· Starts hour for hour clock 

· Monitor duration of customer’s participation

· Log customer out of activity

· Stops hour for hour clock

· Documentation:  
Career Advisor will:

· Retrieve weekly Job Readiness Report
· Sign and date the report
· Have customer sign report
· Place copy in participant’s case file
A designated Staff person will log each person in and out of the activities.  Note:  Customer must be advised that they are required to sign-out with the designated staff person in order to obtain credit for participation.

A designated staff person will collect daily/weekly reports from the Initial Assessment Database and submit a copy to the Career Advisors.  Each participant will be required to sign the Report prior to updating the JPR’s.  Note:  The Career Advisor cannot be responsible for the daily supervision of customer while engaging in these activities.   

Below is the minute breakdown to calculate the hour for hour of participation.

Job Search – Job Readiness

In-House Time Guidelines

	0 – 15 minutes
	=
	.15 



	16 – 30 minutes
	=
	.30



	31 to 45 minutes
	=
	.45



	46 to 60 minutes
	= 
	.60
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