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PURPOSE 

This Standard Operating Procedure (SOP) provides an overview of the administrative policies 
and procedures governing the Department of Employment Services (DOES)’ Career Connections 
(DCCC). With critical funding and support from the District of Columbia and Mayor Bower’s 
“Safer, Stronger DC” Initiative, DCCC is a work readiness program designed to provide up to 
402 out-of-school District youth, ages 20-24, with opportunities to earn valuable skills-based 
credentials and gain employment. DCCC offers a leading-edge program targeted to the needs of 
disconnected, hard-to-serve youth who face significant barriers to long-term employment and 
reside in some of the District’s most challenged police service areas (PSAs). These PSAs are 
characterized by high unemployment, poverty and crime throughout the District; they include 
Langston/Carver; Lincoln Heights; Benning Terrace; Woodland Terrace; and Congress Park. 
With the help of business leaders and community members throughout the District, this initiative 
provides paid work experience and avenues for education, training and professional 
development. Participants are enrolled for up to nine months, up to 40 hours per week at a rate of 
$10.00 an hour. This SOP outlines the various phases, programmatic components, administrative 
policies and procedural steps involved in the administration of DCCC. It also offers insight into 
the ways DCCC staff members work to help participants build successful lives. 

 

APPLICABILITY 

This SOP applies to all employees of DOES, specifically the staff members of DCCC. 
 

AUTHORITIES 

DCCC is authorized under the Safer, Stronger DC Plan of 2015. 
 

GOALS 

DCCC is a multi-faceted program based on a broad partnership network. The District has 
established seven fundamental goals for this program: 

 
1. Provide credential-based education, job training and employment to youth ages 20-24 

who live in some of the most challenged PSAs in the District; 
2. Assist District youth who face multiple barriers to long-term employment that include 

lack of quality education, work experience and involvement in the criminal justice 
system; 

3. Assist District youth in how to foster positive community activities and fulfill family 
responsibilities; 

4. Work toward reducing recidivism rates of District youth; 
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5. Improve issues of public safety; 
6. Ensure program sustainability through frequent policy and procedural reviews; and 
7. Redeploy and leverage existing programs and services offered by DOES other District 

agencies. 
 
In addition to the seven goals outlined above, DCCC aims to ensure approximately 400 
participants are enrolled each year. 

 

DEFINITIONS 
 
Figure 1: Terms & Definitions 

 

Term Definition 

Assessment The process through which a participant’s life experiences, talents, strengths, and 
needs are identified, analyzed and evaluated in the context of the requirements of 
enhancing credential-based education and strengthening long-term employment. 
Through analysis and evaluation, an Individual Employment Plan (IEP) is 
developed with credential-based education and unsubsidized employment as the 
final goal. This process also includes academic assessments, such the 
Comprehensive Adult Student Assessment Systems (CASAS), which measures 
basic verbal and mathematical skills. 

Intake The process of gathering and recording basic participant information to 
determine eligibility prior to enrolling into credential-based education or JRT. 

Job-ready The determination that a participant has acquired the necessary job training, 
work experience and interpersonal skills needed to successfully maintain 
employment. Job-ready participants display patience, adaptability and a 
commitment to continued training. They also receive satisfactory performance 
appraisals on subsidized worksites. 

Participant A District resident who meets all DCCC eligibility criteria, attends an orientation 
session, and successfully completes an intake interview with an Intake Specialist. 

Subsidized Employment and/or other DCCC work activities wherein wages are paid by 
DOES. 

Unsubsidized Employment wherein wages are paid in total by the employer. 
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DCCC PROGRAM MODEL 

In order to achieve its goals and objectives, DCCC has developed a seamless program model, 
designed to ease the transition of participants from referral to retention services. Below is a 
visual overview of the DCCC model and a narrative that describes each core component. 

