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TECHNICAL ASSISTANCE MEMO #9

DATE: SEPTEMBER 3, 2008
TO: WIA SERVICE PROVIDERS
FROM: AMY GIMLIN, SWWDC PROGRAM MANAGER

PROGRAM AFFECTED: ALL WIA SERVICE PROGRAMS
RE: DOCUMENTING SELF EMPLOYMENT IN SKIES

If a participant obtains self employment, the case manager must make sure the following is completed in SKIES to
ensure all local goals are met as well as the State and Federal Measures.

1. The Employment Goal must reflect their goal of obtaining self employment. (The Employment Goal
Description is documented in the first tab of the Service Plan of SKIES in the very top field.)

2. The exit outcome must be “self employment”. (The exit outcome is documented on the Program Enrollment
page of SKIES.)

3. If atraining related placement, document in the comment field of the SKIES Program Enroliment page by
entering in “Self — Employed Training Related Placement”.

4. In the year following exit, the case manager must complete the follow up service plan for each quarter by
choosing “Self-Employed Q1 After Exit”, Q2, etc. (Follow up is documented in the Follow Up Service Plan of
SKIES.) See example below.

5. A case note should also be entered describing the employment and any other pertinent information.
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