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The Career Plan in MOSES

Overview

MOSES has a tool for career planning customers.
Make sure you review their record before enrolling them in Career

Planning.

Review Information from the Job Seeker Record

1. Search for the Customer Record that you want to view.

m Job Seeker Search

Type of Search
Search By
(+ Job Seeker ID
(™ Last Name
" Social Security Nurnber
™ Claimant ID

Search Results

Last Mame

First Mame

Eligibility Eligibility Criteria| ~ Match Criteria

Drate of Birth  Job Seeker ID Address

[E=% ECB =53

To enter a new Job Seeker click the Add button. Search for an existing Job
Seeker by selecting a search method, entering the search criteria, and then

clicking the Search button,
Search
Advanced Search...

Search Criteriar [12763211

Claimant 1T

17 Cool'whipCircle, Drange | B F© PE

Row 1 of 1

Trade | Edit | Add |

Fun Match
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2. Click the Edit button or double click to open the record.

The Job Seeker Membership window appears. Review the
information and make sure it is up to date.

ral Job Seeker Membership (Job, Anita)
Job, Anita

5436 ID: 12763211

Basic | FuIII Educationl “Whork H\sloryl Eventsl Alerlsl | Servicesl Special F’rogramsl Survey
— General Information Residence Address | Maiing Add
¥ First Name: F«nita Middle Iritial: I_ L | ] ressl
b LastName:  Jlob > Sex |Monbinary =l | |'v address: [i7 Conl'whip Cicle
¥ Date of Bith: [07/01/1391 el v Miary: [T ves & No I
Releaze Information’?: Yes Mo b Other Eligible IE Yer [ Mo » Counlry: IUI’]\lEd States of America |
» - »
¥ Ethnicity Hispanic or Lating @ Yes ¢ Mo~ | 2y 07364 City. [Drange
» Race W white W Elack or &ftican American b State IMassachusetls :lv
[ Asian [ American Indian or Alagkan Native [ Enterprize [ Empaowerment ™ FRenewal
[ Other [ Hawaiian Mative or Other Pacific |slander - — -
[ Irformation Mot Available [~ &ddress Not Available ¥ Mailing &ddress different
P Confidential IEjYBS ® Mo HITG Confidertial I T Ves{ No

» | Contact
History ) | | Primary Phone: [[413]774-5285  Email: [ajob@amail. com

=} Other Phone: [E081225-1723 I =
‘wieb Addiess: [www linkedincom/254-56/qre/24 [ Prefers Email:

-5 1A dab

Apply P

IF‘rogram Eligibility (| I j'
|Caresr Planring [l | EI

¥ Worked in agriculture or food processingin | yes & Mo Career Center | |
the last 12 months?

Trade Eligibility | Match Criteria | Fun Match | EIigibiI\tyCriterial ak. |

Cancel

3. Click the Full tab.

The Full tab screen appears. Review the information. Remember to
look at the Military Information, if it is applicable.

ral Job Seeker Membership (Job, Anita)
Job, Anita

5436 ID: 12763211 6 :© F

ducalionl ok Historyl Eventsl Alertsl Career Plan/vouth 155 | SErvicasI Special F'rogramsl

General Information | | Barriersl Agsistance/Disaster Helucaliunl
R (] — Educali
M jarant. [T Yes T No_ || * InSchoot T VYes
Ermplayed: [Mot Employed = | lmmigrant: Yes £ MNa © Yes - In Altemative School
Dizability * No
v Disabiity: | Yes ( Mo (" Mot Disclosed -
& I 2 0 Commert: * Highest Degree: |Bachelur Degree |
Tue: [~ Mobiity |~ Mental | Heaing [ “ision [ Cognitive
vpe: [ Learning Disability [~ Chicric Health Condition
— Work Search Verification Claimant ID ———
Primary Language: | English e | Date Verified:
Language Details: I Werified By:
r+ Migrant Status
Dislocated Worker [ ) Seasonal Fam \worker, Non Migrant Lang-Term
Surmmer Youth [~ () Migrant Farm ‘warker Unemployed
Permanently Separated [HITGE [ Last Modified: |00/00/0000 ) Migrant Food Processar [27+ weeks)
—E ically Disadvantaged Career Objective
+ Vigwable to Employers on the Internet [JobQuest) © Yes & Mo
~ Family Size: I 3 &, career objective it an introduction and onentation to a
* |z pour Family income for the last six months below $18,087.00% I ™ Yes [ Nao piospective emploper as to why they are receiving the resume
Fnl_\nw_ing the name, address anﬂ contact \nfnrmatinp at the top.

Cancel

Trade | Eligibility | tdatch Criteria | Fiun tatch Eligibility Criteria | QK I
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Remember that the Full tab must be completed for customers to be
eligible for many of the career center programs and it must be done for job
matching.

4. Click the Education. The Education tab screen appears.
Review the information.

[ Job Seeker Membership (Job, Anita) =n =R ==
SSN: XXX XX 5436 ID: 12763211

Easicl Ful Education |W'Drk Historyl Eventsl Alerlsl Career PlanYauth \SSI Sewicesl Special F’rogramsl Survey

~Deg
Institution Degree I ajor k Status Start date End date Add
IR |High Schodl Diploma = | | Complete x| [o0/0000 Joos/0000
|State Universiy |Bachelor Degree | [Marketing | Complete _»| [00/0000 J00/0000 Delete |

~ State/Mational 0 tional Li . Certifications. and Regi:

Type Title Issued By State Drate lssued Exp Date Py |
|Certificat\on ;I |Socia| Media / Blog Market |5trategic Marketing Society |Massachusatts ;I |DD.v‘DDfUDDD QlDDfUD/UDDU Q

Delete

i

~WYocational Education and Other Training
Institution Course Title b Statuz Start Date End Date

- - - Add |
|The OrLine Institute: |Black Belt Marketing Techriques | Complete | 0040000 J00/0000
Delete
Trade | E ligibility | I atch Criteria Fiun Match Eligibility Criteria | Ok I Cancel |

5. Click the Work History tab.
The Work History tab screen appears. Review the information. Click
on the Edit button to see more details about each job held.

r{}l Job Seeker Membership (Job, Anita) EI

BEN: XXX-XX-5436ID: 12763211

Baswcl Ful\l Education “ork Histary | Evantsl Alertsl Career Plan/vouth |55 | Sewicesl Special F‘mgramsl Survey

— Emplay t History
Company Mame Job Title Salary Salary Start Date  End Date
Unit Add

Edit |
Delete |
Select |

tendon Twin Drive In , Inc. Advertising £ Marketing Manager | 20,00

—Post Service Employ

Employer Mame Job Title Salary Salary  Start Date  End Date
Unit

Trade | Eligibility tatch Criteria Fun Match Eligibility Criteria [u]:8 I Cancel |
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6. Click the Match Criteria button.
The Match Criteria window appears.
Click on Skill Set, then Summary tab.
Review the information. Close the screen when you are finished.

t atzh Criteria

ral Job Seeker Match Criteria (Job, Anita) EI@

SSN: NXX-XX-5436 [D: 12763211

Freference | Skill Setl
Workforce Board + City/Town ——————— Availabilig] |Availabilily2 Availabilty3

[ Berkshire & — Selected Towns / Zones
Boston [~ Mo Geographic Preference

Briztol | Adams -
2
Erockbon Alford D
Cape and |slands Becket
Central <« | Cheshire -
Franklin Hampshire — Pref
Greater Lowell Use Map | Pay
Greater New Bediord rb Expected Pay: | $18.00 » Pay Urit: [How ~1 |
D i
B Merimack alley = ¥ Full-Time, over 150 Days ¥ Part-Time, over!50 Days
 Zones [ FulltTime, 4thwa 150 0aps [ Part-Time, 4 thru 150 Days
Cor.mecticut - [~ FultTime, 1 thiu 3 Days [~ Part-Time, 1 thru 3 Daps
Maine | o Shift
Mew Hampshire - [ First ¥ Second [~ Third
“» Confi 3 [ Ratating [ Spiit
Employer will not see contact information of — Preference Comment

" Yes

applicant on JobQuest.

&N Employers will see contact information on
® JobQuest and can contact applicant

Run Match | ok I Cancel

D Job Seeker Match Criteria (Job, Anita) = o

S5N: NXX-XX-5436 [D: 12763211

Preference  Skill Set |

Job TitIeI Skillsl Eommonl Industry ESummaly

— Selected Job Titles
[Drezcription Certified bths. Exp. Match

Ay ing and Promotior hage
b arket Research Analpsts and Marketing S pecialists r v N
|Search Marketing Strategists r v N

I3

Enaluze Social/E conomic Indicator Data

|&nalvzeMonitor 5 ales Activity/ Trend

G I Skills
rTyping Speed [w.p.m.): | 65  Drivers License: |F|egular [Clase O] VI

— Other Skills

Fun Match | Ok I Cancel
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7. Click the Eligibility Criteria button at the bottom.
The Training Registration window appears.

Click on both tabs to review the information.

Close the screen when you are finished.

This information will only be completed for Customers where Program

Eligibility is selected / needed.

Eligibility Criteria

General Family/Public Assistance I

Assistance Categories

Y Training Registration (12763211) = e
General 1 Family/Public Assislanca}
General Information
¥ Citizer: UM W _~ ™ Documents Presented
¥ Selective Service Compliant: |+ Yes " Mo
Labor Force Last Updated Date:  |12/18/2018
Labor Force Status: Mot Emplayed
‘weeks Unemployed g~
[In Last 26 weeks]
Iniitial Ul 5tatus: Clairnart
¥ Cunent Ul Status: Claimant >
Ul Start D ate: 00/00/0000 ﬂ Weeks Number
¥ Laypoff Status: | Teminated / Laid Off =]
‘workforce Attachment: | £ Yes (* Mo
Tesling
Feading Level 12.0 Reading Test Date: |09417/2018
Reading Test: TABE Reading e |
Name:
Math Level 12.0 Math Test Date:  09/17/2018
tath Test: TABE &pplied Mathematics =l
Name:
ESL Lewek 1]
ESL Test | =l
Ok | Cancel |
{3 Training Registration (12763211) =N e |

The Assistance Categories can be edited on the

L] TaFDC %ET:%EEW Dfes ®Na - [] Refuges Assistance Agsistance tab which is contained within the Full tab
[ esEDC [] SMAP [Supplemental Mutition Assistance) [] Chapter 115 Veteran Benefits
[ 551 [1 Fiee/Reduced Price Lunch  [] G501 [] Previous 5501 Recipient [ Ticket towork
Other
DTA Caze Number, ,7 DTA Case Cloged Date: mﬂ
TANF Exhaustes: m ESF Registersd: m
TANF 12 Ma Time Limit [T Yes & No DA Past Employment Eligbility: [T Ves & No
Mon Custodial Parent: [T ¥es & No
Family
¥ Status: | Parent it a two parent Family B2
Mumber of Dependent Children: ,70
Family Size: ,57
Werified Family Size: m
B mo.Family Income [Annualized) —
WADA Low-ncome; ,Noi [ High Paverty Area

Under paverty Line / 70% Lower Living Standard: Under poverty Line: [Mo 70% Lower Living Standard: [No

‘ oK | Cancel ‘
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8. Click the Services tab.
Review the services.

Services can appear in the General, Employment, Testing, and/or
Course/Activity services sub-tabs.

{3 Job Seeker Membership (Job, Anita) [ - =[S
S55N: XXX XX-5436 ID: 12763211
Basicl FuIIl Educationl ‘wiork, Historyl Eventsl Alertsl Career Plan/vouth 155 Services I Special Programsl Survey
General | Employmentl Administrativel Testingl Eourse.-"Ac:tivityl outh Goalsl
~Services
Service Staff 1D Categorny Service Detail Career Center Hours
D ate fet
Career Plannin Received Cage Manae Mortharnphor & ares . |
Edit
09/17/2018 |TCAF|T |F'rogram Enrollment |Career Flanning |N0rthampt0n Alfiliate Career C |
Delete |
Hetentlonl
Row 1 of 2 More |

Trade | Eligibility Match Criteria Run Match | Eligibility Criteria I 0k | Cancel
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relate directly to Career Planning.

The following screens show some of the key General services that

Make sure Notes have been added to provide details of the services

provided.

correspond to each other.)

(The Notes dates and the Services dates should

This will help you, your fellow caseworkers, your managers, and any
program monitors know that you provided the service listed.

13 General Services Detail

Services Provided

» SewiceDate: [T2A78/2018 | Last Update Date: [00/00/0000

==

¥ Career Center. [Northampton Afffiate Career Center

] » stalf ID: [TCART

v Hous: [ 0=

Description

» Categoy:  [Assessment =] ¥ Service Deta

[

Note: Blus/Bold Service Detaik are Federal/0SCCAR Reportable Servicss
Emplayment and Follonr-Up. 0SCCA

AfterEsitFollowip
Career Ready 101
Comprehensive Assessment

nitial Assessment Interview

FLTORQ Usage

13 General Services Detail

Services Provided

» Service Date: [12718/2018 €] Last Update Date: [00700/0000

==

Assessment

Note: Blue/Bold Service Details are Federal/0SCCAR Reportable Services

Erplopment and Folow-Up Services are addiionally reported on 0SCCAR)

¥ Career Center. [Nahampton Affiate Career Certer =] ¥ Stalf ID: [TCART ] Hours: [~ 0=
Deseription:
¥ Category: | Career Planning =] ¥ Senice Detail =1

AfterExit Follow-up

Assigned Case Manager

Career Fair

Case Conference

CHAP [Job Search Plan)

C ized Career Search

e[ Egomy T T o |

Ci tion With Other Agencies

Developed Case Plan
EDP/ER

Educ
Education Exploration (College
1S5/CDP

Exploration (ABEGED/HISET ESL)

—

Career Planning

3 General Services Detail

Services Provided

» Service Date: [12/18/2018 ] Last Update Date: [00/00/0000

=

» Cateer Center [Northampton Affiate Carest Center

=1 steffID: [TCAAT

=] Hows: [ 0=

Deserption
» Categoy: [Counseling =1 »Service Detal =
AherErit Folonup -
EAS Exit Conference
‘ounseling
Note: Federal/ISCCAR Financial Counseling
Employment and Folow-L ascoaR Group Counseling
Individual C: Counseling
Legal Counseling
Mental Health Counseling
Personal Counseling
Referred To Educational Services
Referred To Supportive Services
Referred To Training ~
[ General Senvices Detail =
services providea Counselin g
¥ Service Date: [12/18/2018 |  Last Update Date: [00/00,/0000
¥ Career Center. [Nothampton Affiiate Career Center =1 » Staff ID: [TCART _x] Hours: 0=
Descipiion
» Category  [Outeomes / Erhancements =] »Service Ditsit =1

Note: Blue/Biold Service Detais are Federal/ SCCAR Reportable Services
Employment and Follow-Lip Services are additionall 1eported on DSCCAR)

Aitained - A4, o1 AS Diploma/Degree (Certiicate]
Aitained - BA or BS DiplomarDegres (Certficate)
Atained : Dccupational Skills Centiicate (Cetficate)
Attained  Dccupational Skils License (Certicate)
Attained ; Other Credental (Credertial)

ttained GED/HISET eriicate)

Atained HS Diploma (Cetficate)
Attending Altemative School At Ext
4itending Secondany School at Exi
Cannot Locate

Compieted NPA Food Stamp Monthly eq
Deoceassd

=

Outcomes/ Enhancements
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3| General Services Detail

Services Provided

¥ Service Date: [12/18/2018 ]  Last Update D ate: [00/00/0000

=]

» Career Center. [Northampton Afffiate Career Center

= > staftI: [TCRRT

] Hours: [ 04

Description

¥ Categoy:  [Supportive Services ] »Service Detsit

Hote: Blue/Bold Service Detals are Federcl/0SCCAR Reportable Serviess
Emplogment and Follow-Up Services are addiionall reported on 0SCCAR)

After Exit Folow-up

Ausiliary Aids

Bonding Assistance
Child/Dependant Care
Drug/Alcohol Services

E Financial Assistance

Equipment/Clothes

Food Bank Services

Fuel Assistance

Health/Medical

Health/Stress Management
Payments

=

Supportive Services
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If employment and training are part of your career plan, services from the
Employment, Testing, and/or Course/Activity sub-tabs will also need to
be completed.

r;}l Job Seeker Membership (Job, Anita)
: 911-01-0005 ID: 12763196
Basicl Ful\l Educatmnl Wark H\slowl Eventsl A\ellsl Services |Spec\a\ Programs Survey
Generall Emp\oymentl Administrative  Testing | Eoulser’ActwiwI Youth Goalsl
~ Services
Service Staff 1D Category Service Detail Career Center Hours Used for Post add |
Date Eligibility Test -
g I [ & ’ = Edit |
10/02/2018 |TCART EEE Math TABE Applied Mathemat INnrthampmn Affiiate Career C 20[] +
10/02/2018 [TCART |Careerdinterest Inventorie Myers-Briggs |Morthamptan Affilate Career C | 20[] = Delete |
Post
Test
Row 1 of 3
Trade Eligiblity Match Criteria Run Match Eligibility Criteria | oK I Cancel |

m Job Seeker Membership (Job, Anita)

: 000.01-0000 ID:12763212

Basicl Fulll Educatioml Work H\storyl Eventsl Alertsl Services |Specia| F'rogramsl

General  Emplopment |Administrative| Testmgl Enurse./‘ActwityI Youth Gnalsl

- Services
Sewice  SafflD Service Type Service lesult Emploger Name JobStat  JobOrder  Phone e
Date Date: Nurnber
: LUk e Edt
09/19/2018 |TCART ob Referral - Staff Pending - Applic |Cambridge Yacht Group 10880687 |(978) 921-6600
[09/19/2018 [TCART  [Follow-Up - Periodic  [Emplayed [Four Seasons Haotel [03A19/2008 | 76552304 [[517) 3364400 Delete
[03A19/2018 [TCART  HobReferal - Staff [Pending - Applic |Spiit Hallowsen | | 10838106 |[508) £45-5601

[03/19/2018 [TCART  Hob Referral - Staff  [Pending - Applic [Sodexo at U Mass Dininc [ 7EE52358 [i517) 2575030
[03/19/2018 [TCART  Hob Referral - Staff [Pending - Applic [Revere Hotel Boston Cor [ 7ERE2310 [i517) 4521800
[09119/208 [TCART  [Not Referred |Not Duaified [Massachusstts Burger Er | 76552275 [[508) B50-5102
[09/19/2018 [TCART Mot Referred lob Seeker Mot Inte [Shaw's Supermarkets | 76552348 [[978) 365-0305

Upgrade

Werify

)
)
)
|D3/419/2018 [TCART  lob Referral - Staff [Hired [Four Seasons Hotel |D3/19/2018 | 7ES52304 [[517) 3354400 Follaw, Up
)
)
)
)

Select

HAHHHG

Row 1 af 9 More | JUbDlderl

Trade Eligibility Match Criteria Fiun b atch Eligibility Criteria | Ok I Cancel |

10.Click the Close button to return to the Job Seeker Search window.