Figure 2: DCCC Program Model 
 

 
 
DATA MANAGEMENT AND PERFORMANCE MEASUREMENT 

Data collection, management and utilization are critical to the effective implementation of 
DCCC. The use of high-quality, reliable data facilitates strong program management, reduces 
reliance on anecdotal information and ensures the most accurate data is consistently used for 
decision-making purposes. Given that funding is often tied to a program’s ability to achieve its 
performance goals and employ what the field regards as evidence-based practices, it is extremely 
important for DCCC to maintain accurate data. 

 
All participants enrolled in DCCC are entered into the District’s Virtual One Stop system (VOS) 
or a DOES-approved data management system that houses demographic and employment related 
information. Program Analysts utilize the information entered into this system to generate 
progress reports that provide insight into how well DCCC is performing. At various points 
throughout the program, Program Analysts analyze the progress reports to monitor and report on 
a number of performance metrics that include: 

 
● Number of participants enrolled in JRT 
● Number of participants who complete JRT 

Job Readiness Training 
 

• Four Weeks 
• Five Days per Week 
• Basic Computer Training 
• Financial Management Training 
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● Number of participants in a credential-based activity 
● Number of participants who earn a credential 
● Number of participants with subsidized employment 
● Number of participants who obtain unsubsidized employment 
● Average wages earned 
● Quality and quantity of case notes 

 

REFERRALS AND ELIGIBILITY 

DCCC employs a multi-pronged approach to recruitment. In many cases, staff members develop 
relationships with community-based-organizations (CBOs), schools and criminal justice agents 
in the District that refer youth to DCCC for orientation and enrollment. In addition, staff 
members often engage in direct community outreach within the specific PSAs identified for the 
program. Participants referred and recruited for DCCC must meet the following criteria: 

 
● District residents (priority will be given to those living in the identified PSA’s) 
● 20-24 years-old 
● Unemployed and not in school 

 

ORIENTATION 

The orientation session is a potential participant’s first significant exposure to DCCC. As such, 
orientation plays a critical role in setting the tone for the program as a whole. Orientation 
sessions take place once per month at DOES Headquarter. Please see Attachment A for 
Orientation Attendance Log. 

 
Orientation serves three core purposes: 

● Provides an overview of the DCCC program, outlining key expectations on the part of 
participants; 

● Conveys a clear message regarding the significance and meaning of all DCCC goals; 
● Highlights unique programmatic opportunities in such a way that aims to motivate 

potential participants to begin their journey toward unsubsidized employment. 
 
In an effort to ensure potential participants feel welcome and comfortable at DCCC, a diverse 
team of staff members participates in the official “greeting” during each orientation session. The 
greeting process involves staff members personally escorting them to the orientation classroom 
and introducing themselves to potential participants. Staff members focus on making initial 
orientation a comfortable and positive experience. 

 
During orientation staff members utilize clear, straightforward language and present a detailed 
overview of the goals, objectives and participant expectations. Orientation introduces the 
following aspects of DCCC: 
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● Program mission and goals 
● The importance of participant commitment 
● The role of the Intake Specialists 
● The role of Job Coaches 
● The role of Job Developers 
● Available supportive services 
● Attendance and conduct requirements 
● The importance of keeping staff members updated on changes in personal contact 

information, such as address, telephone number and emergency contacts 
● Activity and service options available through the program, including credential-based 

education, work experience, occupational skills training and adult basic education 
● Employer expectations and how DCCC can help participants meet those expectations 

 
All staff members who present during the orientation process possess outstanding 
communication and motivational skills and are well-versed in DCCC’s programmatic content as 
well as potential issues affecting potential participants. Staff members structure their 
presentations to allow for ample time to respond to questions in a respectful, comprehensive and 
uplifting manner. 

 
During orientation, staff members embrace interactive strategies as a method of actively 
encouraging potential participants and strengthening their confidence. Staff members embrace a 
culturally relevant approach to introducing topics such as conflict resolution, professionalism and 
communication skills. In addition, former participants may participate as guest speakers during 
orientation and share their success stories in an effort to further emphasize that potential 
participants can be successful in securing credential-based education and employment, 
reinforcing the DCCC program is uniquely designed for them. Orientation concludes with the 
scheduling of intake sessions – the final step before acceptance into DCCC. Staff members 
provide each potential participant with an Intake Referral Form (Attachment B) that includes the 
name of their Intake Specialist and the date and time to return to the office for intake assessment. 

