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CUNY Students

Non-CUNY Students

The purpose of this policy bulletin is to inform Training Assessment
Group (TAG) staff of the process to assign participants to College
and Related Experience (CARE) Work Experience Program (WEP)
and Department of Citywide Administrative Services (DCAS) WEP
work assignments concurrent with TAG training assignments.

Federal and State regulations require non-exempt individuals to
participate in work activities. The Human Resources Administration
(HRA) requires participants to be engaged in work activities for 35
hours per week. Training hours approved by TAG, if applicable, may
be used to count toward the mandatory 35-hour work activity week.

When a participant is approved for part time (less than 35 hours)
training through TAG, a concurrent CARE WEP (worksite code
P2R04) or DCAS WEP assignment must be given to the participant
to achieve the 35-hour work activity requirement.

When making a concurrent assignment, New York City Work
Accountability and You (NYCWAY) will first prompt the worker to
offer CUNY students CARE WEP assignments. If there are no CARE
WEP assignments available, NYCWAY will offer CUNY Students
DCAS WEP assignments.

NYCWAY will prompt to offer Non-CUNY students both CARE WEP
and DCAS WEP assignments as available. The TAG worker may
choose either assignment as appropriate for the participant’s
Employment Plan (EP).

Note: Non-CUNY students also include individuals enrolled in GED

programs.

HAVE QUESTIONS ABOUT THIS PROCEDURE?
Call 718-557-1313 then press 3 at the prompt followed by 1 or
send an e-mail to FIA Call Center Fax or fax to: (917) 639-0298

Distribution: X


http://fndocument.hra.nycnet/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003711383&ObjType=2&Op=Open
http://fndocument.hra.nycnet/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003699059&ObjType=2&Op=Open

PB #11-100-SYS

Students needing less NYCWAY will only offer the DCAS WEP option to students who need
than 4 hours to fulfill less than 4 hours to fulfill their engagement requirement except, if

engagement : . ; .
requirement they are attending one of the four special CUNY sites below:

e Bronx Community College (Site Code T0163)

e Kingsborough Community College (Site Code T0249)

e La Guardia Community College (Site Code T0356)

e College of Staten Island (Site Code T0444)

Students who are attending one of the above special CUNY sites
and need less than 4 hours to fulfill their engagement requirement
will be offered CARE WEP assignments.

If there are no CARE WEP and DCAS WEP assignments available,
the TAG worker must:

complete the Employment Plan (EP) in NYCWAY;

print out and have the participant sign the EP;

scan and index the signed EP;

give a copy of the signed EP to the participant; and

inform the participant that they will be mailed an assignment
when one becomes available.

Note: The EP will state WEP assignments are pending.

The TRNWP worklist NYCWAY will post action code 127T (Training — Needs WEP) once
has a list of participants | the worker completes the EP and there are no CARE WEP and
gvg\téngvgé‘RE WEPor | pcas WEP assignments available. The 127T action code will place
assignments due to the participant on the TRNWP worklist. The TRNWP worklist will be
unavailability. handled by the Work Experience Management (WEM) program.
WEM staff must access the TRNWP worklist weekly, assign the
WEP assignments upon availability of slots and mail the

assignments to the awaiting participants.

Note: A new EP does not need to be completed by WEM staff.

Refer to TAG Concurrent With WEP Screen Examples (Attachment
A) for more information.

Related Items:

Employment Manual
PB #02-220-SYS
PD #04-14-EMP

E Please use Print on Attachment:
Demand to obtain copies

of forms. Attachment A TAG Concurrent With WEP Screen Examples
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Attachment A
TAG Concurrent With WEP Screen Examples

CARE WEP Assignment Available

The Preferred Work Site Results screen appears once the TAG training is
approved in the Employment Plan. Below is an example of what appears when a
CARE WEP P2R04 assignment is available.

The Tag Worker must ‘Xmit’ by pressing Enter to continue.

& MAPERZ-A {99986)

File Edt Functions Scripks Session  Release  Help

18/84/20811 Hew York City - Work, Accountability and You (HYC-UnY) 16680.388
EP | 14:53 Preferred Work Site Results User - B
Case Humber CIN I ES Code 28 0FfF] I ..

Row:23 Col:182]

Status TRAINING/ED - UOC/ED/OTHER TRAINIMC _coog — VOC/ED/Other Training”.