11.Click the Close button to return to the MOSES Main Menu window.
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Assign Job Seeker to Career Planning
Overview

To be included in Career Planning, the Customer:

e Should be registered as a Full member, with all tabs and screens
completed, including, if appropriate, the Match Criteria and/or
Program Eligibility tab(s).

e Needs to have Career Planning from the Programs area on the
Basic tab checked ¥ off.

When the Customer is successfully assigned a case worker, the following
icon (a “C” over an “P”) appears on his/her membership.

To Select Career Planning for a Customer
1. Open up your Customers record.

2. Click the Apply checkbox for Career Planning.
This is in the Programs area of the Basic tab for the Job Seeker.

Programs — Last Beportable Service Date: 04/09/2020
A

Program Mame Apply Program Status Higtary
Uob Match | Kl E
Program Eligibility | =
[Career Planning v |Enralled Bl E

L
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When MOSES asks you
“Are you sure you want to enroll this job seeker in this Career Planning
program?”
click the Yes button.

Confirm Program Enrollment £3

f =% Areyou sure you want to enroll the job seeker in this Career Planning
" program 7

Yes ‘ Mo |

3. If your One-Stop Career Center has selected the Self-Assigned
method for Career Planning, you will be the assigned case worker.
You will be able to enter information in the Case Plan tab.

You must refresh your view of the Customer’s record to access the
Career Plan tab. (Another words, close and reopen the customer
record.)

4. If your One-Stop Career Center has selected the Manager-Assigned
method for career planning, you will have to nominate this Customer

for Career Planning.

You must wait until the manager responsible for Career Planning
assigns the customers career plan to you.

Only after that point will you be able to enter or edit information in the
Career Plan tab.

r}l MNorthampton Affiliate Career Center E@
Mgmt} nglams] Locatmns] Barcode Enors | Travel Voucher | Office Msgs | Staff Caseload  Case Assgmt | Conf, Eontactsl
Assignment Method
" Manager Assigned ¥ Self-bssigned
Select Case
Erollment Date  Case 1D Applicant ID First Mame Last Name Mominating 5t
Delete C.M
] I b
Staff Caseload Services of AVARG
Staff I taximum Open Utilization - Service Type #Services Hours Last|g «
Cases  Cases months of services
[ASMITT ] 50| [ 0%
[8VAND 0%
AYARG
[BOTTL [N 0%
[CBURK. | 50 | | 0% - || Calculate 0 0
oK | Cancel |
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5. Once you have successfully enrolled the customer in Career Planning
you will be assigned as the primary caseworker, this information will
appear in the Program History folder for Career Planning.

Click the History folder for Career Planning in the Programs area of

the Basic tab.

Programs — Last Reportable Service Date: 04/09/2020

A
Frogram M ame Apply Program Statuz Histon

Hob Match | =] E
[Froaram Eligibilty il = El
|Career Flanning v |Enralled Bl E

W

T p p T T

Program History

Program Details

Caze Manager [Cartier , Tharnas

Case Manager B17-B26-5303

TelNo:
Laocal Office: [HurleyMHOSES Urit

Backup Caze Manager: |

Backup Phone Mo: ..

mg[amH|st0[

§ Frogram Ristory & Program Histary Logl

Program History
Hiztory Mo, Pragram Marme Frogram Status P Start Date End Date
Career Planning [Enoled  ||oas09/z020

Delete ‘ 0K | Cancel
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6. This screen shows the Career Plan tab.

ra| Job Seeker Membership (Job, Anita)

S5N: JOOCXN-5436ID: 12763211

Easicl FuIIl Educationl Wark Historyl Evantsl Alerts  Career Plan/vouth 155 |Services| Special F‘rogramsl

Assessment | Training Justification |

Survey
Open
lan: | 0o vI Created [12418/2018 Closed | Case  |Thomas Cartier |TCART Completion Target: |00/00/0000 &
Date: Date: ‘whorker:
~ Goals
Add Goal | Edit Goal | Delete Gna\l Add Task | Edit Task | Dielete Taskl
~Goal Related Tasks

DueDate  Goal Fesult

Due Date  Task
Pending

dent Tasks
Due Date  Task

— Goal Narrative

—Task Narrative

Trade |

Eligibility | atch Criteria | Run batch | EllglbllltyEntenal [1]:4 I Cancel |

ﬁg;,ff;' MOSES uses the date the caseworker was enrolled as the Created Date for
\\\(;n the case plan. It also gives the full name and staff ID of the primary case
W= worker.

12
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Assessment

The Assessment Process

Customers who are in Career Planning need to be assessed.

MOSES assists you by conveying into the Assessment sub-tab
information already entered in MOSES.

This eliminates the need to enter information again or to constantly switch
screens to find information.

1. Move to the Assessment sub-tab by clicking that label.

ral Job Seeker Membership (Job, Anita) EI

S8N: XXX XX 5436 ID: 12763211

ion | ‘work History | Events | Alerts  Career Plan/vouth 155 | Servicesl Special Programs | Survey

: rainingJustificationl |Dpen

Basic | F

Goals

. Documnent information abouk
Company Mame Job Title S alary SUanry Start Date  End Date the work experience that is
it relevant to this case. The

hendon Twin Drive In ., Inc. Advertising / Marketing Manager | 20.00 g R g e LM FRAA || fwcrk, history cornes from the

‘ || ork, Experience tab.

Advertizing and Promations M anagers

~
[rialyze Market or D elivery Systems | |and skills are from the Skils tab in the

L .
- Ukd sbeb Cribaris
Education

Job Titles/Skills
zkillz listed in Job Matching. The job titles

]
[Doc:ument information abaout the job titles &

|n8tituti0 Degres Major Status “ | llizted. Education comes from the Deagrees

|
D ocument information about education
portion of the Education tab.

Stal Bachelor Degree Iarketing -

~ Test/A ; ; i
.| [Pocument information about testing.
Testing / Aszessment comes from the

Service Fesult
Testing 5ervices tab and / o the General
services tab.

The labor market conditions for the custorner's past employment history, and outlook for the customer's future employment information must be £ d
recorded in the Career Plan's Labor Market for Skills test bos. Recorded information should be documented and annotated from reputable known EE |
Il

nnnnnnnn Tlam bmaik bmas bemlAn ARAMN Al e mmbmrs
Trade | Eligibility | Match Criteria Fun Match | Eligibility Criteria | ak. I Cancel |

2. Note that the first four groups should be populated with information
collected from the intake and assessment processes.

13
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ra| Job Seeker Membership (Job, Anita) EI

S5N: XXX-XX-5436 ID: 12763211

Basicl FuIIl Educationl ik Historyl Eventsl Alerts  Career Plan/vouth 155 | Servicesl Special Programsl Survey
Goals TrainingJustificationl IDIZ'EI’1
WA I Document information about
Company Mame Job Title Salary Salary  StartDate  End Date the work experience that is
Urit

relevant to thiz case. The
work, higtony comes from the
ok, Experience tab.

fdendon Twin Drive In ., Inc. Advertising / Marketing Manager | 20.00

T ]
[Dacument infarmation about the job titles &
zkillz lizted in Job Matching. The job titles
and skills are from the Skills tab in the

listed. Education comes from the Degrees
portion of the Education tab.

hd sk Cribar
Ed on
.- . D tinfarmation about educati
[Instltutlon Degres M ajar Status - “, pEumeEnt niarmaton aBout Sacaton

Document information about testing,
Testing / Assessment cormes from the
Testing Services tab and / or the General
zervices tab.

=

The labor market conditions for the customer's past employment history, and outlook, for the customer's future employment information must be E d
recorded in the Career Plan's Labor Market for Skills test box. Recorded information should be documented and annotated from reputable known ERan |

nnnnnnnn Lum bmaik ks sl A AR mlsmr = mbmrs
Trade | Eligibility | Match Criteria Run Match | Eligibility Criteria | 0k I Cancel |

The Work History information comes from the Customer’s Work
History tab.

The Job Titles/Skills comes from the Skill Set Summary tab of Job
Match Criteria.

The Education information comes from the Degrees portion of the
Education tab. (This only shows Degrees. The License,

Certifications, and Registrations section and Vocational Training area
do not show here.)

The Test/Assessment comes from the Services tabs, General
Services and, Testing sub tabs.

If nothing appears in an area, it means that you may need to go to the
appropriate tab or screen in MOSES and enter the data yourself.

14
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The Executive Office of Labor and Workforce Development (EOLWD)

FAMASSHIRE JobQuest

, Login / Register
bl B8
EMpIOyers >

Job Seeker Login

Home Find Jobs Laocate Training Search Events My JobQuest Help

Find Jobs In Massachusetts with JobQuest! JobQuest is a FREE online service.

Total Job Openings: 118,498 SSN or Job Seeker ID
Job Title Location e
it L e

Quick Tip: Use Keywords for Fastest Search Forgot Your Password?

Search
‘
More Search Options

Registering with JobQuest |ets

you post your resume online

and save your job search

Dept of Unemployment -l
Assistance is Hiring

Job Service
Representatives JobQuest Guide

30 Openings - Apply Now

Kickstart your Future at a

MassHire Career Center Register Now

Other Helpful Links ...
more information MassHire Career Centers
=< Previous Next > Visit a MassHire Career Center for
additional Job Search Assistance.
. MassCareers Job Opportunities
MassHire Career Center Resources Search for Massachusetts state and
MassHire JobQuest other nublic sector iohs

See the NEW "mobile friendly" specialized job sites.

Find Fvents and Workshons

With MassHire Job Quest (MJQ), the Job Seeker can enter and update this
information on his or her own, while waiting for an appointment with the case
worker.

,\\E,:f;: The caseworker’s job will be easier if this information is entered at intake.
\\\\,;’4/ -
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Write notes / documentation in the boxes on the right about any aspect
of the Work History, Job Titles/Skills, Education, and
Test/Assessment groups that will affect the Job Seeker’s case plan.
This is an optional field, its usage is determined by your offices
standard practice, the customer and if you feel something is omitted or
needs explanation.

m Job Seeker Membership (Job, Anita) EI-

Basicl FuIIl Educationl ik Historyl Eventsl Alerts  Career Plan/vouth 155 |Services| Special Programsl Survey

SEN: XX -54361D: 12763211

rainingJustificationl ISUSDENdEd
Drocument information about

Job Title Salary Salqr_l,l Start Date  End Date the work experience that is
Unit relevvant to this case. The
work histary comes from the
ok, Experience tab.

Enalyze Market or D elivery Spstems =

T ]
Document information about the job tites &
“ | |skills listed in Job Matching, The job tites
and skills are from the Skills tab in the

hd kb Cribaria

~ Test/A

sttt o Mai < Drocument information about education
nstitution EENED aor tatus * | |listed. Education comes from the Degrees
- |||portion of the Education tab.

Education M

. ||[Becument information about testing.
—_||Testing / Azzessment comes from the
Testing Services tab and / or the General

+ |||zervices tab.

Service Fesult

The labor market conditions for the customer's past employment history, and outlook, for the customer's future employment information must be E d
recorded in the Career Plan's Labor Market for Skills test box. Recorded information should be documented and annotated from reputable known EE |
nnnnnnnn Tlom bmaik bemas lnml A ARAN Al —rmbmen

Trade | Eligibility Match Criteria Run Match Eligibility Criteria | u] 4 I Cancel |
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4. You need to manually enter information about how the person would
fare in today’s labor market holding his or her current toolbox of skills.
It needs to be well documented.

If the Customer needs training, you must be clear that the Customer
would not hold long-term, suitable employment with their current skills.
(Note: the Expand button will make entering information easier.)

Labor Market for Skills

recorded in the Career Plan's Labor Market for Skills text box, Recorded information should be documented and annatated from reputable known
nnnnnnnn Tlm bmaik bomas bmlda ARENAN Al mr mmbmrn

The labor market conditions for the customer's past emplopment histary, and outlook for the customer's future employment information must be B

Match Criteria Run Match Eligibility Criteria | Ok | Cancel

—— Y Labor Market For Skills (=3

The labor market conditions for the customer's past employment history, and outlook for the customer's future -
employment information must be recorded in the Career Plan's Labor Market for Skills text box. Recorded
information should be documented and annotated from reputable known sources. The text box holds 1500
characters

—T |

Size Limit: 1500 oK. Cancel
}G“;:Q In the Labor Market for Skills box list why this job seeker cannot find
. suitable employment with his or her current skills. Quote sources. Use
\‘_w;f/ Links, Massachusetts Career Information System for written information on
occupations.
Use Links, Mass Stats for the most current statistics on occupations.
Demonstrate job seeking through want ads and other sources.
) Use MassHire Career Information System (MCIS) for fairly clear
i

interpretations of occupational statistics. Once you are in that web site,
select Occupations, then choose the occupation you want. Several topics
can help you, including Wages, Outlook, and Employment. You can use
the copy (highlight the text you want, then press CTRL+C at the same time)
and paste (locate where you want to put the text, then press CTRL+V at the
same time) options. Copy and Paste are also available when you right click
after highlighting the area.

*’;,jf; Select Mass Stats or LMI for pure statistics on the occupation, industry,
and/or area that interests the Job Seeker. Once you are in that web site,
=== click the Go button, then choose the area of statistics and the geographic
area that you need. The most likely area to explore would be Occupations.
This information is the source data for MCIS, but it is in table format. This
does not lend itself easily to the cut and paste option mentioned above.
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Notes

Notes

One of the key principles for staff providing career planning services is to
keep accurate, up-to-date records, as required by your Career Center, and
in conformance with appropriate program regulations.

When entering Notes, make sure you respect the Customer’s right to
privacy and confidentiality. Use professional discretion.

1. Click the Notes button to see the notes entered. You find this
button on the top right corner of the header bar for the Customer record.

ra| Job Seeker Membership (Job, Anita)
Job, Anita SSN: XXX-XX-5436 ID: 12763211

Basic lFuII] Education] wiork, History] Events] Alerts] Career Plan/'outh 155 ] Services] Special Programs] Survey
General Information Fesidence Address | Maiing Add
b FirstName:  [Arita Midde Iritiak [~ | ting Acres |
- Address
 LastMName:  flob | Nor Cinay =l | address: 17 Conlwhip Circle
¥ Date of Bith: |07./01./1931 el b Milikary: | Yes O No |
Release Information?: [ Yes ¢ No P Other Eligible | £ Yes @ No » Country: [United States of America |
3 ipe - » City
¥ Ethnicity Hispanic or Lating ™ Yes Mo Ay 101364 Ciy: |Orange
) ) ) : -

» Race v white [¥" Black or African &merican D Sefe ilossachiisets

[ Asian [ American Indian or &laskan N ative [ Enterprise [ Empowerment [ Renewal

[ Other [ Hawaiian Mative or Other Pacific |slander

[ Address Mot Available ¥ Mailing Address different

Confidential [ ) Ves @ Mo HITG Confidential [ © Yes © No

L Contact
Pragrarm Marme Apply Program Statuz Histary ||| Primary Phone: [412)774-5285 Email |sjnhi@gmail. com

B8 || Other Phone: [E0e25 1733 | |

fiioganibighicy r = Web Address: v linkedin com/854-56/fare/34 [~ Prefers Emails

[ Information Not Available
Programs — Last Reportable Service Date: 12/26/2019

[Career Planning [ |Errolled ﬂ E

Special Accommodations

¥ Worked in agriculture or food processing in | ¢ Yas & Mo Career Center ‘

the last 12 morths ?

Trade Eligibility | Match Criteria

ok | Cancel |

Run Match | Eligibility Criteria

\

When notes are entered for a Customer, the Notes button turns blue and
bold. This is a visual cue to tell you if notes are entered.

.
[}
o

T\\

¥

You can keep notes in two main places on the Customer record.

They include: the Notes button, located on the header bar for the Customer
record; and the Detail boxes provided in the Service Detail boxes (shown
when you Add a new service or when you Edit an existing service).

You do not need to put them in both places, unless that is your offices
standard practice.

=
[}
o

TK\
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2. This brings up the Notes screen in MOSES.

m Job Seeker Notes @

Job Seeker Motes

Created Date User ID Confidential  MNates

Expand All Notesl Edit Add Delete ak. Cancel

ra| Job Seeker Motes | 3 |
Job Seeker Notes
Created Date  User 1D Confidential  Motes

ra| Massachusetts One Stop Employment System @
Applicant Motes for: Job.Anita SEN: 200dde-5436 Az of 12/18/2018
Created Date User 1D Motes -
j09A17/2018 [TCART The purpose of Motes iz to supplement information entered into MOSES and the Career Plan in MOSES.

MOSES entries should reflect the averall goal of helping the Customer to become employed and self-sufficient.

MOSES should reflect the provision of direct assistance for Training, and job search assistance leading to re-employment. The
Motes need ta reflect the pravizion of these services to enable a succinct picture of the delivery of these services.

Motes should naot include hearsay, or information not received directly from the customer: unless pou are recording what you
accept to be factual information from a vendar, and are quating the source of the information.

m

['o not include your opinion about custamer actions or behavior.
Only state what you obzerve.

Motes should be brief but not zo brief that the reader is unable to fully comprehend the details you are tving to impart. Do not
include unnecessary details.

Motes should tell the entire story.

if follow-up iz not documented in Motes then it gives the appearance that staff may not have followed up with the customer.

henever possible, Notes should answer the WHO, WHAT,WHEN | WHERE, WHY, and HOW questions.

HO: The Mote should address whether the contact was with the customer or a training vendor or other individual

H&T: The Mote should describe the event, service or occurence that vou are documenting.

HEM: The Mote should address the date in which the contact or event you are documenting occurred.

HERE: The Mate should include the location of the meeting or event that you are documenting. -

Wiew Nates in W'ord| (] 8 |

3. Click the Add button to add a Note. Be clear and concise.
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4. After you enter a note, click the OK button from the Job Seeker
Notes window. This brings you back to Job Seeker Notes and
simply posts the note to your view of the Job Seeker Notes. At this
point it is not saved in the MOSES database.

5. Click the OK button from Job Seeker Notes.
Click the Yes button to save the note.

6. This brings up a prompt to enter a general service.
If you click Yes, the General Services Detail appears.
Enter the service and click the Yes button.
Click the OK button or click the diskette icon to save your work.

f Job Seeker Notes =]
Job Seeker Motes

Confidential  Mates

Alert (==

| Are you sure you want to save changes?
4

Yes Mo Cancel

Expand All Motes Edit Add Delete | 0K | Cancel
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m Job Seeker Motes | 2 |
Job Seeker Motes
Created Date User ID Confidential  Mates

1 g add a note
09/17/2018 |TCART Ma The purpose of Motes iz to supplement infarmation entered into MOSES and the Career F

The first prompt (above) reminds you to LU Gealid s B

save the note. The second prompt (right)
reminds you to add a general service.