 

INTAKE AND PRE-EMPLOYMENT ASSESSMENT 

Identification 

All participants are required to produce a District-issued form of identification (either driver’s 
license or non-drivers identification card) and a social security card at the time of intake. Staff 
members make a copy of the identification card and place it in the participant’s case file. If a 
participant is unable to produce a DMV-issued ID, another credential issued by the District (i.e. 
The DC One Card) along birth certificate to verify age and with a Benefits Statement issued by 
DHS that reflects the same address may be used. Potential participants are not enrolled in Career 
Connections until proof of identity and age has been submitted and all submitted documentation 
has been verified. Copies of documentation are placed in participant case files. 
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Intake Specialists are responsible for completing assessments for all participants who enroll in 
DCCC. The ability of Intake Specialists to competently assess, evaluate, support, and guide each 
participant during the intake process is critical. Through the process of facilitating objective 
assessments, Intake Specialists make initial determinations about the potential barriers affecting 
participants. Intake Specialists assess each participant’s talents, experience, interests, hobbies, 
and identify the kind of credential-based education program that best suits their interests and 
abilities.  
 
Individual Employment Plans (IEPs) 

During the first week of Job Readiness Training, Intake Specialists collaborate with the 
Facilitator to build an Individual Employment Plan (IEP), which acts a productivity roadmap 
illustrating the training and experience needed to achieve the participant’s employment goals. 

 
The following five principles serve as a framework for guiding the development of an IEP: 

 
1. Focus on Credential-Based Education 

While the IEP may include a variety of services and activities, they must remain 
consistent in their focus on the goal of credential-based education and keep participants 
on track toward meeting that goal. The plan may address personal barriers, which must be 
viewed in the context of steps toward employment in fields that utilize the credential-
based education. 

2. Allow for Flexibility 
The IEP is a living document. If participants find they can move more quickly than 
anticipated towards credential-based education and related employment, their plans must 
be reviewed and revised in accordance with the activities and service strategies that 
reflect their new circumstances. Inversely, if participants encounter unexpected 
challenges, their plans must be reviewed and revised in accordance with the activities and 
services strategies that reflect their additional needs. 

3. Reflect Customized Goals 
Intake Specialists must bear in mind that each participant has a unique set of interests, 
talents, strengths, experience and needs. In determining whether a participant is best 
suited for programs, Intake Specialists must consider whether a participant enjoys 
working with people, whether they have previous computer knowledge, whether they 
have a high school degree, and whether they are comfortable leading counseling sessions 
and making presentations. Intake Specialists must also encourage participants to keep 
goals focused and achievable – especially in the early developmental stages. This is 
particularly true for participants with substantial barriers to employment. 

4. Develop Collaboratively by Staff and Participants 
Participants must play an active role in the initial development of the IEP. If an IEP is 
developed without the necessary buy-in from a participant, it runs the risk of failing. The 
IEP must be customized to the needs of each participant. 
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5. Broaden Opportunities 
The IEP is the roadmap to success. The IEP should strive to offer more than one route to 
the ultimate destination of credential-based education and long-term, unsubsidized 
employment. The IEP must be developed in such a way that it broadens the opportunities 
of the participant. In addition, the IEP must identify the potential for multiple career 
pathways. 

 
Support Services 

The process of uncovering and addressing employment barriers occurs throughout DCCC 
enrollment, with the hope that each participant may remain fully invested in the process. While a 
participant may be reluctant to disclose certain barriers to the Intake Specialists early on, as 
relationships are developed with DCCC staff members, resources can be identified to address 
those issues. 

 
While some barriers to credential-based education and employment are best addressed by 
enrollment in a relevant activity or service component such as Adult Basic Education (ABE), 
others are resolved through referrals to support services. 