Progran Description

BEGIH Begin Internship
BEGIH uows

Back To Work BTW Test/Training Site BTW Test/Training Address  TRN
WEP JEWISH COM CO OF GCI (CARE WEP / Office Services P2ROY

WEP (Special) Department of the Aging CARE WEP P2R04
WEP (Special) Ach / Headstart assignment available
WEP (Special) Dept of Citywide Administrative Services

WEP (Special) Department of Sanitation

Please take note of the Work Activity recommendation(s
“¥mit” to continue

Plan Date B2/38/2811 1626.318

Ro11Fu Print




Attachment A
TAG Concurrent With WEP Screen Examples

The Work Activity Schedule(s) screen appears. The TAG Worker must enter a
“Y” in the WEP category under the Work column.

* MAPERZ-A (99986)
File Edit Functions Scripts Session  Release  Help

Case Humber CIN I ES Code 28
Hame DaB G7/18/1967 SSH sex
TRAINING/ED - UOC/ED/OTHER TRAINING Case Type SHCA IndsStat

Special Programs
Aduent [ Alcohol outpatient  T|
Poised - -

Refugees

Hethadone
[icm 1]
Residential

Open Assignments are marked with an =

Required TAG Assignments are marked T
To select an assignment enter a v
Plan Date 09/20/20911 Move cursor
here then
« ien
Xmit”.

GoBack Help HMnMenu

The WEP Site Selection Screen appears. The TAG Worker must select the
available site and press “Enter”. (One CARE WEP site is available in the
example below.)

eI

Eils Edit Functions Scripts Session Releass  Help Row:1% Col: 5

. ACCOUNTABILITY, AND YOU (WAY) PIWVE9L_128
WEP Site Selection

Case H: g i & Case Type: SHCA
N:  — —
i
{TRATHING/ED

3
/ (UODC/ED/OTHER TRAINING

P2RBO4 JEWISH COM CO OF GCI {CARE WEP Office Services

Select the assignment then press

“Xmit”.

Prior pirasg | peming | Acting | wHring | siting | Paint | mMnMenu




Attachment A
TAG Concurrent With WEP Screen Examples

The WEP Assignment Detail screen appears giving detailed information of the
selected assignment. The TAG Worker may add comments in the comment field
if appropriate. Select “Transmit” to complete the screen.

* MAPER2-A (999B6)
File Edit Functions Scripts  Session  Release  Help

'Row:20 Col: 17

WORK, ACCOUNTABILITY, AND YOU (WAY)

WEP Assignment Detail

PIWA94 125

Case H:

App Reg #

Last: JEL
Program Status:

Indu #:81

ricoc: IS

Case Type: SNCA

First:

TRETH1 {TRAIHIHG/ED

Job Desc

a1

/ (UOC/ED/OTHER TRAINIHNG

Office Services Start Date:

P

18717711

Site Hame: P2R6G4 JEWISH COM CO OF GCI {(CARE WEP PROG

Worker may enter a

3881 WEST 37TH STREET BRODKLYHM, HY 11224
IND D/F OR BMT H.Q TO STILLWELL AUEHUE. THEH B3&6 BUS{OH
CORMER OF SURF AVE) TO WEST 37TH STREET & SURF AVEHNUE .

comment here.

Limitations:

Comment: [
Additional Comments? (Y/H) [ H ]
Basis For Hours:c P

Car Fare Zones:

Hours To Work: Transmit:

sitsel | Exclud | List penIng | ActIng | WHrIng | Help Paint | MnHenu

The Automatic Letter/Form Generation Phase Form Review screen appears.
The TAG Worker must select the forms (available in English or Spanish only) to
be printed by entering an asterisk (*) next to the corresponding form and
language.

* MAPER2-A (99986)
Eile Edit Functions Scripts Session Releass  Help
WORK, ACCOUNTABILITY, AND YOU (WAV)

AUTOMATIC LETTER/FORM GENERATION PHASE
FORH REUIEW

PIVGOZ2.118

The list below shows the form(s) that will be generated by the selected
action. All of the forms which will be produced are marked with an
asterisk =. If you do not wish to generate a form place a space in the
field instead of the asterisk (=).