Edit ‘ Add Delete | Ok | Cancel

Expand all Motes

7. Click the Notes button again.

8. Click the Expand All Notes button to see all the notes at once.

Expand &ll Hotes

9. If you want to view the notes in Word (for printing purposes), click
the View Notes in Word button at the bottom of this screen.

This will send all the notes to Word.
You can choose to include confidential notes.
The default is No. Click the OK button to see the notes in Word.

-

rm Applicant Motes @

Include Confhidential Hotes
" “es

i+ Mo

k. Cancel
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s, The information in gray is in the Header of the page.

This will appear on every page.

\,\;‘4’ - The notes themselves are brought into Word from MOSES using the Table
feature of Word. This document may show the formatting symbols for tabs
and hard returns. These formatting symbols will not print.

Any changes you make in Word will not migrate automatically back to
MOSES.
You will need to copy from the Word document and paste it in MOSES. This
is a good way to run spelling and grammar checks on your notes.
- -+ Page-1-of-11
. Applicant-NotesT
%&mm&u@ﬂ

Applicant1D:-12763211Y

1
#|Date-Brinfed-:-12/18/20187

MOSES Career Planning Training Guide May 2020

= Created- Created- Noteso Confidential - {o
Daten Byu

=12/18/2018= | TCART= add-a-note= o il

=09/17/2018= | TCART= The-purpose-of- Notes-is to-supplement-information-entered-into- MCOSES- = o
and-the-Career-Plan-in-MO3ES
MOSES -entries-should reflect-the-overall-goal-of helping the -Customer-to-
become-employed-and-self-sufficient.y]
1
MOSES should reflect the-provision-of direct-assistance fgr Training, -and-
job-search-assistance leading-to-re-employment.--The-Motes-need to-
reflect-the-provision-of these-services to-enable-a-succinct-picture-of the -
delivery-of these-services ]
Naotes-should-not-include-hearsay, -or-information-not-received-directly-from-
the-customer;-unless-you-are recording-what-you-accept-to-be-f;
information:-from-a-vendor,-and-are-quoting-the-source-of-the-information. -y
Do-notinclude-your-opinion-about-customer-actions-or-behavior.y|
Only-state-what-you-observe
1
Naotes-should-be-brief-but-not-so-brief-that-the-reader-is-unable-tgfully.
comprehend the-details-you-are-trying-to-impart.--Do-not-include-
unnecessary-details.- -
1
Notes-should tell-the-entire-story.--{
if-follow-up-is-not-documented-in-Notes-then-it-gives-the-appearance that-
staff-may-not-have-followed-up-with-the-customer.y
Whenever-possible,-Notes-should-answer-the WHO, WHAT -WWHEM.,-
WHERE, WHY ,-and-HOW-questions.{
WHQ: The-Note-should-address-whether-the-contact-was with-the-
customeroradiraining:yender-or-otherindividual g
WHAT:--The-Note-should-descnbe the -event,-service-or-occurrence that-
you-are-documenting.{
WHEN: - The-MNote-should-address-the-date-in-which-the-contact-or-event-
you-are-documenting-occurred. -
WHERE:--The-Note-should-include the-location-of the-meeting-or-event-
that-you-are-documenting.-{
WHY- The -Note-should-describe-why-the-customer-is:being: ,-or-
it-should-be-cbviousto-the-reader-why the Noteis-being-included |
HOW:--The-Note -should-address-whether-the-contact-was-in-person, by-
telephone, via-email,-or-ancthermethed.- -+




Barriers

Use the Barriers sub tab on the Full tab to accurately record the things
that impact the Customer’s potential success in training, job search, and /
or sustained employment.

1. Click the Barriers tab to enter any barriers to employment and/or
training.

ra| Job Seeker Membership (Job, Anita)

Job, Anita SSN: XXX-XX-5436 ID: 12763211

Basic Full lEducation] wiork, History] Events] Alerts] Career Plan/'outh 155 ] Services] Special Programs

General Information l Barriers l Assistance/Disaster Relocation l
Eligibility
[ Below Grade Lewvel [ Lack of Self-Sufficiency [ Disability
[ DCF Youth [ Lack of Transpaortation [ English Language Learner
[” Displaced Homemaker [ Legal [ Foster Child
[ DYS Youth [ Limited Basic Educational Skills [~ Homeless
[ Financial [ Limited Job Search Skills [~ Lew Levels of Literacy
I Health [ Other . [~ Offender/Subject ta Justice System
[ Housing o ] [ ProbationCourt Irvokrement B FregreriEereit (s
[ Labor karket Discrimination/ Cultural B arrier [ Substance Abuse
. [ Runaway Youth
[ Lack of Childcare/Eldercare [ Underemployed )
R L . R R . [ *Youth Mot Attending, but of Compulsory Age
[ Lack of Credentials, Certification, Licensing [~ Wwork Histary (limited, gaps,hane, ete.) [ Youth Frequiing Additional Assist
[~ Lack of Marketable/Dcoupational Skills S Honal Assistance

Mote: Barriers should not be unchecked when they are resolved. Instead, a barrier nate should be added ta indicate how the barrier was resolved.

: Alzo be aware that checking the Eligibiliy barriers will affect eligibiliby.
Barrier Notes

If 2 Barrier iz checked off, an explanation must be included in the Bamier Motes section (here). Please enter the date the Mote was created and
the iritial: of the individual who entered the Mate, [Mass Workforce |ssuance #07-77)

Trade Eligibility | Match Criteria

Expand

ok | Cancel |

Run Match Eligibility Criteria

2. The list of Barriers is shown.
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3. You must enter the reason why each barrier was checked and how
it will be addressed. You need to be able to justify the selection of
any barrier selected.

Use the Barriers Notes box to enter the information.

- ) RSN 8 Lot Do | e o LA P [ o O L8N Lo | L) ) L o | Lo IR || i el LM o | L)L) LR
Bamer Notes

If & Bamier iz checked off, an explanation must be included in the Bamier Motes section [here). Fleaze enter the date the Maote was created and
the imitials of the individual who entered the Mate, (Mass Warkforee [ssuance 807-77) -
Apar

4. Do not uncheck or erase the Barrier, if the barrier no longer
exists. This totally erases the barrier from MOSES.
Simply add a sentence in Barrier Notes about how the barrier was
addressed / resolved/ canceled.

ral Job Seeker Membership (Job, Anita)

SSN: XXX XX 5436 ID: 12763211

Basic  Full l Education] ‘whork Historyl Eventsl Alertsl Career Plan/'outh |55 l Servicesl Special Programs Survey
General Information ] Barriers l Agsistance/Disaster Relocation ]
Eligibility
[ Below Grade Lewvel [ Lack of Sel-Sufficiency [ Disability
[~ DCF Youth [ Lack of Transpartation [ Englizh Language Learner
[ Displaced Homemaker [ Legal [ Foster Child
[ D5 Yauth [ Limited Basic Educatianal Skils [ Homeless
[ Financial [ Limited Job Search Skills [~ Low Levels of Literacy
LI Health [ Other . [ Offender/Subject ta Justice System
[ Housing S ) [ Probation/Caurt Invalvement [ Pregnant/Parenting lssues
[ Labor kMarket Discriminations Cultural B arrier [ Substance &buse
i [ Runaway Youth
[ Lack of Childcare/Eldercare [ Underemployed )
R - . . . . [ *outh Nat Attending, but of Compulsary Age

[ Lack of Credentials. Certification, Licensing [~ Wk History (limited, gaps none,etc.) [ “Youth Fiequiing Addifianal Assist
[ Lack of Marketable/D coupational Skills outhRiequiing Honal Assistance
Note: Barriers should not be unchecked when they are resolved. Instead, a barier note should be added to indicate how the barrier was resalved.

: Alzo be aware that checking the Eligibility barriers will affect eligibility.

Barrier Notes
If & Barrier is checked off, an explanation must be included in the Barrier Motes section (here]. Please enter the date the Mote was created and
the iritial: of the individual who entered the Mate, [Mass Workforce |ssuance #07-77) z :
#pan

Trade Eligibility | Match Criteria | Run Match | EIigibiIit}lCriteria| ok | Cancel |

_,?g;?'z Remember, as in all notes and explanations entered into MOSES, use a

\ . professional manner. Make sure you wouldn't mind that the information

\;x:/ might inadvertently become public. You need to be brief and objective. You
will record a suggested plan of action for each barrier selected. You may not
be the person implementing that plan.

24
MOSES Career Planning Training Guide May 2020




(Excerpts from Appendix C : Barriers)

Barriers (Employment Barriers)

Potential barriers to employment that the customer has self-identified.

(For more guidance please see WIA Issuances & WIOA Issuances).

Full Tab — Barriers (Employment Barriers)

Term

Below Grade Level

DCF Youth

Definition

BASIC SKILLS DEFICIENT, BASIC LITERACY

SKILLS DEFICIENT *— an individual youth or

adult who computes or solves problems, reads,

writes, or speaks English

e at or below their age appropriate grade level
(if less than ninth grade age), or

e at or below grade level 8.9 on a generally
accepted standardized test or a comparable
score of a criterion-referenced test; or

e is unable to compute or solve problems,
read, write or speak English at a level
necessary to function on the job, in the
individual’s family or in society.

*This definition was adopted by the WIA Youth

Subcommittee and approved by the WIA

Steering Committee, giving further definition to

the one found at §101(4).

This Non-Eligibility Barrier for Youth is a sub-set
of the Foster Child Eligibility Barrier. If the DSS
Youth Barrier is checked off, an explanation
must be included on the Barrier Notes. First, the
name of the barrier (DSS Youth) must be listed
and what criteria were used to make this
determination and where this information is
located must be included. Also, please enter
the date the note was created and the initials of
the individual who entered the note. DSS Youth
can be documented by Telephone Verification
using the Telephone Verification Form, as per
WIA Issuance 05-74.
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Full Tab — Barriers (Employment Barriers)

Term

Displaced Homemaker

DYS Youth

Financial

Health

Housing

Labor Market
Discrimination / Cultural
Barrier

Lack of Childcare /
Eldercare

Definition

DISPLACED HOMEMAKER - §101(10);
8663.120 - an individual who has been providing
unpaid services to family members in the home
and who;

(A) has been dependent on the income
of another family member but is no
longer supported by that income, and

(B) is unemployed or underemployed
and is experiencing difficulty in
obtaining or upgrading employment.

DYS Youth: This Non-Eligibility Barrier for

Youth is a sub-set of the Foster Child Eligibility
Barrier. If the DYS Youth Barrier is checked off,
an explanation must be included on the Barrier
Notes. First, the name of the barrier (DYS
Youth) must be listed and what criteria were
used to make this determination and where this
information is located must be included. Also,
please enter the date the note was created and
the initials of the individual who entered the
note. DYS Youth can be documented by
Telephone Verification using the Telephone
Verification Form, as per WIA Issuance 05-74.

To be defined by the local workforce area.
(Some examples may be Bankruptcy , and
Foreclosures. But may also be defined as
enrolled in Unemployment Insurance and
collecting half a paycheck.)

To be defined by the local workforce area.
(Self-explanatory.)

To be defined by the local workforce area. (Can
be lacks housing and shelter. May include
Public housing recipient. Includes Homeless as
well.)

To be defined by the local workforce area. (This
can include Age, Gender, Race, Disability,
Ethnicity or other protected classes.)

To be defined by the local workforce area.
(Self-explanatory.)
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Full Tab — Barriers (Employment Barriers)

Term

Lack of Credentials,
Certification, Licensing

Lack of Marketable /
Occupational Skills

Lack of Self-Sufficiency

Lack of Transportation

Legal

Limited Basic Educational
Skills

Limited Job Search Skills

Other

Definition

To be defined by the local workforce area. (The
individual has been performing a job function
without mandatory Credentials, Certifications
and / or Licensing and their employment has
been terminated, and now lacks the required
gualification to get employed. )

To be defined by the local workforce area. (It
can be a lack of transferable skills. Or their
industry / occupation has gone away.)

Lack of Self-Sufficiency — The local board
must set the criteria for determining whether
employment leads to self-sufficiency.

At a minimum, such criteria must provide that
self-sufficiency means employment that pays at
least the lower living standard income level.
Self —sufficiency for a dislocated worker may be
defined in relation to a percentage of the layoff
wage. 8663.230

To be defined by the local workforce area.
(Self-explanatory.)

To be defined by the local workforce area.
(Can include CORI and SORI issues. As well as
Bonding.)

To be defined by the local workforce area.
(Self-explanatory.)

To be defined by the local workforce area.
(Self-explanatory.) (This has included
customers with a lack of computer skills, job
search experience and / or internet / social
media skills.)

To be defined by the local workforce area. (This
is a placeholder for new barriers that come up.

It has been used for example the Springfield
Tornado enrollees, and the Hurricane Maria
registrants.)
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Full Tab — Barriers (Employment Barriers)

Term
Probation / Court

Involvement

Substance Abuse

Underemployed

Work History (limited,
gaps, hone, etc...)

Definition

To be defined by the local workforce area.
(Self-explanatory.) (Can include CORI and
SORI issues. As well as Bonding.)

To be defined by the local workforce area.
(Self-explanatory.) (Can include any type of
substance abuse.)

UNEMPLOYED INDIVIDUAL - an individual
who is without a job and who wants and is
available for work. 8101(47)

(This has been used to address individuals who
are working, but in positions that are below their
skills, capabilities, work experience and / or
education.)

To be defined by the local workforce area. (This
has been used for people with no or little work
experience (like youth) to job hoppers to
customers who have a long work history with
one employer or industry.)
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Barriers (Eligibility Barriers)

Potential Employment Barriers that may result in Eligibility into various federally
funded programs.

They are identified as Eligibility Barriers.

Documentation to substantiate the customer’s claim of eligibility is required (if this
Eligibility Barrier is being used for Eligibility); see Issuances for more detailed
instructions.

Full Tab — Barriers (Eligibility Barriers)
Term Definition

Disability DISABILITY — 8101(17) - an individual with any
disability (as defined in section 3 of the
Americans with Disabilities Act of 1990 (42
U.S.C. 12102)).
(This Barrier should coincide with any disability
identified on the Full tab.)

Foster Child FOSTER CHILD - any youth under the age of
eighteen (18) who is placed into substitute care
under the legal responsibility of the
Massachusetts Department of Social Services
(DSS). The term “substitute care” means the
provision of planned, temporary twenty-four hour
a day care when the parent or principal
caretaker is unable or unavailable to provide
care on a daily basis. “Substitute care”
encompasses the provision of foster care,
community residential career and supervised
independent living (110CMR 2.00(49)). This
definition of foster child may include children
who are:

(A) receiving services from the
Massachusetts DSS pursuant to a
voluntary placement agreement; or

(B) placed in the custody of the
Massachusetts DSS through a court
order (including a court order arising
and of a Child in Need of Services
(CHINS) petition) or through an
adoption surrender.
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Full Tab — Barriers (Eligibility Barriers)

Term

Homeless

Low Levels of Literacy

Definition

HOMELESS - pursuant to the Stewart B.
McKinney Homeless Act, an individual who
lacks a fixed, regular, and adequate nighttime
residence. It also includes persons whose
primary nighttime residence is either:

(A) a supervised publicly or privately
operated shelter designed to
provide temporary living
accommodations (including welfare
hotels, congregate shelters, and
transitional housing for the mentally
ill),

(B) an institution that provides a
temporary residence for individuals
intended to be institutionalized, or

(C) a public or private place not designed
for, or ordinarily used as, a regular
sleeping accommodations for human
beings.

BASIC SKILLS DEFICIENT, BASIC LITERACY

SKILLS DEFICIENT *— an individual youth or

adult who computes or solves problems, reads,

writes, or speaks English

e at or below their age appropriate grade level
(if less than ninth grade age), or

e at or below grade level 8.9 on a generally
accepted standardized test or a comparable
score of a criterion-referenced test; or

e is unable to compute or solve problems,
read, write or speak English at a level
necessary to function on the job, in the
individual’s family or in society.

*This definition was adopted by the WIA Youth
Subcommittee and approved by the WIA
Steering Committee, giving further definition to
the one found at §101(4).
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Full Tab — Barriers (Eligibility Barriers)

Term

Offender / Subject to
Justice System

Pregnant / Parenting
Issues

Runaway Youth

Youth Not Attending, but
of Compulsory age

Youth Requiring Additional
Assistance

Definition

OFFENDER —any adult or juvenile who has
been subject to any stage of the criminal justice
process for whom services under WIA may be
beneficial or who requires assistance in
overcoming artificial barriers to employment
resulting from a record of arrest or conviction.
§101(27)

PREGNANT/PARENTING YOUTH - a youth
who is pregnant or providing custodial care for
one or more dependents under age 18.

RUN-AWAY YOUTH - pursuant to the
Runaway and Homeless Youth Act, an
individual under 18 years of age who absents
himself or herself from home or place of legal
residence without permission of the parent(s) or
legal guardian.

YOUTH NOT ATTENDING
— a youth not attending school, but of
compulsory age.

YOUTH REQUIRING ADDITIONAL
ASSISTANCE to complete an educational
program, and / or to secure and hold
employment (the sixth barrier). The definition of
a youth that requires additional assistance will
include an individual that:
(A) is one or more grade levels below
their age-appropriate grade level;* or
has a disability, including a learning disability;*
or
(B) requires additional assistance as
defined by the youth council and
approved by the local board. (Long
term unemployment may not be used
as a criterion to meet this definition of
eligible youth.)*
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Goals and Tasks

Goals

An effective goal focuses primarily on goals rather than activity.

It identifies where you want to be, and, in the process, helps determine
where you are.

Staff need to accurately record the broad aims that will help the Customer
become gainfully employed in the Goals tab.

1. This screen shows the Career Plan / Youth ISS tab.

Notice that all the available buttons, the Career Plan and
Employment/Completion Target fields are enabled.

ral Job Seeker Membership (Job, Anita)

S8N: XXX XX 5436 ID: 12763211

Basic l Full l E ducation l ‘whork History l Events l Alerts  Career Plan/vouth 155 l Servicesl Special Programs l

Survey
Goals l Aszezsment ] Training J ustification ] Open
CasePlan 007 =] Created [12/18/2018 Closed | Case  |Thomas Cartier [TCamT Completion Target: |00/00/0000 |
Date: Date: Wwhorker:
Goals
Add Goal EditGoal | Delete Goal Add Task | |
Goal Related Tasks
DueDate  Goal

Result DueDate  Task

Pending

Independent Tasks
DueDate  Task

Goal Narrative

Task Narrative

- ‘ -

Trade Eligibility | Match Criteria ak | Cancel |

Fun Match | Eligibility Criteria

Rg,zf‘;: MOSES uses the date the case worker was assigned as the Created Date

. for the case plan. It also gives the full name and staff ID of the primary case
\&?f// worker.
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= Employment is an automatic shell of a goal assigned for all customers

\\ . receiving career planning services.

\9\;&:% You can delete this goal and establish other appropriate goals for customers
receiving services. Make sure you cover all the goals needed for your
Customer.