 
Below is a brief list of the most common support services provided for participants: 

 
1. Transportation Assistance 

DCCC provides transportation assistance twice during JRT in the form of a $30 Smart 
Trip Card. The first one is given in week one and the second in week three.  

 
2. Substance Abuse Treatment 

Participants will be submit to a drug urinalysis during orientation and resubmit during 
week one which is a two week difference. Although a positive urinalysis screening does 
not disqualify an individual from program enrollment, all participants are educated on the 
laws surrounding marijuana in the District and the industries or employers that test. 
Additionally, participants with positive levels on test two are enrolled in substance abuse 
workshops that provide alternatives to drug use, counseling and peer mentorship. 
Referrals to the Department of Behavioral Health’s Substance Use Division are provided 
to those participants whose levels express a desire to speak with a professional regarding 
substance abuse challenges. 

 
3. Behavioral Health Challenges 

If a participant discloses the need for behavioral health services, all efforts are made to 
provide immediate assistance. In the event a behavioral health professional is on site, the 
participant is referred for immediate intervention. In the alternative, a referral is issued 
for an external provider. Participant privacy and dignity is always a priority. 

 
4. Clothing Assistance 

The dress code for JRT is business casual. Participants who lack an adequate or 
appropriate wardrobe to meet this requirement are referred to an organization that 
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provides clothing items at little to no cost. 
 

Additionally, participants assigned to certain credential-based education programs or 
WEX worksites may be eligible for uniform assistance from DCCC. In order to obtain a 
uniform, a Job Developer completes a uniform referral for the participant (Attachment C). 
All forms must be approved and signed by the Program Manager prior to uniform 
distribution. 

 
5. Child Care 

Participants who express difficulty in obtaining childcare for school-aged children are 
referred to the Department of Human Services - Office of Early Childhood Development 
as the primary resources for identification of subsidized child care services. Intake 
Specialists are available to provide letters to verify the participant’s enrollment in DCCC 
as needed. 

 
“Way to Work” Assessment 

Immediately following the development of a participant’s initial IEP, each participant completes 
DCCC’s “Way to Work Transitional Employment Program Participant Employment and 
Assessment Form” (Attachment D). This form enables DCCC to gather and record basic 
participant information including: 

 
● Personal information, such as name, address, telephone number, date of birth, etc. 
● Education and job training history, including highest grade completed, dates of 

attendance, courses of study, etc. 
● Military service information 
● Work history information, including name(s), address(es), telephone number(s) and 

contact person(s) for previous employer(s), duties of the jobs performed, salary and 
reasons for leaving the job(s) 

● Criminal history information 
● Participant interests, hobbies, and work-related skills and abilities 
● Health and wellness information 

 
In addition, Intake Specialists interview participants to learn more about the existence of family 
support, parole or probation obligations, and perceived challenges. 

 
Case Management 

As discussed above, Intake Specialists are among the first staff members who interface with 
participants. Intake Specialists and Job Coaches work collaboratively to coordinate and supervise 
all aspects of participants’ services and activities, including: supervision of the job readiness 
component; enrollment credential-based education; enrollment in work experience; basic adult 
education; occupational skills training; supportive services; and unsubsidized placement 
assistance. Intake Specialists and Job Coaches are fully supportive of their assigned participants 
and available beyond traditional office hours when necessary. Collectively, staff members ensure 
that   all   contact   with   participants   is productive, meaningful, goal-oriented, reliable and well-
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documented. Similarly, Job Developers remain attuned to the needs of participants in order to 
match participants with relevant, meaningful work experience opportunities. 
 
Utilizing the Subjective, Objective, Assessment, Plan (SOAP) method to document all case 
notes, Intake Specialists, Job Coaches, Job Developers, and Retention Specialists establish and 
maintain extensive, detailed case files for each participant assigned to them. The importance of 
standardized, complete, informative and well-organized case files cannot be overstated. The 
participant case file acts as the repository for all information gathered throughout participants’ 
program participation and will include: 

 
● Assessment results 
● Established goals and objectives as well as the reason and time frame in which they were 

established 
● Sequential case notes that detail the progress of the participant 

 
Staff members ensure all documents containing sensitive and/or personal information are well-
secured and protected from others. In an effort to protect personal information, only the last four 
digits of participant social security numbers are captured on all forms and assessments. Case files 
that are kept in staff member workstations are kept in a locked filing cabinet. Under no 
circumstances are case files to be stored on the floor or in boxes around workstations. Personal 
and confidential information is never displayed in a way that it may be generally accessed. Only 
open case files are permitted to be stored in a staff workspace desk area. All closed files are 
stored in the file room or a locked filing cabinet. 