Additionally, the number of copies to
wish to change the number enter

be printed is displayed. If you
the HEW NUMBER in the space prowvided.
FORM REV HUMBER
U5 0061
S 0062
wseoG2
US00G1S
WS 0062S

WEP ASSIGHMENT INFORMATION SUMMARY-WEEKLY HOURS L1
WEP PARTICIPANT TASKS BY ASSIGNMENT CLUSTER [ 1
ASSIGHMENT INFORMATION SUMHMARY [ 1
WEP ASSIGHMENT INFORMATION SUMMARY (SPANISH) [ 1
WEP PARTICIPANT TASKS BY ASSIGNMENT CLUSTER (SPAN) [I]

a8z
ooz
887

Hochg

cCancel Paint




Attachment A
TAG Concurrent With WEP Screen Examples

The Preferred Work Site Results screen appears. The Status field now reads
“Work Activity — Concurrent WEP/EDUC”".

& MAPERZ-A {99986)
File Edit Funckions Scripks Session Release  Help Row:23 Col:182]

18/84/20811 Hew York City - Work, Accountability and You (HYC-UnY) 16680.388
15:84 Preferred Work Site Results User: I
case Number CIN I ES Code 26 0ffice 835
Hame DoB 67/18/1967 SSH N Secx Male
Status i \ RENT WEP/EDUC Case Type SHCA IndStat AC

Progran pescription Status now reads “Work Activity-

. . Concurrent WEP/EDUC”".
BEGIN Begin Internship
BEGIH uows

Back To Work BTW Test/Training Site BTW Test/Training Address  TRN

WEP (Special) Department of the aging

WEP (Special) ACD / Headstart

WEP (Special) Dept of Cityuwide Administrative Services
WEP (Special) Department of Sanitation

WEP (Special) HYC Economic Development Corporation

Please take note of the Work Activity rg

Plan Date B2/38/2811

“¥mit” to continue

P2R04 assignment no longer is
shown on this screen indicating
that the assignment has been
selected.

Print




Attachment A
TAG Concurrent With WEP Screen Examples

The Work Activity Schedule(s) screen appears. Special WEP has been
marked with an asterisk (*) indicating a concurrent WEP assignment has been
assigned.

* MAPERZ2-A (99986)
Eile Edit Functions Scripts  Session  Release  Help

18/ 84,2811

EP | 15:086

Case Mumber CIN I— ES Code 208

Hame DoB O7/18/1967 SSH

Status WORK ACTIVITY - CONGURRENT WEP/EDUC Case Type SHCA IndStat

WEP :
P

Special WEP marked with an “*”.

Open Assignments are marked with an =

Required TAE Assignments are marked T Show Recommendations

To select an assignment enter a y
Create Assignments/Continue
<Ho Form selected>

Plan Date 89/36/2611

GoBack Help HnMenu

The Assignment Creation screen appears indicating the TAG training
assignment and the Special WEP (CARE WEP P2R04) assignment.

= MAPER2-A (99986) e
File Edit Functions Scripts Session Release Help Row:19 Col:183

16/84/2011 Hew York City - Work, Accountability and You (HYC-UAY) 1660.3680
EP | 15:087 fAs: E Crea User : IS
Case NHumber ES Code 20 Office 835

Hame DoB 67/18/1967 SSH NN S e Hale
Status WORK ACTIVITY - CONCURRENT WEP/EDUC Case Type SHCA IndStat AC

special WEP
Completed - 128A posted on 10/04/2011 Site-P2RO4 Start Date-16/17/2611
Training
Completed - 135K posted on 87/07/2011 Site-TO168 Start Date-07/25/2611

All Requested Assignments made - Complete EP or Create another Assignment

To Create another Assignment Transmit here ——-—5|

To complete the
EP, “Xmit” from
this row.

Plan Date 89/38/2811 1625 _178

Help HnHenu




Attachment A
TAG Concurrent With WEP Screen Examples

In completing the EP the Assessment/Plan — Certification screen appears. The
Worker must enter the date of signature for the Participant and the FIA worker.

* MAPERZ-A (99986)
File Edit Functions Scripts S
1ﬂ/ﬂu/2u11 New vork City — Work, Accountability and You {(NYC-UAY) 16nu_3m:1
EP | 15:0: Assessment/Plan — Certification
Case Number I CIN I— ES Code 28 i :1-;

Mame DOB 87 /1871967 SSH EESS—— HMale
Status WORK = . RENT WEP/EDUC Case Type SHCA Tndstat  ac

Were the preferences of the client met? o
(If not. indicate reason. FPress Help for list of reasons)

- 0O OOOO0O0OO0O0O0O0O0O0O_—_

Date of Participants signature 18/88/27011

Enter signature dates for
both Participant and Worker.