}3,2'; No goals can be entered with a Created Date that is before the date the

\ . Customer was enrolled in Career Planning and assigned a caseworker. You

\{w;f/ cannot enter a Created Date prior to the date you were assigned as the

primary case worker.
2. Highlight the existing employment goal.

3. Click the Edit Goal button.
You can choose five types of Common goals:
Basic Skills, Education, Employment, Occupational Skills, or Work

Readiness.
ral Casze Goal Details @
Staff ID: [TCART
Select Goal
* Common Goal * Type: = Soa -
" Individually Designed Gaoal Priority: EZ';;";EHS oals: o
E ducation £
Employrnent
Occupational Skills
.,E Eal tﬁc;h;dtu.le 1571873018 Wwiork Readiness
fralE e Q Measurable Skillz Gain Goals:
¥ Due Date: 00./00/0000 el E ducational Schievement 57

Completed D ate: 0040040000 g

Goal Marrative
3

QK Cancel
}g,z’; Employment is an automatic shell of a goal that is assigned for all
\\ . customers receiving career planning services. You can delete this goal and
V=== establish other appropriate goals for customers receiving other services.

Make sure you cover all the goals needed for your Customer.
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Common Goals fall into five basic categories:

= Basic Skills: the training to obtain basic educational credentials such as
ABE, GED, ESOL, or life skills, such as budgeting, time management,
etc.

= Education: the continuation of education or for customers having an
educational goal.

= Employment: the aim to obtain work in a career that will sustain the
customer and his or her dependents, without redress to public subsidies.

= Occupational Skills: the formal training needed to obtain the skills
needed for the career chosen. Examples of this are computer
programming, accounting, carpentry, nursing skills.

= Work Readiness: the need to develop skills needed to find work and to
stay in the job once obtained.
Examples include learning to interview, developing a successful resume,
and how to conduct a job search, among others.

Individually Designed Goals are those that don’t directly fall into the five
Common Goal areas, but are needed to support this customer’s career
plan.

These goals can involve things such as ensuring that transportation is
always available or that the customer eliminates habits that contradict the
case plan. You must provide a label for this goal.

You have 100 characters available in the box..

There are also Measurable Skills goals for WIOA Title | customers.
These are already filled out and just need a Due Date.

There are also Benchmark goals for Trade customers.
These are already filled out and just need a Due Date.
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Remember to check the goal’s Created Date.
It cannot be before the date the case was assigned to you.

r}.l Case Goal Details @
Staff ID: |[TCART
Select Goal
* LCommon Goat b Type: | =
" Individually Designed Goal Friority: | Medium =1
Goal Schedule Goal Status
¥ Created Date: m Q
¥ [ue Date: m Q | Pending |
Campleted Date: m g
'Eual Marrative
ok Cancel

Enter a realistic Due Date for the Customer to achieve the goal.

Enter text about the goal in the Goal Narrative box, so all people
reviewing this case (including yourself) know exactly what will be
achieved. The type or label of the goal is not enough.
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Tasks

Tasks

break down the overall Goals into smaller pieces. This gives the

outline of the duties and activities that the Customer needs to take in order
to achieve / complete his or her goals.

Tasks

should relate directly to an existing goal, or they can be

independent of any Goals.
Use Tasks if the Customer needs a finer set of instructions for how to
achieve their Goals.

1. This screen shows a completed Goals tab. Notice that the Goal
Narrative and the Task Narrative show the text for the highlighted
goal and task.

Job, Anita SSN: XXX-XX-0155 ID: 12732447

Basic] Fulll Education] ik History] Events] Alerts  Career Plan/vouth 155 l Services] Special Programs] Survey
Goals l Azsezsment ] TrainingJustification] Open
CasePlan [0 =] Created |04417/2018 Clased | Case  |Thomas Cartier [TCarRT Completion Target: |00/00/0000 &
ol Date: Date: Woorker:
0als

DueDate  Goal Result Due Date  Task

¥ Job Seeker Membership (Job, Anita) =)o)

Delete Goal| Add Task | Edit Task | Delete Task|

Add Goal | Edit Goal
Goal Related Tasks

[04/17/2019 [Employment

Goal Narrative Task Mamrative

0 019 &ttend Career Center Seminar

|Pending

Readiness Pending

[o2Ae/2019 Ettend Resume workshap

I ||02/23/2013 |8 ttend Interviewing warkshop

Independent Tasks
DueDate  Task

Attend work readiness program -

Attend Career Center Seminar -

Trade Eligibility | Match Criteria

| Eligibility Criteria

ok | Cancel |

Highlight the Goal where you want to add a task, then click the Add
or Edit Task button.

Add Taszk

The Task needs to be related to the goal it supports.
If the correct goal does not appear in the drop down list for the
Goal Related Task, cancel that task and highlight the proper goal.
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4.
existing goal, click the Add Task button.

If this is a Task that stands on its own, without relation to an

Select the Independent Task radio button.

m Case Goal Task

Staff 1D [TCART
Select Task

............................... [Emplayment
(" |ndependent T ask

Priority: | Medium
k|

Tazk Schedule
P Create Date:  [12/31/2018 -
® Due Date: [00/00/0000 -
Completed D ate: Im g

Task Namative
[ ]

Task Status

Dpen

]9

Cancel

Enter a description in the Task Narrative box describing this

Independent Task.

MOSES Career Planning Training Guide May 2020
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5. The Career Plan Goal Task screen looks largely the same as the
Case Goal task screen.

All the same requirements apply with one exception.

You must provide a label for this task, whether it is Goal Related,
or an Independent Task.

Remember to document the exact nature of the task and how the
Customer should accomplish it. This will help any one reviewing
the career plan (including yourself) in the future.

rm Case Goal Task @
Staff ID: |TCART
Select Tazk
* Goal Related [Emplayment
" Independent Task  Prionity: | Medium |
k|
Taszk Schedule Tazk Status
P Create Date:  [12/18/2018 -
® Due Date: [00/00/0000 - Open

Completed Date: [00/00/0000 &)

Task MNamative
| ]

Ok, Cancel
}g,';'é MOSES assigns all Goal Related tasks to the Goal that was highlighted
\\\§ . before you clicked the Add Task or Edit Task buttons.
== Tasks can relate to any Common Goal created, to any Individually

Designed Goal, or can be totally independent of any created goal.
The last group appears in the Independent Tasks portion of the screen.

If you have erroneously assigned a task to a goal, the best practice is to
delete it, highlight the correct goal, and re-create the task from the correct
goal.
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Training Justification

If you and the Customer decide that training is appropriate, then you need
to complete the Training Justification sub-tab of the Career Plan tab.
This will be used by all people (managers and monitors) who review the
plan and make sure that you and the Customer have explored all available
options, including going to work right away.

1. Click the Training Justification sub-tab of the Career Plan tab to
enter why you have selected training as an option for this
Customer.

f Job Seeker Membership (Job, Anita) = e =

Job, Anita SSN: XXX -XX-5436 ID: 12763211

Basic l Full l E ducation l ‘whork History l Events l Alertz  Career Plandvouth 155 l Servicesl Special Programs Survey
Goals ] Azeegement  Training Justification l Open
Checked  ltem
v Met program eligibility [Complied with 2l requirements for w04 Title | # program folloving intake interview. Al documents prezented.
v Customer eligible per local priority for service policy
v Custamer has received at least one individualized/intensive service
v Customer unable to obtain or retain employment that leads to self-sufficiency

[zee labor market for current skills section)

v Azsessment determined need for training services
Description: [Insert assessment here

v Customer has skills and gualifications to successfully participate in training
Description: [Insert ability to participate in traiing here

v Labor market data supports training choice [see Assessment sub-tab)

v Customer iz financially able to complete training [see Notes]

Other forms of funding considered and applied
Fund Type [ escription Applied Add

ak | Cancel |

Fun Match | Eligibility Criteria

Trade Eligibility | Match Criteria

2. Some items checked will bring up a text box.

The reason why you checked the text box must be written in this
box.

Managers and monitors will review this information.
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Click the Add button for Other forms of funding considered and
applied.

You must complete the two required fields I 4 |:

Fund Type and Description.

The default for the Applied field is “No”.

Make sure you change the answer to “Yes”, when appropriate.
Add as many types of other funding as considered.

ral Job Seeker Membership (Job, Anita)

S8N: XXX XX 5436 ID: 12763211

Basic | Ful | E ducation | ‘wiork, History | Events | Blertz  Career Plandvouth 155 | Servicesl Special Programs | Survey
Goal: | Azsessment  Training Justification | ID pER
Checked  [tem
v Met program eligibility |C0mp|ied with all requirements for 'WI0A Title | # program fallowing intake interview. All documents presented.
v Customer eligible per local priority for service policy
v Custamer has received at least one individualized/intensive service
v Customer unable to obtain or retain employment that leads to self-sufficiency

[zee labor market for current skills section)

It Aszsessment determined need for training services
Description: |Insert azzezsment here

v Customer has skills and gualifications to successfully participate in training
Diescription: ||nsert ability to participate in traiing here

=2 Labor market data supports training choice [see Aszezsment sub-tab)

It Customer is financially able to complete training [see Notes]

Other forms of funding idered and applied
Fund Type [ escription Add

Dther Delete |
Pell Grant

Rehabilitation Act

State Funds Eligibility Match Criteria Run Match Eligibility Criteria | Ok I Cancel |
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Caseload Management
Manage Your Cases through MOSES

Overview

MOSES provides a way for you to look at all your assigned cases.

Access this through the Main Menu bar, Job Seeker, Caseload
Management.

In addition, you can add ticklers to help you organize your cases, and view
all cases where you have been assigned as a back-up worker.

View Your Assigned Cases

While you can look at each of your cases individually, the Caseload
Management option from the Job Seeker listing on the Main Menu bar
allows you to see all your cases at once.

1. On the Main Menu bar, click on Job Seeker.

2. Now click on Caseload Management.
This brings you to the place where you can manage your cases using
MOSES.

m Massachusetts One Stop Employment System - User Acceptance - 00 Staff ID: TCART Career Center: Northampton Affiliate
File | Job Seeker | Employer  Training Events Program Reports Feedback Administration GoTo Window Help
[ &) Job Seeker Services A B @

Docurmnents »
Correspondence 4
View Notes

Scanning

Job Bank Browse
Barcode Card

DTA Cleck File

Caseload Management
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3. You come to the Caseload Management screen, with the first tab
labeled: “Cases”.
This is where you can see all the open cases you have been assigned,
including the Applicant ID, Case Id, the Case Created Date, the last
date a Note was entered, the date for the earliest uncompleted task
and the last time a federal service was provided.

m Caseload Management EIIEI

Caze Worker ID: TCART

I Tick\ersl Backup Cases] Evants}
Case Worker

TCART >| Open: 3 Pending. 0 Suspended: 1 Cloged: 0
Cases
Applicant 1D First Mame Last Name Status Case|D Case Last Next Last Fed
Created Date Mote Date Task Date Ser Date Suspend
12763239 |Anita Job |Open oo f1lzrens | |00/00400 | e
2763191 [lvana Job [Open oo [toso5418 [1o/mzAs | [1os05418
Go ToJob Secker

Backup Anmangement

Start Date End Date Designes

Add Backup

Edit Backup

Delete Backup

Ok | Cancel ‘

4. After viewing the listings, three buttons give you options in the Cases
portion of this tab: Suspend, Filter Cases, or Go To Job Seeker.

5. Click the Filter Cases button.

m Caseload Management |i”£”£|

Cases l T\cklers] Backup Cases} Events] Caze Warker ID: TCART

Case Worker

TCART | Open: 3 Pending: 0 Suspended: 1 Closed: 0

Cases
Applicant 1D First Name LastM ml Case Management Filter @ ast Fed

Caze Date Range ervice Date Suspend
[(2763238  [hrita Tob Start Date: ORI @] End Date: [00/00/0000 g L

[1z7e3191  |lvana Job Cage Statuz 0/05/18
[~ Dpen [~ Suspended [ Closed Go ToJob Seeker

Ok Cancel
Backup Arangement

Start D ate End Date Designes
3/18/2018 = Add Backup
Edit Backup
Delete Backup

Filter Cazes

il

Ok | Cancel
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6. You may choose your Cases view by changing the Start Date, the
End Date, the Case Status, or any combination of these fields.

ﬁg;:; Remember you can sort the cases listed on this tab by right clicking in the
\\\f’éa field where you want to sort, and choosing Ascending or Descending.
===

7. You can Suspend the highlighted case.

(=& =]

Case Worker ID: TCART

-
rh-‘l Caseload Management

Cases lTickIers] Backup Eases] Events]

Case Worker
TCART >| Open: 3 Pending: 0 Suspended: 1 Clogsed: 0
Cases
Applicant 1D First Mame Last Mame Status Case D Case Last Mext Last Fed
b D T n Coiee gte
[T FEETE| Open Goals = | R

[12763239  |anita Job Fiter Cases
127e191 I Job p— 0/05/18
| Few ° I-’ b This case has open goals.

W' Cases cannot be closed with open goals. Go ToJob Secker

Do you want to continue?

Backup Arrangement

Start Date End Date Designee

Add Backup

Edit Backup

i

Delete Backup

oK Cancel

Note: the pop up.

\\\f . “This case has open goals.
V= Cases cannot be closed with open goals.

Do you want to continue? “

Open Goals

"‘-.I This case has cpen goals,
@' Cases cannot be closed with open goals,
Do you want to continue?

es Mo
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The Pop Up refers to if you are trying to Close the Career Plan.

Closed career plans cannot have Goals with a Goal Status of Pending.

The goal must have Attained, Canceled, or Did Not Attain as the Goal
Status to be closed.

A Goal Status of Pending means that you are working on this goal.

8. Remember to document why they are being suspended in the Staff

Goal Status

Pending

Attained
Cancelled
Did Mat Attain

Comments box.

-
m Caseload Management

Cases l Ticklersl Backup Eases] Events}

===
Case Worker ID: TCART

Case Worker
TCART *| Open 3 Pending: 0 Suspended: 1 Clozed: 0
:aTes D m Reopen/Suspend Case @
(A Reopen/Suspend Case
12763311 Job Seeker
12763239 | MName: [t ary [Christmas Applicant [0 12763311 - —
ilter Cases
12763191 ¥ Staff Comments: N
Go ToJob Seeker
Backup Ar.
Start D ate
(] 8 | Cancel
Edit Backup
Delete Backup
1] Cancel
MOSES Career Planning Training Guide May 2020

44




9. Once you choose Suspend for a case, that button label becomes
Reopen until the case is totally closed. Once the case plan is closed,
the button does not appear at all.

ral Caseload Management EI@
Cazes l Ticklersl Backup Easesl Eventsl Casze Warker ID: TCART
Case Worker
[TCART ~| Open: 3 Pending: 0 Suzpended: 1 Cloged: 0O

Cases

Applicant D First Name Last Mame Last MNext

e N Task Date

Status

bnta fob s

Last Fed

Case|D Case
Ci

Filter Cases

Go ToJob Seeker

il

B ackup Arrangement

Start Date End Date Designes

i

Ok | Cancel |

10.The last button in this portion of the Cases tab, Go To Job Seeker,
allows you to open the Job Seeker record.

_,?g:,j'z If the record is already open, you will get a pop-up box stating that the record
\\\6;0 is already opened. If this is the case, use the Windows option from the
== Main Menu bar.
MOSES lists the name associated with open records.
Just highlight the name you want, and that record will become the top-most
file.

N Remember that all goals and tasks must be closed before your manager
\\\ . can close the case.
N== ONLY Managers can close career planning cases.
All goals and Tasks need to be resolved.
If the record is Suspended and you need to make changes to it, you must
Reopen the case, make the recommended changes.

Then Suspend it again so the career center manager or supervisor can close
it.
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11.You can change the view of the active case workers in your office.
The default lists your cases, but you can change that list to other case

workers in your office.
Highlight the case worker you want to see their overall numbers and

the individual cases assigned to them.

m Caseload Management
CazeWarker |D: TCART

Cazes l Ticklers l Backup Cases l Eventsl

Case Worker

TCART | Open: 3 Pending: 0 Sugpended: 1 Cloged: 0
BOTTL -
C{ CBURK
A CMILLS t Mame Status CazelD Case Last Next
CPORT D ate Maote
DBROW Suspended 1241818 | 12418418
DDEBR ]
i Filter Cases
Go ToJob Seeker

Backup Arrangement
Start Date End Date Designee

[E= e =)

[]8 | Cancel

12.This view gives you an idea of each case worker’s caseload.
This can help you choose back-up case worker(s) for your caseload if

you need a backup.
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Assign Backups

Assign Backup Caseworkers to Your Caseload

It can be important to assign back-up caseworkers to your caseload.
You are the primary caseworker in all cases assigned to you.
Other people may need to work with your case and record the services and activities

they provide.

Highlight the case where you want to assign Backup caseworker(s).
You may assign more than one back-up caseworker to each case.

ral Caseload Management EI@

Cases l Ticklersl Backup Easesl Eventsl Case warker ID: TCART

Case Worker
[TCaRT ~| Open: 3 Pending: 0 Suzpended: 1 Cloged: 0O
Cases
Applicant D First Name Last Mame Statuz Caze D Case Last Mext Last Fed
Created Date Mote Date Tazk Date Service Date Suzpend

12/1018 | 217418

Christmas |Open |om

h2/1718
818

Filter Cages

Go ToJob Seeker

B ackup Arrangement
Start Date End Date Designes

Add Backup

ak | Cancel

*:;,jf; Depress and hold down the Shift key to highlight cases next to each other.
\ . Depress and hold down on the Control key to highlight cases that are not
== next to each other (non-contiguous).

Make sure the case worker you want to assign as backup is not assigned in
any of the cases you choose. If they are, none of the assignments will work.
Select the cases with care.
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2. Now click the Add Backup button in the lower portion of the Cases tab.

Add Backup

3. You must assign a Start Date, End Date, and Backup Staff ID.
While not required, you should enter the reason why you are assigning this person in

the Comments section.

The date and time the case was originally assigned to you appears in the top right

corner.

m Backup Arrangement

Backup Arrangement

F End Date: 00/00/0000 |

P Backup Staff d: |
MBARE -

F Start D ate: 10000000 Q Assigned Date: 1241842018 1319

Comments: NTRAL
RSAMT
RYITE
SBURE
SJACK,
SHICH
TARIO
TERIT

THURD ok,

m

Cancel

TJEMK

TAALS -

== right away.

R You cannot back-date the Start Date to prior to today’s date.
\\f This fact points out why it is so important to assign back-up caseworkers

*::,jf; Give your backup case workers enough time to provide the services and to

do not assume all other staff will do the same.

assigned to you in career planning.
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*’:,jf; There is no time constraints on assigning a backup.
A backup could be assigned for multiple years. Itis just a number.

enter the information about those services and meetings. Even if you
V= maintain the excellent habit of data entering information the day it happens,

*’,’2’2 The Assigned Date field shows you when the person was originally
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You are the Backup

View Cases Where You Are the Backup Caseworker

You need to see those cases where other case workers have named you as the backup
case worker for their cases.