 
Job Coaches are responsible for meeting with each participant on their caseload on a bi-weekly 
basis. Job Coaches observe participants at their assigned subsidized worksites in order to monitor 
their progress and address any problems that are observed. Job Coaches also solicit progress 
reports from the participants’ credential-based education and/or WEX supervisors and 
investigate the likelihood of permanent employment being offered by the subsidized employer. 

 
Retention Specialists are responsible for making contact with each participant assigned to their 
caseload either by telephone or in person on a monthly basis. Retention Specialists have the 
responsibility of monitoring participants who have obtained unsubsidized employment and 
carefully detailing all victories and challenges facing participants. As challenges are identified, 
Retention Specialists work with the participants to identify viable solutions in order to avoid 
employment interruption. 

 

JOB READINESS TRAINING (JRT) 

The job readiness component of DCCC is the most critical component of DCCC as it sets the 
stage for the participant’s performance for the duration of enrollment. This component consists of
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a four-week training class that provides participants with life skills-infused employment training 
that includes the interpersonal skills development needed to succeed in credential-based education 
programs and the workforce more generally. A new JRT cohort begins every fourth Monday. 
Class is held Monday through Friday and culminates with a graduation held on the fourth Friday 
of each new cohort. Participants attend training for a maximum of 40 hours per week. 
 
The goal of JRT is to prepare participants with the skills needed to successfully enter credential-
based education programs and the workforce, remain employed, increase earnings, and continue 
to evolve both personally and professionally. This component builds the skills of participants and 
strengthens their self-confidence. Among other skills, participants are given the tools to engage 
in self-directed job-search techniques and taught effective networking strategies. 

 
Job Readiness Facilitators provide a significant, yet complicated, service at DCCC. They 
facilitate lesson plans and address how participants can navigate barriers to education and 
employment that include: criminal history; lack of adequate child care; transportation limitations; 
substance abuse; mental health issues; general health issues; lack of adequate housing; and 
educational challenges. 

 
Utilizing the LDAP (Label, Define, Apply and Practice) method, Facilitators expertly guide each 
cohort through the DCCC curriculum through a combination of lively discussions, group activity 
and interactive lessons. 

 
JRT Class Structure 

 
The first day of JRT begins with a Welcome and Introduction Session that includes: 

 
● Greetings and an introduction of the Job Readiness Facilitator 
● An explanation of the purpose of DCCC and, in particular, the job readiness component 
● An overview of different types of credential-based education programs, activities and 

learning opportunities to be offered 
● A firm statement of the expectations of participants during the job readiness component, 

emphasizing punctuality, attendance, commitment, positive attitudes and behavior and the 
importance of treating fellow participants and staff members with respect and 
consideration 

 
Below is a sample of activities and learning modules presented: 

 
● A self-inventory of job interests, job skills, vocations, aptitudes and how they relate to 

selecting initial jobs as well as upgraded positions and careers along the way 
● e-CASAS appraisal and examination of scores 
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● The preparation of an effective resume and the completion of employment applications, 

including Internet-based applications 
● Goal setting 
● Change management 
● Anger management and conflict resolution, including self-control mechanisms to manage 

anger and effective strategies for resolving interpersonal conflict 
● Building and presenting a positive self-image 
● How to dress for success 
● Effective communication skills, both verbal and written 
● Social networking 
● Using computers and the Internet to support a job search and enhance professional skills 
● Traditional job search methods, such as newspaper classified advertisements 
● Mock job interviews 
● Characteristics of a good employee 

 
Activities and learning modules are facilitated in an interactive manner. Participants are expected 
to be fully engaged in the learning process and are encouraged to support and learn from each 
other. 