Prior ActIing | G-Mote | Help Preing | MnMenu

The Creation of Actions and Comments screen appears indicating 119B
Employability Plan Completed will be posted. Enter “Y” to accept the action.

* MAPERZ-A (99986)

File Edit Functions Scripks S Row:12 Col: 99

1B/Bulzu11 New York City - Work, Accountability and You (NYC-UAY) 16|3u.3|3t1
Creation of Actions and Comments
[:ase Numhen C LN I— ES Code 28 ﬂFFlEE 835
Name DOB O7/18/1967 SSH I HMale
Status HORK = i RENT WEP/EDUG Case Type SHGA InuStat ac
System will Post Action Code:
119B EHPLOYABILITY PLAN COMPLETED

Enter "y  to accept the Action{s) or n  to Den

Action Comments

Additional Comments? | |

Enter Y to
complete the EP.

HMnMenu




Attachment A
TAG Concurrent With WEP Screen Examples

The Printing Completed Employability Plan screen appears. Press “Xmit” to
continue.

— 835
DOB ©7/18/1967 SSH HEES—e x Male
WORK ACTIUITY — CONCURRENT WEP/EDUC Case Type SHCA IndStat AcC

DCAS WEP Assignment Available

The following are examples of what is shown when there is a DCAS WEP
assignment available and no CARE WEP (P2R04) assignments available on the
Preferred Work Site Results screen. The assignment selection process is the
same as shown in the CARE WEP examples previously shown.

® MAPTRZ & (9590}

Pl £ Pucbors  Sgripts Seesion  Seleses  laen

11 Mew York Citg Mnr
.

e begln Interash DCAS WEP (P1H51)

; assignment available only. No
CARE WEP (P2R04) is
available in this example.

RollFw FPrink




Attachment A
TAG Concurrent With WEP Screen Examples
WEP Site Selection screen (DCAS WEP assignment).

Ele Lt Pyxcbons  Sorcts Session  Belesis  [eln Aoawrzik Colz 5

: TRETA (TRATHINE/ED 2
4 O(UBEAUD/ATHER THATHING

ETVRIDE

Dirfisg

WEP Assignment Detail (DCAS WEP assignment).

RiFz @ Colz A7

MTREILITY, AND YOUW (MAY)
igmenent oetail

4 (uBCADs o t TRATHINS

Maintensnce SEart Date: 10017791
IS5 {PRINICIF
Th HEW YRK, HF i0E8s
REEH DR E1,% To RECTOR XT. OR EWT H,B Td
ET.(¥0E MIST BHRIHG ionn 1o
[HO ADEHITUARGE &FTER ;s Wol’ker may enter a

comment here.

(YW [ M ]

SiESel | Exclud | LisE Demlng | dcting | WrIng | Help Faint Hntenu




Attachment A
TAG Concurrent With WEP Screen Examples

Assignment Creation screen (DCAS WEP assignment).

* MAPTRZ A (9998E}

Help e

No CARE WEP or DCAS Assignments Available

The Creation of Actions and Comments screen is shown when there are no
CARE WEP or DCAS WEP assignments available after training is selected.
Selecting “Y” will post Action Code 127T and place the case on the TRNWP
worklist. Selecting “N” will cause the system to go back to the Work Activity
Schedule screen.

= MAPERZ-A (99989) EIE)
on  Release  Help Row:14 Col: 99

Eile Edit Functions Scripts  Sessi
89/16/2811 MNew York Gity — Work, Accountability and You (HYG-WAY) 16688.308
EP | 88:36 Creation of Actions and GComments User: EE— Enter Y to ACCept
Case Number CIN I ES Code 28 Dffice 813 i
DoB 12/03/1958 SSH NI <cx Male aCtlon or N to Deny
TRAINING/ED — VOC/ED/OTHER TRAINING Case Type SHCA IndStat AC

action and return to
n Work Activity
e e Schedule Screen.

Accepting to post the Action will cause the EP to Close
"~ to accept the Action(s) or

Action Comments




Attachment A
TAG Concurrent With WEP Screen Examples

Action Code 127T is posted on the Activity Inquiry screen in NYCWAY.