1. Click the Backup Cases tab. This shows the list of backup cases for the Case
Worker shown in the upper right corner of the screen.

2. Review the list.
You will see who is the primary caseworker for the highlighted case in the Main Case
Worker box at the bottom.
This can give you a running number of how many cases are on your list.
In addition, you can view the dates where you have active rights to enter information
and view the entire case plan. (The Start Date and End Date columns.)

ral Caseload Management EI@
Cases|ITi Caze Worker ID: TCART
Backup Cases
Applicant ID Last Marme First Manie CazelD Statuz Start D ate End Date
12763315 Christmas 2742018 | 12431./2018
12763312 Turrer Paige ant Open 1241842018 1243172018
Go Todob Seeker
Refrash Cases
Main Case Worker
Aszzigned Ta Aszzigned By Aszzigned Date Caze Status
KPaLM KPALM 12472018 Open
ak | Cancel |

3. Click on the Go To Job Seeker button to view the job seeker record in MOSES.

4. Click on the Refresh Cases button to change the list to match the Case Worker ID
shown on the top right corner.
This Case Worker ID is the one selected on the Cases tab.
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Ticklers

View Ticklers for Your Assigned Caseload

Ticklers is a way for you to see which of the Customers assigned to you are supposed
to be working on their goals.

The Ticklers tab has the look and feel of the Events module.

Not only are all the Goals and Tasks assigned to your cases brought up here, but you
can also create your own ticklers.

This can help you monitor the activity of the Customer under your care, as well as
remind you of the follow-up you may need to make.

Click the Ticklers tab.

Y Caseload Management EI@
Cazes Ticklers | Backup Easesl Eventsl Caze Worker ID: TCART

Staff Ticklers Dates
Completed Start Date:

NREEDER |
End Date:

01/415/2013 g

Filter Criteria

oals,
Applicani I First Mame  Last Mame Dezcription Due Date  Priority  Caze |0 Total Goals

Add Tickler
Note: - Taken from the Goals and/or Tasks in the Job Seeker - Case Plan Tab

Use the Start Date and End Date fields to bring up your relevant ticklers. The
default for both dates is foday’s date.
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Another way to search is with the Filter Criteria button.

This allows you to do a detailed search by Date Range, Type of Tickler, Status,
Career Center, Applicant’s Last Name, and/or Applicants First Name.

m Caseload Management

Cages Ticklers l Backup Cases] Events]

Case Worker ID: TCART
Staff Ticklers

D ates
= ted Start D ate:
) ) Massachusetts One Stop Employment System [m3m] b 01/18/2013
Applican | Goals
- . End D ate:
Tickler Criteria
Date Range Type of Tickler Status 01/15/2013 g
Start Date: " Goals Only
1752013 ¢ ™ Tasks Only " Unresolved/Pending
J " Manually-Entered " Resolved/Completed iAiten G
End Date: " Goals and Tasks > Al
NEEZGER & Al
Filker by name
Career Center: | JEd |
Applicant's Last Mame: |
Applicant's First Mame: |
(] 8 | Cancel |

Nate: -+ Taken from the Goals and/or Tazks in the Job Seeker - Caze Plan Tab

_ |
Add Tickler
[ s |

Click the Add Tickler button to add your own tickler. The Tickler Details
window opens up allowing you to enter a Tickler.
Fill out the required fields.
Click Ok to save.

m Caseload Management

SE=]
Cazee Ticklers l Backup Cases} Evants]

Case Worker [D: TCART
Stalf Ticklers

Diates
Lot Start Date:
- m Tickler Details @I 01/15/2019 g
EEY Tickler Details .
» Applicant 10: | Case Mao: 171572019 Q
Job Seeker Mame: [ [

» Due Date: 00/00/0000 & Filter Criteria

¥ Priarity: hd

¥ Dezcription

Edit Tickler
Job Seeker Search | oK | Cancel ‘
Add Tickler
Go ToJob Seeker Delete Tickler

ok | Cancel ‘

Hate: ---» Taken from the Goals and/or Tasks inthe Job Seeker - Case Plan Tab
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m Caseload Management EI@

Cazes Ticklers l Backup Eases] Eventsl Caseworker ID: TCART
Staff Ticklers Dates
Completed & || Start Date:
Applicant I First Mame  Last Mame Description Due Date  Prioity  Casze D TGDT:IIgoaIS /20 g
[12763191  [iwana Hab [Hameless, He needs a place live[10/19/2018 [High — [om 12 @ End Date:
[2761191  |lvana Mob |To attend the Interviewing worksH10/26/2018 [Medium 001 1/3 @R 05/31/2013 g
[276391  |lvana Hob [Renew the drivers license [10/31/2018 Medium (001 1/3 @’
[2763191  [vana Hab Fw/ork Readiness [11/30/2018 [Medium [001 173 | Az Gt
[12763317  |Mary |Christrnas |Ta attend the resume workshop  [12/24/2018 [Medium (001 1/3  @d
[2761191  |lvana Mob [Emplayment [12/31/2018 | (] 143 g
[12763317  |Mary |Christrnas |Ta attend the interviewing warksk[12/31/2018 Medium 001 /3 @@ |=
(12763317 |Mary |Christrnas |Renew Drivers license [12/31/2018 [Medium 001 143 g
(12763317 |Many |Christrnas [Buy interview avtfit [12/31/2018 Medium 001 1/3 @’
[2761191  |lvana Mob |Call and see how job is gaing |01/05/2019 [High ()] 143
[12763317  |Mary |Christrnas |Ta attend the dress for sucess we|01/07/2019 Medium (001 1/3  @d
(12763317 |Mary |Christrnas |Call and see how job is gaing |01/17/2019 [High ()] 143
[12763317  |Mary |Christrnas fwiork Readiness [03417/2019 Medium 001 13 @ i
Add Tickler
Note: -3 Taken from the Goal: and/or Tasks in the Job Seeker - Caze Plan Tab Go ToJob Secker

[]8 | Cancel |

\ screen from the Job Seeker Case Plan tab, Goals sub-tab. Anything
marked with a double asterisk is a task brought up to the Ticklers screen
from the Job Seeker Career Plan tab, Goals sub-tab.

\N*Ef;: Anything marked with a single asterisk is a goal brought up to the Ticklers
\‘\\’% )

*:Zf; You can only add Ticklers for customers that you are providing Career
\\ . Planning for.
V== The Job Seekers that are on your Case tab.

You cannot do Ticklers for non-Career Planning customers.
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If you don’t know the Applicant id number of the Job Seeker for whom you want

to enter the Tickler item, click the Go Job Seeker Search button.
This opens up a Job Seeker Search window.

m Job Seeker Search @

Type of Search

Search By Search for an existing Job Seeker by selecting a search method, entering the
zearch criteria, and then clicking the Search button.
(+ Last Name

Search Criteria: |
™ Job Seeker ID

Search Results

SSMH First Name Last Mame Job Seeker D Address Caze D Aszsigned To

| Cloze

}g,;'; This Job Seeker Search screen differs a bit from the regular Job Seeker
\\ - Search screen that appears when you click the Job Seeker icon or click the
== Job Seeker option from the Main Menu bar and select Job Seeker
Services.

The two main exceptions include:

The first is there is no Advanced Search button.

This is because you may only select one Customer at a time, and
because you should know your caseload by last name.

*::,3? Remember that if you use the last name for your case search, you will only
. be allowed to select the Customer where you are the primary or backup
V= caseworker.
MOSES brings up all job seekers that match the letters you type, but will give
you a warning pop-up box if you chose a Customer_not assigned to you.

After you have completed your search, highlight the Customer you want and click

the Select button.
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This brings you back to the Ticklers Detail screen.
Remember that all the fields here are required .

MOSES completes those fields based on your use of the Applicant Id or the Job
Seeker Search screen.

r Tickler Details ==
Tickler Detailz
» Applicant 1D [12732447 Case Mo: |00
Job Seeker Mame; st Uab
* Due Date: 034729 &
¥ Friarity: High -
¥ Dezcription: Provide follow up. Call and see how job is going.
Job Seeker Search ] Cancel
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8. To view this tickler, you need to use the Start Date and End Date fields or the
Filter Criteria button.

[F=N EoR =)

Case Worker [D: TCART

ra| Caseload Management

Cazes Ticklers lBackup Eases] Events]

Staff Ticklers Dates
Complsted Start D ate:
Goals! m/23/2m3 ¢
Applicant D First Mame  Last Mame Description Due Date  Priority  Case [D Total Goals J
i om | o2 | End Date:

0E/23/2019 Q

Filter Criteria

Edit Tickler

Add Tickler

lii

Hate: -3 Taken from the Goals and/or Tasks in the Job Seeker - Case Plan Tab Delete Tickler

Go ToJob Seeker

Ok | Cancel |
9. You can also Edit or Delete manually-entered Ticklers, as you choose.

This only works for Ticklers you create from the Ticklers tab, not those Goals and
Tasks brought forward from the Case Plan tab, Goals sub tab.

= e =

Case Worker ID: TCART

m Caseload Management

Cases Ticklers BackupCasElevents}

Staff Ticklers Dates

Campleted . || Start Drate:
Applicant 1D First Mame  Last Mame Dezcription Due Date  Prioity  Cage D TGDEI':IIgUa\s /2018 g
[27E3191 [vana [lob [Homeless. He needs a place ve[T0/18/2018 [High |0 ] End Date:
12763191 Ivana Dok [Ta attend the Interviewing workst[10/26/2018 [Medium [001 13 EE pe/31/2018 | |
[1z763151 [lvana fab [Renew the divers icenss [10/3172018 [Medum_[0m 73
[Z7e31s  Jvana  Jlob Fofork Fieadines [1173072018 Medum |01 P e @it
2763311 |Many [Christmas [Ta attend the resume workshop [12/24/2018 [Medium [007 /3 EE
12763191 [Ivana Hohb [Emplogment fizzzzme| Jom /3 W
[rzreazn Maw [Christmas [To attend the interviewing workst 1273172018 Medium_ [001 - RE
1276331 [Mary [Chiistmas [Fienew Drivers license [12/3172018 |Medum _ [001 73 @
127331 [May [Chistras [Buy interviews outit [12/3172018 [Medium_ [0 /3 W
fizzeazn Man [Christmas [To sttend the dress for sucess we|01/07/2019 Medium [007 /3 EE
[izreazn [Many [Christmas [Calland see how job is going 0171772019 [High |07 143 Exit Tickler
[1z7E331 " May [Christmas ok Readiness [03/17/2019 [Medium [om 73 B

Add Tickler
Hate: --» Taken from the Goals and/or Tasks in the Job Seeker - Case Plan Tab B Tadih Sesher | Delete Tickler |
(1] | Cancel ‘

10. You can also click the Go To Job Seeker button, if you need to review or make

changes to the record.
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Events

View Current and Past Events for Your Assigned Caseload

Events is a way for you to see which of the Customers assigned to you are or were

enrolled in Events at your or other career centers.

This can help you monitor the activity of the Customers under your care, as well as

remind you of follow-up calls you may need to make.

Click the Events tab.

This view, Events, shows you all the events where customers on your caseload are

enrolled, have registered or have attended a workshop or scheduled event.

This tab may also show you events that already occurred, but did not have the

attendance information completed.

Use the Start Date and End Date fields or Filter Criteria to search for future, current or

past events.

Dates

[Christmas

m Caseload Management EI@

Eases] Ticklers] Backup Cases  Events l Case Worker [D: TCART

Applicant's Last Mame  Attende Start D ate:

12/18/2018 Q
End Date:

03/18/2019 ﬂ

Filter Criteria

o |

Cancel
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r?,‘| Caseload Management

[F=N BoR =)
Easesl Ticklersl Backup Cases Events |

Case Worker ID: TCART
Dates
Event Date Time Applicant's First M ame Applicant's Lagt Mame  Attended Applicant_|D Facilitator Start Diate:
/0319 m@!l@ggg& i@ﬁgg! 1 A1 EMaLL |D2£D1 208 ¢
10430418 |03:00 &M JAnita ob 12763233 |RWITE J
03/25/18 |03:00 &M lAnita ob 12763211 |RVITE End Date:
12/26/18 |01:00 PM |Mary Christraz

12763311 JCMILLS

(ZETFIERN

Filter Criteria |

L

0k I Cancel

,ﬁfc: This tab gives you a lot of information about the event and the Customers.
\\,f// -

Use the horizontal slide bar to show you the name of the main facilitator for
the event.
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Documents in Word

View Case Plan in Word

There is a way to view the entire career plan in Microsoft Word.
You must bring up a Job Seekers screen to do this.

This brings up a document that includes information recorded in MOSES, as well as

places to add other information in Word.

1. Carry out a Job Seeker search, either by clicking the Job Seeker icon C

or by clicking Main Menu, Job Seeker, Job Seeker Services.

2. Highlight the Job Seeker whose career plan you want to view in Word.

3. You can open that Customer’s record, if you want or just highlight the job
seekers record on the Job Seeker Search window.

4. Click on the Main Menu bar, Job Seeker, Documents, Job Seeker

Career Plan.

File | Job Seeker | Employer  Training Events Program Reports Feedback Administration Go To  Window Help

m Massachusetts One Stop Employment System - User Acceptance - 00 Staff ID: TCART Career Center: Morthampton Affiliate Career Center Securit]

Return to Work

DTA Clock File

Se

Caseload Management
551 Date of Bith  Job Seeker D Address Claimant 10

Row 1 of 1
Rur Match | Trade | Edit | Add | Delete |

Eligibility | Eligibility Criteria|  Match Criteria

C Job Seeker Services Pl.i @
p——
mJ Documents 3 Job Seeker Resume EI@
Ty Correspondence 3 Job Seeker Details
g View Motes Job Seeker Training Details click the Add button. Search for an existing Job
. h method, entering the search criteria, and then
Scanning Job Seeker Career Plan

Job Bank Browse Share Information Form o
Barcode Card UI Potential Issue Advanced Search,..

s Ba36]anta  [Usb  Jor/o1s93 [127832 17 CoolwhinCicle. Orange | BN E®  PE

Cloze |
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5. This brings up the Select Services screen.

Select Services

Select the Case Humber for Case Plan

Caze Murmber: | 007 hd

Printing of Confidential Notes

[ Print Canfidential Maotes

Select the services yvou would like to display

BTN

Sections Included
[ Assesszment
| Goals and Plan of Action
I~ Section Il - Strengths and Assets
[~ Section IV - Bamers Training justification
[ Section ¥ - Services Provided
[ Section VI - Notes

[~ Section ¥l - Signatures

0K | Cancel

If no case plan number appears in the drop-down list, this customer has not

*g,;';: To view the career plan, one has to have already been created.
\\v’
\.\\‘;&/ °

been enrolled in Career Planning or assigned to a primary caseworker.

6. Check off the box next to any Sections you want to include in the Career

Plan document.

Select Services

Select the Cage Mumber for Case Plan
Caze Mumber: |001 hd

Printing of Confidential Hotes

[~ Print Confidential Motes

Select the services you would like to display

T T Y

Sections Included
[~ Assessment
Goals and Plan of Action

Section Il - Strengths and Assets

Section ¥ - Services Provided

Section ¥l - Hotes

[ R (R I B B

Section ¥l - Signatures

ok | Cancel

Section I¥ - Barriers Training justification
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7. Select whether or not you want to include Confidential Notes.
The default choice is “No” (blank). Just check the box if you want to
include them.

Select Services

Select the Case Number for Case Plan Sections Included

Caze Murmber, | 007 hd
[ Aszzessment

[ Goals and Plan of Action
Printing of Confidential Notes

[~ Section Il - Strengths and Assets
I Print Confidential Motes

[~ Section IV - Barriers Training justification
Select the zervices you would like to display
[~ Sechion ¥ - Services Provided

~
& [~ Section VI - Notes
=
£ [~ Section VIl - Signatures
-
QK | Cancel
8. If you check off Section V - Services Provided then select the date range

you want for the services appearing in the career plan document.

You have five choices: All services, those services delivered to the
Customer in the last four months (120 days), the last six months (180
days), the last year (365 days), or no services (None) at all.

9. Click on the OK button to bring up the career plan in Word.
This may take a few minutes.
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10.

The Plan for Success (the Career Plan document) includes the seven sections:

Assessment, Goals and Plan of Action, Strengths and Assets, Barriers and

Training Justification, Services Provided, Notes, and Signatures.
The last page is shown here.
Remember to enter a Note if you and your customer sign the document.

hii

T
= SECTION-VII—SIGNATURE S
1

|-hauie- assisted-in-completing-this-case-plan,-and-l-agree with-the goals- and-actions-listed-in-it.-l-am- aware: of my- responsibilit-to- confinue -to-se ek
unsubsidized-employment--l-agree-to-the-plan and-to-the-level-of cooperation-and-paricipation-neede d-farmeto-compl ete-this plan. il meet:
with-my- cazewomer-on-a-peiodichazis-to-dizcuss-my- progress-in-me eting -my-goals. - lunderstandthat-my cazemodoe r-may-nee ddo-meetnith-
atherstaff-aragendes on-mybehalfto-help-me-reach-my-goals.f

1
1
Signature=q

CUS{DITIET: ................................................................................................ Da-te ﬂ'
L SEQUUOIRREE o eremr s omeers oo eenmes e e Date b
1
1
}g,;'; MOSES documents seen in Word use Table formats.
\\ . MOSES brings forth every section and sub-section, whether or not the
\‘_\,—;‘4/ information exists in MOSES.
To delete a table with no entries, simply click in the table, then go to the
Table option on the Main Menu bar in Word, then choose Select Table.
This highlights the whole table.
To delete the empty table, go to the Table option on the Main Menu bar in
Word, then choose Delete Rows. This will reduce the length of the
document.
,?:;,j';_' If you want to save this case plan, you need to use File, Save As, and then
\\ . give ita name you will remember.
\&:% Some helpful tips for the file name include the customer’s name and today’s
date and that it is a career plan.
In the example shown above, the file should be saved as “Anita Job January
2019 Career Plan”.
Try not to use punctuation marks in the title.
*:;:'2 Remember that none of the formatting symbols will show up in the printed
\\ . documents.
=
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_,?g;,jz Remember that none of the changes you make in Word will get transferred
back to MOSES unless you use copy and paste it back into MOSES.

b
\;&;?/ This may be a good way to run a spell and grammar check on your entries.