 
Facilitators actively monitor and document the progress of each participant through completion 
of progress reports. Each participant receives a copy of their progress report, which provides an 
assessment of their development highlights areas of success and notes areas of needed 
improvement. Facilitators conduct final assessments during the last week of class to determine if 
each participant is ready to graduate and transition to the credential-based education or work 
experience component of DCCC or other employment activity. 

Job Readiness Weekly Itinerary 

The JRT curriculum is a hybrid of life skills and job readiness instruction. Class topics initially 
focus on life skills, which require careful self-examination and consideration of various change 
mechanisms. Topics that impart specific employment lessons are introduced after life skills and 
focus on equipping participants with the knowledge and skills to obtain and maintain long-term 
employment. 

 
In addition to the course curriculum, participants engage in Drama Based Therapy which is 
currently provided by our vendor Dramatic Solutions Incorporated. Dramatic Solutions deploys 
drama based learning modalities in effort to catalyze individual, interpersonal and organization 
growth along with encouraging healthy lifestyle practices. This is facilitated by a team of social 
workers, drama therapists, psychologist and clinical intervention specialists. The sessions occur 
twice a week at three hours per week. Some of the areas are complaint handling, presentation 
skills, customer service, appraisals, product development, health and safety, objection handling 
and anger management. 
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Week One Highlights 
During week one of JRT, participants complete the e-CASAS examination. Facilitators teach 
lessons related to attitude, self-esteem and personal responsibility. A partnering financial 
institution conducts a presentation on banking basics and participants have the opportunity to 
enroll in direct deposit. Participants attend a financial management workshop and have the 
opportunity to sign up for one-on-one financial coaching. 

 
Week Two Highlights 
During week two of JRT, participants practice techniques in anger management, comfort zones 
and self-esteem. Participants engage in interactive activities related to body language and are 
urged to think outside the box when it comes to problem solving in the workplace. Participants 
are introduced to different types of resumes and interviewing techniques. 

Week Three Highlights 

During week three of JRT, Job Readiness Facilitators focus on communication styles, 
perspectives and emotional intelligence. Role play allows participants to practice positive 
responses to difficult workplace scenarios. Participants practice interview skills and receive 
constructive feedback during mock interview labs. 

Week Four Highlights 
During week four, Job Readiness Facilitators discuss conflict resolution and review problem 
solving techniques. Participants learn how to best showcase their skills and how to display 
confidence during interviews for WEX and credential-based training programs. Participants who 
successfully complete all requirements are invited to participate in a Job Readiness Training 
graduation wherein they receive a Certificate of Completion. 
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PAYMENT PROCEDURES 

Participants who are engaged in an approved DCCC activity are eligible to receive wages that are 
paid by DOES. Participant earnings by program component are as follows: 

 
● JRT – 4 weeks - Up to 40 hours per week at a rate of $10.00 per hour 
● Credential-Based Education Program – Up to nine months - Up to 40 hours per week at a 

rate of $10.00 per hour 
● Subsidized WEX – Up to six months - Up to 40 hours per week at a rate of $10.00 per  

hour 
● Approved job search or educational activity that falls outside of the above criteria – up to 

25 hours per week at a rate of $10.00 per hour 
 
In order to receive payment, each participant completes a W-4 form during the first week of JRT. 

1 
A  copy  of  the  form  is  placed  in  the  participant’s  case  file. Within one week of satisfactory 

 
 
 

 
1 In the event a participant would like to change their tax withholding, a new W-4 form is completed. The original 

of each W-4 is kept in the participant’s case file. 
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completion of JRT, participants receive their first wages. Participants who do not complete JRT 
do not receive compensation for any portion or program participation. 