* MAPER2-A {99989)
File Edit Functions Scripks Session Release Help Row:13 Gol:
Honths on PA [end JU - 27
813B43 WORK, ACCOUNTABILITY, ANMD YOU (WAY) PIWBGS 320
AGTIVITY IHQUIRY
Casenunbe I suffix : 81 Linenumber : 81 Case Type : SNCA
Appreg : I 1N I SSH
Program: TRAINING/ED
Status UOC/ED/OTHER TRAINING
Name | Office 813 ES Code : 28
sex Unit Comp Code: 882
H:1H

boe : 12/083/1958 Worker 006853 Ind Stat

DATE ACTION/DESCRIPTION STATUS CHP FUT DATE OFF WORKR SITE
89/16/11 1198 EP COMPLETED TRET1 1198 A 813 E1163
89/16/11 1277 TRN - Heeds WEP TRETH 89/16/11 813 E1163
89/16/11 119F EP ASSESS COMPLTD JC TRET1 1198 09/16/11 B13 E1163
89/16/11 1198 EP BARRIER: HO EXEMP TRET1 119F 89/16/11 B13 E1163
89/16/11 1194 EP INITIATED TRET1 119N 89/16/11 B13 E1163
89/16/11 128x Deassign from WEP TRET1 1277 89/16/11 B13 E1163
89/13/11 180A GCASE HOTE WORW3 188a P B13 E1143
89713711 1198 EP COMPLETED WORW3 1198 P 813 E1163
89/13/11 120 ASSIGHED TO WEP SITE WORW3 120x 06/09/12 B13 E1163 P2ROA

Next Case: Next Suffix: Next Line: CATEGORY :

Prior | RollFuw AsgIng | DemIng | AddAct | Assign | HistPr | Profle | MnMenu

The case appears on the TRNWP worklist.

* MAPER2-A (99989)

Eile Edit Functions Scripts Session Release  Help

WORK, ACCOUNTABILITY, AND YOU (WAY) PIWOLO. 040
(7 finds) Update from Worklist

Fut _Act .Date: thru P Act Office Worklist = trnuwp

Action Date: thru 7 7 WMS OfFice WHS Worker: .
thr action Cod TRNWP worklist

action code [/ Action Date [B9/16/11] ce B13
Future Action Date [ /7 / ] Worker E1163
Comment [ ]
Transmit [ ]
m item to tagfuntag for Update -
S Case Action
workr Humber Description

TRAINING X 118815 1108815
TRAINING U 1188308 1108838
TRAINING 2 110916 110916
TRAINING U 118812 116812
TRAINING MNEEDS W 110816 110816

Case appears here.

Prior | RollFw TagAll | UnTag | ActIng Help Paint | MnMenu
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	Date: 
	TAG, WEP
	Federal and State regulations require non-exempt individuals to participate in work activities. The Human Resources Administration (HRA) requires participants to be engaged in work activities for 35 hours per week. Training hours approved by TAG, if applicable, may be used to count toward the mandatory 35-hour work activity week. 
	When a participant is approved for part time (less than 35 hours) training through TAG, a concurrent CARE WEP (worksite code P2R04) or DCAS WEP assignment must be given to the participant to achieve the 35-hour work activity requirement.
	When making a concurrent assignment, New York City Work Accountability and You (NYCWAY) will first prompt the worker to offer CUNY students CARE WEP assignments. If there are no CARE WEP assignments available, NYCWAY will offer CUNY Students DCAS WEP assignments.
	NYCWAY will prompt to offer Non-CUNY students both CARE WEP and DCAS WEP assignments as available. The TAG worker may choose either assignment as appropriate for the participant’s Employment Plan (EP). 
	Students needing less than 4 hours to fulfill engagement requirement 
	NYCWAY will only offer the DCAS WEP option to students who need less than 4 hours to fulfill their engagement requirement except, if they are attending one of the four special CUNY sites below: 
	If there are no CARE WEP and DCAS WEP assignments available, the TAG worker must: 
	NYCWAY will post action code 127T (Training – Needs WEP) once the worker completes the EP and there are no CARE WEP and DCAS WEP assignments available. The 127T action code will place the participant on the TRNWP worklist. The TRNWP worklist will be handled by the Work Experience Management (WEM) program. WEM staff must access the TRNWP worklist weekly, assign the WEP assignments upon availability of slots and mail the assignments to the awaiting participants.  