MASSACHUSETTS-ONE-STOP-EMPLOYMENT-SY STEMY
PLAN-FOR-SUCCESSY
1

Customer-Name:--Anita-Job
-Job-Seeker|D:--12763211= Case-Plan-Number:-12763211001(001}=
rker-Name:--Thomas -Cartier

M

Case

SECTION-lIl-—-STRENGTHS-AND-ASSETS

Top-three-strengths-to-support-goals:Y
1

1a =

@ @
2u -
@ a
X1
@ @

1

= Top-three-personal-assets-to-support-goalsY
1

1a =
o @
2= -
o o
X1
@ @

1
1
= Family-and-Community-Assets-to-support-goalsy
1

B RBERAA

B RBERBAA

1z = "
P .
3a o .
1
T

9@; Any information on Section Ill = Strengths and Assets, need to be

3 manually entered into the Word document.

\;f/ : This does not get transferred back into MOSES.
This section is not in MOSES.
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Other Ways to View Notes in Word

We explored how to enter Notes in the Notes section.

It required that you click on the Expand All Notes button in the Notes screen for the
Customer.

You can also view these Notes in Word from the Job Seeker option on the Main Menu
bar.

1. Carry out a Job Seeker search, either by clicking the Job Seeker icon or by
clicking Main Menu, Job Seeker, Job Seeker Services.

2. Highlight the Job Seeker whose notes you want to view.

3. Now click the Main Menu bar, Job Seeker, View Notes.

ral Massachusetts One Stop Employment Systemn - User Acceptance - 00 Staff ID: TCART Career Center: Northampton Affiliate Career Center  Secur
File | Job Seeker | Employer  Training Events Program Reports Feedback Administration GoTo Window Help

[ & Job Seeker Services i} @
£ Bl
Q] Documens > SR
Ty Correspondence 3
q Wiew Motes Toenter a new Job Seeker click the Add button. Search for an existing Job
o Seeker by selecting a search method, entering the search criteria, and then

clicking the Search button,

Job Bank Browse Search Ciiteria: {12763211 Search
i Advanced Search...

DTA Clock File

Se

Caseload Management
S5l Date of Bith  Job Seeker ID Address Clairmart |D

g B436 anita  fusk  [or/mis93 17 CoolwhinCircle, Drarae | B E©® PE

Row 1 of 1
Eligibility Eligibility Criteria| Match Criteria Fiun katch Trade | Edit | Add | Delete | Cloze
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4. You now have a list of all the non-confidential notes entered for that Job Seeker

in MOSES, in the Notes area.

m Massachusetts One Stop Employment System

T/ Created Created Caze Ma
Date By

Mates Description

I [ 12/18/2M8 TCART
z [T 09417/28 TCART

4

[~ Wiew Confidential Notes
[~ Select All Hotes

add a note:

The purpoze of Motes iz to supplement information entered into MOSES and the
Career Plan in MOSES.

MOSES entriez should reflect the overall goal of helping the Cuztomer o
become employed and self-sufficient.

MOSES shaould reflect the provizion of direct assistance far Training, and job
zearch aszistance leading to re-employment. The Motes need to reflect the
provision of these services to enable a succinct picture of the delivery of these
zervices.

Motes should not include hearsay. o information not received diectly from the
cuztomer; unlezs wou are recording what you accept to be factual infarmation
from a vendor, and are guoting the source of the information,

Do nat include your opinion about customer actions or behavior.
Onily ztate what pou abzerve.

Motes should be brief but not so brief that the reader iz unable o fully
comprehend the details pou are ting ta impart. Do not include unnecessan
debailz.

Mates should tell the entire stanp.

if follow-up is not documented in Motes then it gives the appearance that staff
may hot have follawed up with the customer.

YWhenever possible, Motes should answer the WHO, WHAT, WHEN ,WHERE,

WHY, and HOW guestions.

nr 3

Wiew Selected Mates in'ward ‘ Claze

m

=

5. Click the View Confidential Notes check box to view all notes, whether or not

they are confidential.

You must have clearance to view confidential notes of others to see confidential

notes other staff entered.

,?::,3'2_' Remember that people that have that security clearance can view
\ . confidential notes in MOSES.
V= These people are concerned staff, just like you, and will treat this information

in a professional manner.

Keep this in mind when writing your notes.
Keep your notes pointed, clear of opinion, and understandable.
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8.

3

]
4
g}

=

|

3

2
4
[}

&

Click the Y/N box to select the notes you want to view in Word.
If there are a large number of notes, click the Select All Notes at the bottom and

then deselect the notes that you do not want by checking off the boxes of those

notes you do not wish to see. This deselects them.

Click the View Selected Notes in Word button to see the Notes in Word.

m Massachusetts One Stop Employment Systemn

(el

v/M Created Created Casze Mo
Date By

Motes Description

z W 09/17/2M8 TCART

4

[~ View Confidential Motes
[ Select All Notes

The purpoze of Motes iz to supplement information entered into MOSES and the
Career Plan in MOSES.

MOSES entriez should reflect the averall goal of helping the Custamer to
become employed and self-sufficient.

MOSES shaould reflect the provizion of direct assistance far Training, and job
zearch aszistance leading to re-employment. The Motes need to reflect the
provision of these services to enable a succinct picture of the delivery of these
zervices.

Motes should not include hearsay. o information not received diectly from the
custorner; unless you are recording what you accept to be factual information
frarn a vendor, and are quoting the source of the information.

Do not include your opinion about customer actions or behawior.
Onily ztate what pou abzerve.

Motes should be brief but not so brief that the reader iz unable o fully
comprehend the details pou are ting ta impart. Do not include unnecessan
debailz.

Maotes should tell the entire stany.

if follove-up iz ot documented in Motes then it gives the appearance that staff
may not have followed wp with the customer.

YWhenever possible, Motes should answer the WHO, WHAT, WHEN ,WHERE,
WHY, and HOW gquestions.

LI Thm Mlabes cbmidd cd e cidembemie Mo b ek vvime vnible Hems mvbmireme e -
L L3

WView Selected Motes in'Word Cloze

-~

m

-

You may then edit and print out the Notes as a Word document.

The =% Key symbol means that this is a Confidential Note.

Note does not show.

In the above example, the viewer does not have security clearance, so the

If you do have security clearance the Note will show.

Note if you edit your notes in the Word document, they will not be edited in
the Job Seekers MOSES record. To edit the Notes in the MOSES record,

you would need to go into each Note you want to edit and manually edit each

one separately. Using copy and paste may make this faster.
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ﬁ'j’,‘;: Below are screen shots of Notes with Confidential notes, but the staff person

viewing them does not have security clearance to view Confidential Notes

N\ @A,
\fg// ) from other staff members.

"a| lob Seeker Motes *
—Job Seeker Notes

Created Date User ID Confidential Motes
] Yes Confidential

Ivana wierk waz recently laid off and iz zeeking a pogition az a web developer

Expand Al Nnte3| Edit Add [elete (] Cancel

Expand &ll Hotes

‘2{ Massachusetts One Stop Employment System bt
‘ Applicant Notes for: Werk |vana SEN: e=ada-0013 Az of: 4/13/2020

Created Date Uszer ID Notes

|n4/13/2020 [MRMOSES |Confidential

|03£28£2D2D |MDSES1 02 |Ivana Ww'erk was recently laid off and iz zeeking a position as a web developer

Yiew Motes in Word

ok |
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MASSACHUSETTS WORKFORCE DEVELOPMENT SYSTEM

MassWorkforce Issuance

CCe

From:

Date:

Subject:

100 DCS 08.112 B Policy 0O Information
To: Chief Elected Officials

Workforce Development Board Chairs
Workforce Development Board Directors
Title I Administrators

Career Center Directors

Title I Fizcal Officers

DCS Operations Managers

WIOA State Partners

Alice Sweeney. Director
Department of Career Services

February 23, 2018

Career Planning for Workforce Innovation and Opportunity Act (WIOA)
Job Seeker Customers

Purpose:

Background:

The WIOA Career Planning for Job Seeker Customers policy is the replacement
for the WLA Case Management policy (Issuance #04-34). The activity that was
formerly referred to under WIA as Case Management is now called Career
Planning vnder WIOA. The components of Career Planning are commensurate
with the former fundamentals and principles of Case Management. This policy is
to provide guidance and clarification to One-5top Career Center (O5CC)
managers and staff related to the uniform and consistent interpretation and
application of the elements that constitute WIOA career planning for job seeker
customers under a formal Individual Fmplovment Plan (IEP) (formerly referenced
as Case Management under WIA) and to ensure the integrity of reporting career
planning activities and services through the Massachusetts One-Stop Employment
System (MOSES).

WIOA requires that One-5Stop Career Centers provide services to individual
customers based on individual needs, including the seamless delivery of multiple
partner services to individual customers.

WIOA defines “Career Services” in three tvpes: basic career services,
individualized career services, and follow-up services.

An equal opportunity employer program. Anxliary aids amd services are available upon request to individuals with disabilities.

TDIVTTY 1-800-439-2370 - Voice 1-800-439-0183
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Policy:

Career Planning is the method of providing job seeker customers with a formal,
structured plan of action designed specifically to identify an appropriate
emplovment goal and to develop a schedule of activities and services that will
empower the customer to overcome or mitigate barriers to attaining their goal(s).

Career Planning is considered to be an Individual Career Service. The term
“career planning” means the implementation of a person-centered approach in the
delivery of services. Case management {career planning service) is indeed a two-
way contact — communication — via person-to-person. email back and forth on the
same date or day, or a two-way telephone conversation of substance that results in
a more direct, personalized, and real customer service that is value driven. The
Career Planning delivery model is designed to prepare and coordinate
comprehensive employment plans for participants to ensure access to appropriate
workforce investment activities and supportive services, using, where feasible,
computer based technologies and to provide the appropriate job, education, and
career counseling during program participation and after job placement.

To ensure the accurate and consistent interprefation. data entry. and reporting of
service elements provided fo job seeker customers within the context of Career
Planning. it is important that career center management and staff know which
customer groups have been designated as eligible for Career Planning. They also
need to be knowledgeable of specific Career Planning fimetions and the service
elements and actions that fall within those fonctions, and to know the correct
method for recording those service elements and actions in MOSES.

Formal Career Planning will be the standard service delivery model for job seeker
customers.

Each customer receiving career planning services will also have a formal
Individual Employment Plan (TEF).

It is hughly recommended that all customers with significant barriers to
employment who require mdividual services receive career planning services.

An Individual Employvment Plan (TEP) 15 an individualized career service
consisting of connected activities, jointly developed by the participant and career
cenfer staff. The plan ncludes an ongoing strategy to identify employment goals,
achievement objectives, and an appropriate combination of services for the job-
seeking customer fo attain these goals and objectives. The Individual
Employment Plan (TEP) is an effective tool to serve mdividuals with barners to
emplovment and to coordinate the various services including training services
they may need to overcome these barriers.

Career Planning as defined by WIOA is a customer-centered, goal-oriented
process in which an individual staff person, or a team of career center staff, assists
a job seeker customer with the development and coordinated delivery of a
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structured program of planned, interconnected services in order to achieve a
specific employment goal. The career planning model implies a partnership
between the One-Stop Career Center staff and the customer. The parinership
involves distinct responsibilities aimed at linking the customer to appropriate
career center services and ultimately, moving the customer to suitable
employment. Systematic and timely data enfry of all career planning activities
ensures program continuity for each customer.

In order for career planning to be effective, the designated OSCC counselor mmst
be finlly responsible for monitoring the customer's progress throughout the entire
service plan schedule, not only for those elements of the plan provided directly by
the OSCC counselor, but also for services provided by other career center staff or
staff of other service organizations.

Additionally, as a standard best practice, counselors should contact the customer
within 30 days, but mmst contact them within 60 days, unless program
requirements or confractual agreements stipulate shorter durations, such as the
Veterans under the TVSG Program, to ensure fimely identification and resolution
of any issues that could either significantly impede or negate parficipation in, or
successful completion of. any planned service activity (particularly in relation to
key services such as assessment, counseling, training. job development. job
referral, etc.) or jeopardize the overall attainment of the customer's employment
goal. Regular contact with other direct service providers is also an important step
in assessing progress and assuring the customer's overall success. Contact is
defined as providing a recognized MOSES service and a detailed Note of said
service in the Job Seeker record.

Career center managers and staff must note that career planning can occur across
geographic career center service areas. Given that customer choice is a
comerstone of the service delivery model under WIOA it is conceivable, and in
some geographic areas, likely that the development of a formal Individual
Employment Plan (TEP)} will involve the provision of services through more than
one career center location. In such cases, the designated One-Stop Career Center
(OSCC) counselor must maintain the overarching responsibility of assisting the
customer with the development of an IEP with the optimal mix of services which
will help the job seeker reach his/her emplovment goal(s) regardless of the career
center location. The designated OSCC counselor must coordinate service
delivery, conduct follow-up. and ensure that all necessary data and information is
entered in MOSES in a timely manner. notwithstanding what individual. entity or
career cenfer is the actual service provider. For the benefit of the customer,
commumication among staff providing services through different Career Centers
is essential.

If 3 OSCC staff person is working with a customer who is being managed through
a different career center location, the staff person should ensure that services
being provided are consistent with the customer’s IEP and that the designated
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Acrion
Required:

Effective:
Artachment:

Inguiries:

Beferences:

QSCC counselor is informed of the customer's intent and/or actions. All services
must be data entered in MOSES on a fimely basis.

Consistent with established procedures, the OSCC staff person nmst also seek and
obtain the appropriate MOSES / database access to make anv modifications to the
customer's IEP.

In some instances, a customer may choose to change career centers locations
enfirelv. It will be the responsibility of the Career Center Director to ensure that
the designated OSCC counselor formally transfers the individual's IEP to the new
career center location and to a newly designated OSCC counselor. The transfer
should be accomplished according to established protocols and practices.

The MOSES Career Planning component will record and report services and
activities developed and uwndertaken under the auspices of an IEP and within the
context of a career planning service model.

The MOSES Career Planning module supports all career planning functions from
an individual's initial assessment and program eligibility determination through
service delivery documentation. follow-up, and case closure. The tool also
provides a "tickler" system to aid the designated counselor in mondtoring the
customer's progress in carrving out their IEP and in conducting timely follow-up
activities. MOSES Career Planning also provides a framework to effectively
record, manage, and track all aspects of each OSCC staff person's caseload.

Attachment A is a chart outlining the basic career planning functions:

Assessment, Goal Setting. Strategy/Plan Development, Service Delivery
Coordination, Follow-Up, and Case Closure. The chart provides general guidance
regarding the documentation requirements related to recording career planning
activities and information for each of the basic functions nsing the MOSES Career
Plamning Tool. The chart should be used as a desk aid.

The above elements related to the provision of career services by required career
center partners must be incorporated into career center operations by Local
Workforce Development Boards and One-5Stop Career Center Operators.
Immediately

Career Planning Reference Tool

Please email all questions to PolicyQA@MassMail State MA US. Also, indicate
issuance number and description.

WIOA Section 3(8)(A)&(B)
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Attachment A

Career Planning Reference Tool
|

BASIC CAREER SERVICES:

WIOA basic career services represent “front
end” basic services to job seekers. Basic
career services are self-senvice and/or
informational.

Services and activities include the

INDIVIDUALIZED CAREER SERVICES:

Individualized career services assist WIOA

eligible participants through the

exploration of careers, training programs,

and employment opportunities.

These services may include:

following:

profiling), and orientation to
information and other services
available through the local
waorkforce system;

* |nitial assessment of skill levels,
including literacy, numeracy, and
English language proficiency, as
well as aptitudes, abilities

service nesds;

assistance, and when
needed by an individual,
career counseling,

information on

and in-demand industry
sectors and occupations ;
and

~ Appropriate recruitment

on behalf of employers,
referrals to specialized

business services not
traditionally offered

+  Outreach, intake (including worker

{including skills gaps), and support

*  Labor exchange services, including:
# Job search and placement

including the provisions of

nontraditional employment

and other business services

including information and

* Comprehensive and specialized

assessments of the skill levels and
service needs of adults and
dislocated workers;
Development of a Career Action
Plan to identify the employment
goals, appropriate achievement
ohjectives, and appropriate
combination of services for the
participant to achieve his or her
employment goals, including the
list of, and information regarding
eligible training providers;

Group counseling;

Individual counseling;

Career planning;

Short-term prevocational services,
including development of lzarning
skills, communication services,
interviewing skills, punctuality,
personal maintenance skills, and
professional conduct services to
prepare individuals for
unsubsidized employment or
training ;

Internships and work experience
that are linked to careers ;
Workfarce preparation activities
that help an individual acquire a

FOLLOW UP SERVICES:
Follow-up services must be

provided, as appropriate,
for participants who are
placed in unsubsidized
employment for up to 12
months after the first day
of employment.

Follow-up services could
include, but are not limitad
to:
= Additional career
planning and counseling
» Contact with the
participant’s employer,
including assistance with
work-related issues that
may arise
Peer support groups
Information about
additional educational
opportunities, and
referral to supportive
services available in the
community
= Case management
administrative follow-up
* Other services

Follow-up services do not
extend the date of exit in
performance reporting.
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Attachment A

Career Planning Reference Tool

through the local

workforce system;
Determinations of whether the
individual is eligible to receive
assistance from the adult,
dislocated worker, or youth
programs;
Provision of referrals to and
coordination of activities with
other programs and services,
including programs and services
within the local workforce system
and when appropriate, other
workforce development programs
[eg. Partner Services including but
not limited to SNAP, TANF, HUD,
Mass Health Connector, etc.);
Provision of workforce and labor
market employment statistics
information, including information
relating to local, regional, and
national labor market areas:

# Jobvacancy listings in
labor market areas;

# Information on job skills
necessary to obtain the
vacant jobs listed; and

# Information relating to
local occupations in
demand and the earnings,
skill requirements, and
opportunities for
advancement for those
jobs;

Provisions of performance
information and program cost
information on eligible providers of
training services by program and
provider type;

Provision of information about how
the local area is performing on local
performance accountability
measures, as well as any additional
performance information relating
to the area’s one-stop delivery
system;

combination of basic academic
skills, critical thinking skills, digital
literacy skills, and self-management
skills, including competencies in
utilizing resources, using
information, working with others,
understanding systems, and
obtaining skills necessary for
successful transition into and
completion of postsecondary
education, training, or
employment;

Financial literacy services;
Qut-of-area job search and
relocation assistance; and

English language acquisition and
integrated education and training
Drograms.
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Attachment A

Career Planning Reference Tool
_________________________________________________________________________________________________________________________|

*  Provision of information, in usable
and understandable formats and
languages, relating to the
availability of support services or
assistance, and appropriate
referrals to those services and
assistance;

*  Provision of information and
assistance regarding filing claims
for unemployment compensation

&  Assistance in establishing eligibility
for programs of financial aid
assistance for training and
education programs not provided
under WIDA.

There is no longer a required sequence of services
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Attachment A

Career Planning Reference Tool
_____________________________________________________________________________________________________________________________|

Element

Required Documentation
Elements

Related MOSES
Elements

Additional Staff Guidance

# Highest Degree
# Career Objective

Basic Complete the Basic tab Populate or update
customer’s basic
information

Full * Inschool Populate or update the

full TAR

Ensure staff let customer
know to keep contact info
updated in both Job Quest and
Ui,

Staff should complete as much
data as they can gather
including, basic info, disclosure
of a disability, Language,
identification as long-term
unemployed, family size,
migrant status if
disclosed/identified. The
more complete the record is
the better identification of
resources that may be
available to the person.