 
A participant's enrollment in the payroll system is certified one day prior to JRT graduation. 
Upon receipt of confirmation, signed by both the Job Readiness Facilitator and Intake Specialist, 
that the participant has successfully completed JRT, the participant is cleared to receive those 
funds. At intake participants are required to acknowledge that if they do not successfully 
complete JRT, they are not eligible to receive any wages. 

 
Disbursement of Wages and Establishment of Checking Accounts 

In order to promote programmatic consistency, the following procedures have been established to 
disburse wages to DCCC participants. 

 
Participants have two options for how they may receive their DCCC wages: direct deposit 
through an affiliated financial institution or issuance of a prepaid debit card on which wages are 
deposited. All DCCC participants receive their pay for JRT on the prepaid debit card. Those who 
have opted to participate in direct deposit have subsequent wages deposited into their checking 
account. 

 
● Establishment of Checking Accounts: On the first Friday of each new cohort, a 

representative from an affiliated financial institution conducts a workshop to discuss the 
importance of bank accounts. At the conclusion of the workshop, participants are given 
the option of completing an application to open both a checking and savings account. The 
checking account is utilized for the direct deposit of wages throughout the participant’s 
involvement with DCCC – with the exception of wages for JRT that is available on a 
prepaid debit card. 

 
● Verification of Opened Accounts: A representative from the affiliated financial 

institution contacts the Payroll Coordinator by e-mail within two business days to provide 
the names and account numbers for the DCCC participants who have been approved for a 
checking and savings account. This information is forwarded to the Payroll Manager in 
the DOES Office of Information Technology (OIT) no later than the first Friday of the 
first week of a new cohort. 

 
● Issuance of prepaid debit cards: The Payroll Assistant enters demographic information 

for all participants into PeopleSoft no later than the first Friday of each new cohort. Based 
on the information entered into PeopleSoft, the payroll manager requests the issuance of 
prepaid debit cards for all participants. Cards are issued in each participant’s name and 
mailed to the participant’s address of record within five to seven business days. 
Participants who do not successfully complete JRT may receive the prepaid debit card 
that was issued in their name, but no wages will be deposited onto the card. 
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● Submission of Registry to OIT: On the third Monday of each new cohort, all DCCC 

participants are subject to a urinalysis to detect the use of illegal substances. Participants 
who successfully pass the urinalysis continue toward completion of JRT, while those who 
fail are dismissed from DCCC and therefore ineligible for any wages. Using People First, 
the Payroll Assistant modifies the time of disqualified participants to zero in order to 
prevent wages from being disbursed. The Payroll Assistant then creates a registry of  
those participants who have successfully passed the urinalysis and have verified accounts, 
through the pre-note process, or have signed up for a pre-paid debit card for the deposit  
of funds. 

That registry is forwarded to the OIT payroll manager before the close of business on the 
third Tuesday of each new cohort. 

 
● File Sent to the Affiliated Financial Institution in Preparation for Disbursements to 

pre-paid debit cards: On the third Wednesday of each new cohort, the OIT Payroll 
Manager sends a file to the affiliated financial institution that contains the name of each 
DCCC participant contained in the registry. Wages for JRT are made available on the 
prepaid debit card on a pre-determined pay date that is no sooner than the day a 
participant completes JRT and no later than one week following the participant’s 
completion of JRT. 

 
Following the initial disbursement of wages, participants are paid on a bi-weekly basis. 

 

CREDENTIAL-BASED EDUCATION 

DCCC strives to enroll each participant in a credential-based education program within 
industries that show promise for employment. Credential-based education opportunities are for 
training programs that span but are not limited to the following industries: 

 
● Healthcare 
● Office Administration 
● Construction 
● Urban Agriculture 
● Transportation 
● Cosmetology 
● Information Technology 
● Culinary Arts 
● Security 
● Automotive Mechanics 

 
Credential-based education can take place for up to nine months. Participants earn $10.00 per 
hour up to 40 hours per week for participation in approved programs. 
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During the time when participants are enrolled in credential-based education programs, Job 
Coaches reach out to supervisors in those programs on a bi-weekly basis to check on participant 
progress. Participants are expected to show up and participate in credential-based education 
programs with the same commitment that they would if they were enrolled in WEX. If a 
participant is found not be fully engaged in their credential-based education program, the 
following action steps are taken: 

 
1) A meeting among the participant, Job Coach, and program to determine the reason for 

disengagement. 
2) Review of the IEP to determine changes in interest or circumstance. 
3) Job Coach Visitation on a weekly basis for at least 30 days following the initial meeting. 

