Creating the WP-3 to Create an Alert
In order to assure consistent communication between HHS staff and Employment First Contractors, the decision was made to utilize the WP-3 EF/FSP Status Change Report with creation of an alert to the alternate staff person assigned to the Employment First case.  While a system of alerts, without the WP-3 would have been possible, the WP-3 provides a structure for the information shared.

Since beginning the process, we’ve identified two problems which result in an alert not being generated at the time a WP-3 was created in correspondence.

Printing the WP-3
While it is unnecessary to print the WP-3, some staff select the Print option following creation of the WP-3.  If the document is printed, an alert will not be generated to the alternate staff person.
Selecting the Incorrect Flow Arrow

If the WP-3 is created by HHS staff, you must select the “Sent to Work Program Contractor” flow arrow in order for the alert to be generated to the contractor.
[image: image1.png]FOCUS - EF/FSP Status Change Report Form

Fie Detal Help

L] [T

-Case Information

Master Case Name  MONIC LOGGNER HEs 5
Pgm Case Name MONIC LOGGNER SN 50063¢-2000

- Sent to Work Program Contractor

Effective [04-01-2010

Status Change.

Employment

Phone

Sent to State Staff Person ADC Changt

SentBy

Contact Person

Phone





If the WP-3 is created by contractor staff, the “Sent to State Staff Person” arrow must be selected in order for the alert to be generated to the SSW.
If contractor staff select the “Sent to Work Program Contractor” arrow, the alert will be generated to the contractor staff assigned to the EF case rather than the SSW.  If HHS staff select the “Sent to State Staff Person” arrow, the alert will be generated to the SSW assigned to the ADC case rather than the EF contractor.
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