Educational Background

Detailed summary of
education history and
attainment to include:
# [egrees and diplomas
¢ |ndustry-recognized
Licenses/Certifications
and issus and
expiration dates
# Continuing Education
courses [not
necessarily industry-
recognized)
* Specialized training or
other credentials
+ [f other or none
explain

Populate or update
education history
collected and update
Education TAB

During the course of providing
career planning services the
customer may achieve
additional education or
training. If so the Education
Tab must be revised to
document the achievement.

In addition, on the General
Services tab post an
Outcome/Enhancement.

A copy of appropriate
documentation must be
acquired for any industry
recognized credential
obtained through training.

Work History

List relevant employment and
include the following:

* Mame (do employer
search)
Occupational Code
lob Title
Start/End date
Main Duties
Salary and Benefits
Reason for Leaving
Prior Jobis)
®  MNAICS

Populate or update (edit)
the customer’s work
history on the MOSES
Work Experience tab.

If the employer is already
visible on the screen
EDIT the information to
update.

Best Practice: Include a
minimum of five years (if
available)
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Attachment A

Career Planning Reference Tool
|

Element Required Documentation Related MOSES Elements | Additional Staff Guidance
Elements
Skills and Abilities Testing tab in MOSES: Assessments/Testing: Testing of basic skills is
Testing: * Instrument strongly recommended for
Test results are placed in name and customers.
# Basic Skills customers file version
e Occupational *« Date Reading and Math scores
skillfabilities Document completed administered must be recorded for all
s Aptitudes assessments on the General s Score/Results customers (e.g. TABE) being
s Careerlinterest | Servicestab s Analysis (if considered for
Inventory applicable) education/training.
If an assessment is not Individuals with post-
completed, explain and secondary education may be
document why exempted from testing.
Identify Barriers to Documentation of any Check the appropriate The barriers TAE should be
Education/Employment | impediments to successful barrier boxes on the used to accurately record
participation in job search, Barriers TAB. identified barriers and plans
# Labor market for training and sustained Enter the specific barrier | to address them.
Current Skills employment name, brief description,
# Job Search Skills # Barrier Name and plan to address the Do not delete a barrier once
# Other barriers * Brief Description barrier in the Barrier it has initially been
including, but not + Plan to address the Motes field. recorded.
limited to: Barrier If a customer eventually
transportation, overcomes a specific barrier,
housing, language record how it was done,
skills, child care, etc. date recorded and the staff
member’s initials.
¢ Document why the Document labor market Labor market information is
customer can or cannot | conditions for both the required for all customers
find suitable prior job and future receiving career planning
Labor Market employment with his or | employment goal. Record | services, including those not
Information her {current) skills in the | information on the changing occupations or
current labor market Career Plan (currenthy receiving training as current
+ Ifapplicable, explain and | known as the Case Plan market conditions could
justify why the customer | tab in MOSES); impact their job search.
will be likely to find Aszessment sub-tab.
suitable employment
with newly acquired
skills
*  Substantiate the
information with cited
reliable sources
ELIGIBILITY FOR INDIVIDUALIZED SERVICES CAN NOW BE DETERMIMED FOR NEXT STEPS
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Attachment A

Career Planning Reference Tool

GOALSETTING:

outcome.

The process undertaken by (both) a customer and designated career center staff person to identify and mutually agree
upon the customer’'s desired educationfemployment goals and the necessary intermediate goals to achieve the desired

Element

Required Documentation
Elements

Required MOSES
Elements

Additional Staff Guidance

Review Results of the

with customer

comprehensive assessment

Review:

+ Labor Market Information
* Wage Range desired

+ Skill match (e g. TORO)

If any additional
assessment tools
are completed,
document their
completion under
General Services

Best Practice: Tasks should
correspond to goals

Identify and Discuss
education/employment
related goals

Description OF
SHORT AND
LONG TERM
GOALS to achieve
desired outcome
Clarifying and
supporting
NOTES should
support goals
Record on Career
Plan tab
(currently known
as the Case Plan
tab)

Staff must discuss with the
customer if the goals are
realistic and achievable

Set Goals

Goal Statement

The employment

goal statement must

be entered into the

Goal Narrative on the

Goals sub-tab

Record Goals that both the
customer and career center
staff agree are realistic and
attainable

The employment goal
narrative should be consistent
with the customer’s career
objective in Job Quest

Advise customer regarding
consistency in career objective
as customer can update.
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Attachment A

Career Planning Reference Tool
_______________________________________________________________________________________________________________________|

OMN-GOING CAREER PLANNING:

The regular, periodic contact with the customer and/or Career Center staff and program partners to review and
determine progress toward the individual's employment goal, or to review and determine the customer's status with
regard to a specific element of the employment plan.

Element

Required Documentation
Elements

Required MOSES
Elements

Additional Staff Guidance

On-going career planning
may:

Ascertain a customer's
progress on the
agreed upon Individual
Employment Plan and
update as necessary

Identify new or
additional barriers or
personal issues to be
resolved

Evaluate a customer’s

participation in

planned service
components

Document a

customer's entry into

employment

+ |dentify thata
customer's status
changed.

*  Revise and adjust
services as
necessary

+ C(Case conference
with partners
when necessary

Record in a timely manner all
status and/or outcome data
provided by the customer or
program and/for partner staff.

WIOA customers must receive
Career Planning Services at a
minimum of at least every 60
days*.

*Weterans must receive Career
Planning services at least every
30 days

Services must be
entered on the
correct service tab
with a corresponding
MOSES note

Ensure all related
components are
updated accordingly
to reflect the
provision of services

If note is not entered
on the actual day of
service include the
actual date of service
in the note

Use MOSES notes for
documentation. When
prompted for a service,
record the appropriate
service.

All services must be
accompanied by a MOSES
notes entry.

Local policy required for loss
of contact
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Attachment A
Career Planning Reference Tool

FOLLOW UP:

12 months after the first day of employment.

MOTE.

Follow-up services must be provided, as appropriate, including counseling regarding the workplace for participants
in adult or dislocated worker workforce investment activities who are placed in unsubsidized employment, for up to

While follow-up services must be made available, not all of the adults and dislocated workers who are registered
and placed into unsubsidized employment will nesd or want such services.

If a customer declines follow up services, it must be recorded in MOSES and explained why in the accompanying

Element Required Documentation
Elements

Required MOSES
Elements

Additional Staff Guidance

Follow-up services could
include, but are not limited to:

* Additional career planning
and counseling
» Contact with the participant’s
employer, including
assistance with work-related
problems that may arise
Peer support groups
Information about additional
educational opportunities,
and referral to supportive
senvices available in the
community
* Case management
administrative follow-up
* Other services

Document “after exit
follow-up” service
not blue bold)

All services received must
have an accompanying MOSES
note to support.

If there is a gap in services,
explain in notes why this has
occurred.
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Attachment A

Career Planning Reference Tool
|

CASE CLOSURE:

The formal cessation of active service delivery and follow-up conducted in conjunction with the agreed upon elements
and terms included in the customer’s formal Individual Employment Plan.

Element Required
Documentation

Elements

Required MOSES
Elements

Additional Staff Guidance

Formal Case Closure may occur:

s After the required follow-up
period and verification that a
customer has achieved his/her
employment goal as
described in the Individual
Employment Plan.

s After verification from a
customer that he or she has
decided to no longer
participate in the program
of services described in the
Employment Plan.

s After the 80 day period
following the case
manager's last contact with
a customer who has ceased
to participate in the planned
services as described in the
I ndividual Employment Plan
and who has not achieved
his or her stated
employment goal.

+ Other, unanticipated
circumstances may also
warrant formal case closure

Update all goals so
no goals are in the
Pending status on
the Career Plan,
Goals sub-tab.

Record proper job entry
category information
[obtained employment,
found employment) on
the Services,
Employment sub-tab.

NOTE: For entered
employments, MOSES
will automatically
record the appropriate
outcomeenhancement
Service.

Closure after a 90 day no
contact period must be done
in accordance with local policy
regarding lack of contact.

MOSES Career Planning Training Guide

May 2020

80




MASSACHUSETTS WORKFORCE DEVELOPMENT SYSTEM

MassWorkforce Issuance

100 DCS 08.102 M Policy 0O Information

To: Chief Elected Officials
Workforce Board Chairs
Workforce Board Directors
Title T Administrators
Career Center Directors
Title I Fiscal Officers
DCS Operations Managers

ce: WIOA State Partners

From: Alice Sweeney, Director
Department of Career Services

Date: May 5. 2016

Subject: WIOA Tide I Follow up Services

Purpose: To notify Local Workforce Boards, One-Stop Career Center Operators and other
local workforce partners of the definition of “Follow up Services” under the
Workforce Innovation and Opportunity Act.

Background: The Workdforce Innovation and Opportunity Act (WIOA) replaces the WIA Title
I core, intensive and training services with WIOA Career Services. Career
services fall into three categories: Basic Services, Individual Services, and
Follow-up Services.

While follow-up services must be provided, not all of the adults and dislocated
workers who are registered and placed info unsubsidized employment will need or
want such services. Also, the intensity of appropriate follow-up services may
vary among participants. Participants who have multiple employment barriers
and limited work histories may be in need of significant follow-up services to
ensure long-term success in the labor market. Other participants may identify an
area of weakness in the training provided by the WIOA prior to placement that
will affect their ability to progress further in their occupation or to retain their
employment.

An equal opportunity emplover/program. Anmliary aids and services are available upon request to individuals with disabilities.
TDD'TTY 1-800-439-2370 - Voice 1-800-439-0183
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Policy:

Action

Required:

Effective:

Inquiries:

Follow-up services could include, but are not limited to:

* Additional career planning and counseling

= Contact with the participant’s emplover, including assistance with work-related
problems that may arise

= Peer support groups

= Information about additional educational opportunities, and referral to
supportive services available in the commmnity

* Case management adnunistrative follow-up

= Other services

Follow up services are defined as appropriate if they are suitable to the
customers’ needs regarding content, service method, frequency and are in
accordance with the agreed to individual employment plan (TEP).

Follow-up services must be provided, as appropriate, including counseling
regarding the workplace, for participants in adult or dislocated worker workforce
investment activities who are placed in unsubsidized emplovment, for up fo 12
months after the first dav of employment. If a customer declines follow up
services this must be recorded in the customer’s case file. Follow up services for
the purposes of career planning are not to be construed as the follow up services
required for performance reporting.

Local Workforce Boards will adhere to the policy delineated in this issuance in
developing its WIOA Follow Up Services and Standard Operating Procedures
(SOP). Each local Board will also ensure that all career center staff are informed
of the confent of this issuance.

Standard Operating Procedures will be reviewed by the DICS Field
Management and Oversight Unit during the FY2016 Program monitoring.

Immediately

Please email all questions to PolicvQ A@detma org. Also, indicate Issuance
number and description.

References: WIOA 134(c) (2) (A) (xiii), NPRM 678.430 (c)
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NOTE: the Barrier names were updated and modified in 2017 / 2018 for WIOA, so slight
changes may be noted in MOSES.
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MASSACHUSETT S WORKFORCE DEVELOPMENT 5YSTEM

MassWorkforce Issuance

Workforce Issuance No. 07-77 Policy M Information
To: Chief Elected Officials
Workforce Investment Board Chairs

Workforce Investment Board Directors
Title I Adminmistrators
Carzer Center Directors

Title I Fizcal Officers
DCS Associate Directors
DCSE Field Managers

[ WIA State Partmers

From: David W. Mackley, Director

Department of Werkforee Development
Date: December 3, 2007

Subject: Procedures for Using the Barriers Tab in MOSES

Purpose: To provide Local Worldforce Investment Boards, One-Stop Career Center
Operators and other local workforce investment parmers with information on use
of the Barriers tab in MOSES.

Background: MOSES Buld 24, released i June 2007, miroduced a change m the way we
capture and record information on Barriers faced by customers. Please refer to
Mhizss Workforce Izsuance No.07-38, Changes in MOSES Version 24.0 (&/19/07)
for specific details on the screen changes.

The Barriers were moved from the Job Sesker Eligibility Criteria Tab and from
the Czze Plan to a Barriers Tab on the Job Seeker Full Tab so that barriers to
employment and notes are located in only one place. Please note that some
barriers may be used for determination of WIA Eligibility for some populations
znd that the same fields may identify barriers that are not determiners of WIA
Eligibility for other populations. In either case, you should check off the
zpplicable barriers. Those fields whose completion indicates either an Eligibility
or Mon-Eligibility Barrier are described balow.

In order to complete Eligibility Barriers; please refer to WIA Communication No.
05-74; Title I Elimbility Requirementsz (Fevized) (929/03). The following
information contains examples of acceptable documentation for specific
Eligibility Barriers. Please note that the single example for each Eligibility
Barner 1= mot m'=a|:|1 t-:n I:ue the anr ai:u:entable documenlatmn
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ELIGIBLLITY BAKKIERS

The criteria used to make a determination of eligibility and/or to verify
eligibility must be provided and the location of this information mpst he,
clearly identified in Barrier Notes. Examples are provided below,

Eligihility barriers also may be nsed to identify barriers for customers in

cases where eligibility determination is not required. An explanation must be
provided in Barrier Notes, although verification is not required.

BELOW GRADE LEVEL

The Below Grade Level Barrier iz one of the Barrers that contribute to the
Eligibility Barrier of BASIC SKTLLS DEFICIENT. Ifthe Below Grade Level
Eligibility Barrier iz checked off, an explanation must be included on the Barrier
Motes. First, the name of the barrier (Below Grade Level) must be hsted and
what criteria were used to make this determination and where thiz information is
located must be included. Also, please put the date the note was created and the
initials of the individual who entered the note.

Az per WIA Izzuance 05-74, Below Grade Level can be assessed usinga
Generally Accepted Standardized Test. If this determination is made bazed upon
test scores, these scores will already have been entered into MOSES. The note
must describe what criteria was used to determine the eligibility and where this
mformation can be located.

An example of a Barrier Notes entry would be:

+ Baaries Mobtes
Bgbowy Cunds Lervet See Teat Scores nMOSES. TOART 1202047 ;l

LIMITED ENGLISH PROFICIENCY

The Limited English Proficiency Barmier i= one of the Barriers that contribute to
the Eligibility Barrier of BASIC SKILLS DEFICIENT. If the Limited English
Proficiency Eligthility Barrier iz checked off, an explanation must ke included on
the Barrier Notes. First, the name of the barrier (Limited English Proficiency)
must be listed and what criteria were used to make thiz determination and where
this information 1s located must be included. Also, please enter the date the note
was created and the initials of the individual who entered the note. If the
determination is made based upon test scores, these scores will already|have been
entered into WMOSES. The note must describe what criteria was uzed to determine
the eligibility and where this information can be located.

An example of a Barrier Notes entry would be:
Limited English Proficiency: See Test Scoves in MOSES. ME 11718407
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The Limited English Proficiency Barrier can alse be utilized for WILA Adult,
Dizlocated Worker, and Non-WTA customers as well. However, in these
instances the Limited English Proficiency Barrier is not a determiner of
gligibility. If the Limited English Proficiency Barrier iz checked off, an
explanation must be included in the Barrier Notes. However, Non-Eligibility
Barriers do not require verification.

DISABILITY

If the Disahility Barrier is checked off for a WIA Youth Customer, this signifies
that thiz Barrier is an Eligibility determiner. An explanation must be included on
the Barmer Notes. First, the name of the barmer (Disabilitv) must be listed and
what criteria were used to make this determinztion and where this information iz
located must be included. Also, please enter the date the note was created and the
initiale of the individual who entered the note. Az per WLA Izsuance 03-74, an
Individual with Disabilities (Youth) can be documented using School Records.
The note must deseribe what criteria was uzed to determine the eligibility and
where this information can be located.

An example of a Barrier Notes entry would be:

Disabifity: See documeniation in from Schoo! in Customer's Case File. MB
11718407

The Disahility Barrier can alzo be utihized for WIA Adult, Dislocated Worker,
and Non-WIA customers as well. However, in these instances the Disahility
Earrier 13 not a determiner of eligibility. If the Disahility Barrier is checked off,
zn explanztion must be included in the Barrier Notes. However, Non-Eligibility
Barriers do not require verification.

An example of a Barrier Notes entry would be:

Disability: Customer completed Career Center Application stating she was
Disabled MB 11/19/07

DISPTACED HOMEMAKFR

Displaced Homemaker: If the Below Displaced Homemaker Elizibility Barrier
15 checked off, an explanation must be included on the Barrier Notes. First, the
name of the barrier (Displaced Homemaker) must be listad and what criteria
were used to make this determination and where this information is located must
be included. Also, please enter the date the note was created and the mnitials of the
individual who entered the note. As per WIA Issuance 05-74, Displaced
Homemaker can be documented nsing a Divorce Decree. The note must
describe what criteria was used to detenmine the eligibility and where this
mnformation can be located.

An example of a Barrier Notes entry would be:

Displaced Homemaker: See Divorce Decree in Customer’s Case File. MB
11415407
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FOSTER CHILD

Foster Child: If the Foster Child Eligibility Barrier is checked off, an
explanation must be included on the Barrier Notes. First, the name of the barrier
{Eoster Child) must be listed and what criteria were used to make this
determination and where thiz information 1= located must be included. Also,
please enter the date the note was created and the initials of the individual who
entered the note. Foster Child can be documented by Telephone Verification
using the Telephone Verification Form, as per WIA Issuance 05-74. The note
must dezeribe what criteria was used to determine the eligibility and where thiz
information can be located.

An example of a Barrier Notes entry would be:

Foster Child: See Telephone Verification Form in Customer’s Case File. MEB
1118407

HOMFELESS

Homeless: If the Homeless Barrier 15 checked off for a WIA Youth Customer,
this signifies that this Barrier 1s an Eligibility determiner. If this Barrier is
checked off, an explanation must be ncluded on the Barrier Notes. First, the
name of the barrier (Homeless) must be listed and what criteria were used to
make thiz determunation and where this information 1= located must be included.
Also, please enter the date the note was created and the initials of the individual
who entered the note.

As per WIA Izsuance 05-74, Homeless can be documented using a Written
Statement from an Individual Providing Temporary Residence (Please refer to
WIA Izsuance 03-74: Attachment G; Alternative Forms of Documentation and
Attachment and Attachment [; Applicant Statement Form). The note must
describe what criteria was uzed to determine the eligibility and where this
mformation can be located.

An example of a Barrier Notes entry would be:

Homeless: See Applicant Statement in Customer's Case File. ME 1171807

The Homeless Barrier can alzo be utilized for WIA Adult, Dizlocated Worker,
and Non-WIA customers as well. However, in these instances the Homeless
Barrier iz not a determiner of eligibility. If the Homeless Barrier iz checked off,
an explanation must be included in the Barrier Notes. However, Non-Eligibility
Barriers do not require verification.

An example of a Barrier Notes entry would be:

Homeless: During the intake profess the Customer informed the Case Mamager
thert he was Homeless and lacked a permanent address. M8 11/19/07
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OFFENDER

Offender: If the Offender Barrier is checked off for a WIA Youth Customer, this
signifies that this Barmer iz an Eligikility determiner. If thiz Barrier is checked
off, an explanation must be included on the Barrier Notes. First, the name of the
barrier (Offender) must be listed and what criteria were uszed to make this
determination and where this information 15 locatad must be ncluded. Also,
please enter the date the note was created and the initials of the individual who
entered the note.

Az per WIA Izzuance 05-74, Offender can be documented uzing documentation
from a cognizant agency. However, for vouth we are not requiring the capturing
of the Youth's actual offenze, only that they are an Offender. The note must
dezcribe what criteria was used to determine the eligibility and where this
information can be located.

An example of a Barrier Notes entry would be:
Offender: See Letter from DSS in Customer’s Case File. MB 11/19/07

The Offender Barrier can also be utilized for WIA Adult, Dislocated Worker, and
MNon-WIA customers as well. However, in these mstances the Offender Barmer 13
net a determiner of eligibility. If the Offender Barrier is checked off, an
explanation must be included in the Barrier Notes. However, Non-Eligibility
Barriers do not require verification. An example of this caze would be the
following:

An example of a Barrier Notes entry would be:
Offender: During the intake process the Customer informed the Case Mamager
that she was an Offender. MB 11719707

PREGNANTPARENTING ISSUES

PregnantParenting Issues: If the Pregnant/Parenting Issues Eligibility Barrier
1z checked off, an explanation must be included on the Barrier Notes. First, the

name of the barrier (Pregnant/Parenting Issues) must be listed and what criteria
were used to make this determination and where this information i3 located must
be included. Also, please enter the date the note was created and the initials of the
individual who enterad the note.

Az per WIA Issuance 05-74, Pregnant/Parenting can be documented using 2
Statement from Social Services Apgency (Department of Transitional Aszsistance).
The note must describe what criteriz was used to determine the eligibility and
where thiz information can be located.

An example of a Barrier Notes entry would be:

PregnantPaventing fesues: See DI documentation in Customer s Case File.
MB 111907
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EUNAWAY YOUTH

Bunaway Youth: If the Runaway Youth Eligibility Barrier 1= checked off, an
explanation must be included on the Barrier Notes. First, the name of the barrier
(Bunaway Youth) must be listed and what criteria were used to make this
determination and where this information 1= located must be included. Also,
please enter the date the note was created and the initials of the individoal whe
entered the note.

Asg per WIA Izzuance 05-74, Runaway Youth can be documented using 2
Written Statement from an Individual from an Individual Providing Temporary
Pezidence (Please refer to WIA Izsuance 03-74: Attachment G; Altermative Forms
of Documentation and Attachment and Attachment [; Applicant Statement Form).
The note must deseribe what criteria was used to determine the aligibility and
where this information can be located.

An example of a Barrier Notes entry would be:

Runoway Youth: See Applicant Statement in Customer’s Case File. MB [11/19907

YOUTH REQUIRING ADDITIONAT. ASSISTANCE

Youth Requiring Additional Assistance: If the Youth Reqguiring Additional
Assistance Eligibility Barrier iz checked off, an explanation must be included on

the Barrier Notes. First, the name of the barrier (Youth Requiring Additional
Assistance) must be listed and what criteria wers uzed to make this determination
znd whers this information is located must be included. Also, please enter the
datz the note was created and the inttials of the individual who enterad the note.

As per WIA Izszuance 05-74, Youth Requiring Additional Assistance iz a Local
Workforce Investment Board (LWIB) Designated Category. The note must stats
the LWIE Designated Category and the documentation required to verify this
category.

An example of a Barrier Notes entry would be:

Youth Requiring Additional Assistance: LWIE designated Minority Statur Cape
Ferdean. See signed Youth Application in Cusiomers Case File. MB 11/19/07
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NON ELIGIBILITY BARRIERS REQUIRED FOR
YOUTH

The following two Non-Eligibility Barriers apply only to Youth Customers.
While they are Non-Eligibility Barriers, it is necessary to capture this
information in MOSES.

DsS YOUTH

D55 Youth: This Non-Eligibility Barrier for Youth 15 a sub-set of the Foster
Child Eligibility Barrier. If the DSS Youth Barrier is checked off, an explanation
must be included on the Barrier Notes. First, the name of the bamrier (D58
Youth) must be listed and what criteria were uzed to make this determination and
where this information iz located must be included. Also, please enter the date the
note was created and the inifials of the individual who entered the note. DSS
Youth can be decumented by Telephone Verification using the Telephone
Verification Form, as per WIA Izsuance 03-74.

An example of a Barrier Notes entry would be:

D35 Youth: See Telephone Verification Form i Customer's Case File (for
documentation f Foster Child Eligibility Barrier). MB 1171907

DYS YOUTH

DYS Youth: This Non-Eligibility Bamrier for Youth 1z a sub-set of the Foster
Child Eligibility Barrier. If the DYS Youth Barmier is checked off, an
explanation must be included on the Bamrier Notes. First, the name of the barrier
(DYS Youth) must be listed and what criteriz were used to make this
determination and where this information 1z locatad must be included. Also,
please enter the date the note was created and the initials of the individual who
entered the note. DYS Youth can be documented by Telephone Verification
uzing the Telephone Verification Form, az per WIA Izsuance 03-74.

An example of 2 Barmer Notes entry would be:
DTS Youth: See Telsphone Verification Form in Customer’s Case File (for
documentation of Foster Child Eligibility Barrier) ME [1/19/07

NON-ELIGIEILITY BARRIERS

The following 1s a list of all other Non-Eligibility Barriers:

. Fimancial

. Health

. Housing

. Labor hMarket Discrimination
. Lack of Childcare Eldercare
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Action
Required:

Inquiries:

Lack of Credentizls, Certification, Licensing
Lack of Marketable/Occupation Skills
Lack of Self Sufficiency

Lack of Transportation

Legal

Limited Job Search Slkills

Other

Probation Court Involvemnent

Substance Abuse

Underemployed

Work History (Limited, Gaps, Mone, etc)

Pleasa checl: off all applicable Barriers. If a Barrier is checked off, an

explanation must be included in the Barrier Notes. Also, please enter the date the
note was created and the initials of the individual who entered the note. Non-

Eligibility Barriers do not require verification.

An example of 2 Barrier MNotes entry would be:

Lack of Transportation: The customer informed the Case Mamager during the

assesswment that she lacked her Drivers License. MB 11/19:07

Please assure that all staff are informed of the contents of this issuance.

Questions about data entry for Barriers should be directed to Howard Frim at

617-626-3939 or hfrim @ detma org.
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MASSACHUSETTS

Workforce Investment Act

WIA Communication No. 04-34 Policy 0O Information

To:

cc.

From:

Date:

Subject:

Chief Elected Officials

Workforce Investment Board Chairs
Workforce Investment Board Directors
Title I Administrators

Career Center Directors

Title I Fiscal Officers

DCS Regional Directors

DCS Area Directors

WIA State Partners

Susan V. Lawler, Commissioner
Division of Career Services

April 29, 2004

Case Management for Job Seeker Customers

Purpose:

Background:

To provide policy guidance to Career Center managers and staff related to the
uniform and consistent interpretation of the elements that constitute case
management for job seeker customers under a formal Case Plan and to ensure the
mtegniy of reporting Case Plan activities and services through the Massachusetts
One Stop Employment System (MOSES) for individuals being case managed.

The Workforce Investment Act provides for strengthened mtegration of
workforce development services through a umversally accessible One Stop
delivery system. A general goal of the Workforce Investment Act is the personal
empowerment of job seekers to fake control of their own career development
based on their ability to make an informed choice regarding the mix of services
and the method of service delivery that best meets their individual needs. For
those Career Center customers who are confident in the currency of their skills,
choosing and accessing specific services can be a simple and somewhat
straightforward process, much of which may be self-directed.

For others, however, the choices may nof. initially. be all that clear. Many
customers come to the Career Center unsure as fo the viability of their skills and
the prospects for finding simular work, or without an understanding of what the
changing nature of the workforce means to them. They may have significant
barriers that impede their ability to effectively reenter the workdforce.

An equal opportuonity emplover program. Awxiliary aids and services are available opon request to individuals with disabilities.

TDIVTTY 1-800-438-23T0 - Voice 1-300-432-0183
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To these individuals, the advice, guidance and support available through the
Career Center system provides the most effective foundation for them fo more
fully explore the service mix available to them. For some customers the planning
and managing of their job search may seem to be a daunting task, and mav require
a more formal, structured and staff-assisted approach in order to 1dentify and
attain a realistic and suifable emplovment goal

Case management is a method of providing job seeker customers with a formal,
stuctured plan of action designed specifically to identify an appropriate
occupational goal and to develop a schedule of services that will empower them
to overcome o mitigate any barriers to attaining their goal.

Massachusetts” One Stop Career Centers have, since their incepfion, ufilized the
case management mode] as an efficient method of creating a framework for many
of their customers to successfully find new employment. It has. in fact, beena
common practice for Career Centers to target certain groups of workers for case
management as the most effective way to provide needed services.

However, the 2003 - 2004 Quality Assurance reviews and on-going review of
case management data elements in MOSES have clearly identified wide ranging
and systematic inconsistencies in both the inferpretation. recording and reporting
of services provided to case managed job seeker customers of Massachusetts” One
Stop Career Centers.

To assure the accurate and consistent interpretation, recording and reporting of
service elements provided to job seekers within the context of the case
management model, it is important that all Career Center management and
appropriate staff are knowledgeable of specific case management functions, the
service elements and actions that fall within those functions, the correct method of
recording those service elements and actions in MOSES, and which customer
groups have been designated for case management.

Policy: Formal case management will be the standard service delivery model for customers
from these targeted groups.

* WIA Title I Enrollees

»  Military Veterans and Other Qualified Eligible Persons (spouses of
veferans who: died of a service connected disability; are MIA; are
captured POW; or a spouse of any person who has a total permanent
service comnected disability) who are assigned to the DVOP/LVER
Case manager

* Fmployment Assisted Service (EAS) Participants

* National Emergency Grant (NEG) Participants

* Trade Adjustment Assistance (TAA) Participants

Career Cenfer staff may also identify individual customers who may benefit from

case management. For each case managed customer, a Career Center staff person
will be assigned to manage and coordinate the individual s formal service plan as

the case manager.

An equal opportunity emplover/program. Awziliary aids and services are available upon request to individwals with disabilities. 2
TDIVTTY 1-800-438-2370 - Voice 1-800-435-0183
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Local Workforce Investment Boards may also identify additional customer groups
for local case management. It is highly recommended that all customers who will
require infensive services be case managed.

Case management 1s a customer-cenfered, goal-oriented process in which an
mdividual staff person or a team of career center staff assists a customer with the
development and coordinated delivery of a formal program of planned services in
order to achieve a specific vocational goal. The case management model implies
a partnership between the One Stop Career Center staff and the customer.
However, the partnership invelves distinct responsibilifies aimed at linking the
customer fo appropriate career center services and ultimately, moving the
customer to suitable employment. Systematic and timely records of all case
management activifies assure program continuity for each customer.

Effective case management consists of a structured set of clearly interconnected
functions that a designated One Stop Career Center case manager underfakes to
develop and coordinate the delivery of an individual customer s agreed upon plan
of workforce development services.

For case management to be truly effective the designafed case manager must be
fully responsible for monitoring the customer’s progress throughout the entire
service plan schedule, not only for those elements of the plan provided directly by
the case manager, but also for services provided by other Career Center staff or
staff of other service orgamizations. Additionally, as a standard practice, the case
manager should contact the customer at intervals of no longer than 60 davs, unless
program requirements or confractual agreements stipulate shorter durations, to
assure timely identification and resolution of any issues that could either
significantly impede or negate participation in, or successful completion of, anv
planned service activity (particularly in relation to key services such as
assessment, counseling, training, job development, job referral | etc.) or
jeopardize the overall attainment of the customer’s employment goal. Regular
contact with other direct service providers is also an important step in assessing
progress and assuring the customer’s overall success.

Career Center Managers and staff must note that case management can occur
across career center service areas. With customer choice a cornerstone of the
service delivery model under the Workforce Investment Act it 1s concervable and,
in some geographic areas, likely that the development of a formal Case Plan may
involve the provision of specific services throngh more than one Career Center.
In such cases, the designated case manager must maintain the overall
responsibility of assisting the customer to develop a Case Plan that provides the
optimal nux of services fo reach his'her employment goal The case manager

must also coordinate service delivery, conduct follow-up and ensure that all
necessary data and information is entered in MOSES in a timely manner,
notwithstanding what individual or entity is the actual service provider. For the
benefit of the customer, commmmnication with staff providing services through a
different Career Center is essential to effective case management.

An equal opportunity emplover/program. Anziliary aids and services are available upon request to individuals with disabilities. 3
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Effective:

References:

Inquiries:

Filing:

It mmst also be remembered that if a staff person 15 working with a customer who
1s being case managed through a different Career Center, the staff person should
ensure that services are consistent with the Case Plan and that the designated case
manager 15 informed of the customer’s intent and/or actions. All services must be
recorded m MOSES on a timely basis. Consistent with established procedures,
the staff person must also seek and obtain the appropriate security clearance to
make any modifications to the customer’s Case Plan.

In other instances, a customer may choose to change Career Centers, altogether.
Should such a circumstance arise, it will be the responsibility of the Career Center
Director to assure that the case manager formally transfers the individual’s case to
the new Career Center and to a newly designated case manager. Again, the
transfer should be accomplished according to established procedures.

The MOSES Case Management Tool has been specifically developed to record and
report services and activities developed and undertaken under the auspices of a
formal Case Plan and within the confext of a case management service model.

The MOSES Case Management Tool supports all case management finctions
from an individual’s initial assessment and program eligibility determination
through service delivery documentation, follow-up and case closure. The tool
also provides a “tickler” system to aid the case manager in monitoring the
customer’s progress in carrving out his'her Case Plan service schedule, and in
conducting timely follow-up activities. The MOSES Case Management Tool also
provides a framework to effectively record. manage and frack all aspects of each
Career Center staff person’s (case manager s) caseload.

Attached is a chart outlining the basic case management functions: Assessment,
Goal setting, Strategy/Case Plan Development, Service Delivery Coordination,
Follow-Up and Case Closure. The chart provides general guidance regarding the
documentation requirements related to recording case management activities and
mformation for each of the basic functions using the MOSES Case Management
tool. The chart should be used as a desk aid.

Inunediately. Please assure that all appropriate Career Center management and
direct service staff are apprised of the content of this issuance.

The Workforce Investment Act of 1978, §134(c) & (d); Title 38, Part III. Chapter
41, §4101; WIA Communication No. 01-34; WIA Communication No. 03-14.

Inguiries may be directed to Alice Sweeney, Director, Career Services Central
Operations at (617) 626-6449 or asweenevi@detma.org,

Please file this in vour notebook of previously issued WIA Comnmnication Series
Issuances as #(4-34.

An equal opportunity emplover/program. Awriliary aids and services are available opon request to individuals with disabilities. 4
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See updated desk quide in Issuance 08.112
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MASSHIRE

DEPARTMENT OF
CAREER SERVICES

Workforce Issuance

100 DCS 18.109 M Policy [ Information
To: Chief Elected Officials
MassHire Workforce Board Chairs
MassHire Workforce Board Directors
Title | Administrators
MassHire Career Center Directors
Title | Fiscal Officers
MDCS Operations Managers
co: WIOA State Partners
From: Alice Sweeney, Director
MassHire Department of Career Services
Date: July 30, 2019
Subject: selective Service Compliance Verification and Related Data Entry in MOSES
Purpose: To provide new guidance to MassHire Workforce Boards, MassHire Career Center
Operators and other workforce partners related to verifying Selective Service
compliance for all MassHire customers seeking enrollment into WIOA Title |
services and related data entry requiremnents in MOSES.
Background: All individuzals designated male at birth born on or after January 1, 1960 must

present documentation of compliance with Selective Service registration
requiremenits prior to enrollment in WIOA Title | services. This includes
individuals designated male at birth that have had sex reassignment surgery.
Individuals designated male at birth are required to register with the Selective
Senvice registration within 30 days of their 18" birthday.

Individuals designzted male at birth that are 26 years of age or older and have not
registered for Selective Service or cannot provide documentation of registration
must obtain a Status Information Letter from Selective Service indicating whether

&n equal opportunity employer/program. Audliany sids and services ane avmilksble upon reguest to individusls with disabilities.
ooy TTY

1-BD0-435-2370 - Voice 1-ED0-439-0183
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Please note Selective Service registration requirements apply only to WIOA Title |
enrollment, therefore do not apply to basic career services or services authorized

by Wagner-Peyser Act, Title lIl.

Policy: In all cases, compliance with Selective Service registration requirements must be
verified for all customers seeking enrollment into WIOA Title | services as well as
any program that requires compliance with Selective Service.

The Department of Labor requires data cellection of an individual's “Sex”, i.e_,
Male, Female, or Chose not to answer. To meet this Federal reguirement the
“Gender” field in MOSES has been changed to the “Sex” field. For general
information purposes customers will identify their “5ex.” The Sex field in MOSES
contzins the following options, Male, Female, Nonbinary’, or Chose not to answer.

See MOSES Version 37.0 screen shot of options a customer can choose to identify
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The functionality in MOSES no longer automatically qualifies an individuzal to be
Selective Service compliant when the Female box is checked off. Similarly, the
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functionality in MOSES does not automatically qualify an individual to be Selective
Service compliant based on their age.

At the time of eligibility determination for WIOA Title | services MassHire staff
must verify Selective Service compliance for all customers regardless of stated sex
and age. Flease refer to Attachment F: Eligibility Documentation in 100 DCS
12,101 .3: Eligibility Requirements for WIOA Title | Adult and Dislocated Worker
Program for allowable source documentation to verify Selective Service
complisnce.

Staff must check “Yes” in the Selective Service Compliant box on the Eligibility tab
in MOSES only when Selective Service compliance has been verified.

See MOSES screen shot of Selective Service Compliant check box.
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Action

Required: Please ensure that all managers and approprizgte staff are familiar with the
content of this policy.

Effective: Immediatehy

Inquiries: Please email questions to PolicyQ&A@detma.org.

References: 'WIOA Section 189 (h)
Selective Service System
Human Rights Campaign, Glossary of Terms

! Monbinary desoribes a person who does not identify exclusively as a man or a woman. Non-binary pecple may
identify as being both a man and 3 woman, somewhere in between, or as falling completely outside these
categories. While many also identify as transgender, not all non-binary people do.
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