 
After 30 days, the participant’s engagement level is formally assessed again to determine whether 
any progress has been made toward the obtainment of the credential. If a participant remains 
unengaged, they are not permitted to continue participation in the program. All efforts are made 
to determine and alternative activity for the participant. 

 

WORK EXPERIENCE (WEX) 

Participants are also matched with a WEX. The WEX component of DCCC presents subsidized 
employment opportunities to participants who have successfully completed the JRT component 
of DCCC. WEX is an effective opportunity for those participants who lack consistent work 
history which could hinder success in job search or job retention. WEX reinforces the basic work 
habits outlined during JRT and gives participants the hard skills and on-the-job experience 
needed to obtain and retain employment. During WEX, participants work a maximum of 40 
hours per week and earn a minimum of $10.00 per hour. 

 
Each participant completes an assessment form that captures their past work experience and 
current work interest. That form is provided to the participant’s assigned Job Developer who is 
responsible for the WEX placement. The Job Developers meets with the participant to discuss 
their career goals and to review their assessment forms and resumes. Based on the information 
collected, the participant and Job Developers collectively develop an employment strategy that 
identifies plausible employment fields. 

 
WEX assignments may last from 30 days to six months. Extensions may be granted based on a 
Job Coach recommendation and approval from DCCC management. The decision whether to 
grant an extension is based on the complexity of the WEX and whether an opportunity for 
permanent employment exists at the worksite. 
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Worksite Procedures 

Once a DCCC participant is hired by a subsidized WEX worksite, the worksite supervisor is 
responsible for entering the hours worked by each participant into the TEP Time Management 
System (TMS). In order for all participants are paid in a timely manner, the DCCC Payroll 
Coordinator is responsible for ensuring that all worksite supervisors are trained in the TEP TMS 
prior to the placement of any participant. For security reasons, all forms and paperwork are 
completed with participants’ employee identification numbers rather than social security 
numbers. The employee identification number can be found on the “Job Coach List,” which is 
prepared weekly by the Payroll Coordinator and distributed to all DCCC staff. 

Prior to training, the worksite supervisor receives a link and login information for the TMS 
system by way of email. Upon receipt of this information, the Payroll Coordinator arranges a 
time within 48 hours to conduct a thorough training and answer any questions that the employer 
may have regarding the payroll process. 

 
The worksite supervisor is required to print a pre-populated timesheet/roster for each week. This 
timesheet is available weekly through the TMS website. Participants always record time on the 
printed timesheet/roster at the beginning and end of their shifts. Participants do not enter time 
electronically. Participants who are on the roster but do not show up are recorded as no-show 
(NS) and their time on the timesheet reflects zero hours. DCCC pay periods are two weeks in 
length, beginning on a Sunday and ending on a Saturday. However, worksite supervisors enter 
time for each participant by close of business Friday each week. 

 
The worksite supervisor calculates the weekly total of hours worked for each DCCC participant. 
That total is recorded in the appropriate box on the timesheet and each participant signs the sheet 
to verify accuracy. At the end of the two-week period, participants verify the log by signing next 
to the hours they previously entered. Each participant receives a copy of his/her timesheet and 
sign-in/sign-out sheet. Additionally, each worksite retains copies of each timesheet in a secure 
location in order to resolve any pay disputes that may arise. (Note: If a participant is absent and 
unable to sign his/her timesheet, the worksite supervisor may initial the timesheet for him/her 
with a remark indicating that the participant was not available to sign.) Participants receive 
compensation on the second Friday (or Thursday if Friday is a holiday) following the end of a 
pay period. 

 
The Role of the Job Coach 

Job Coaches provide on-the-job coaching services to participants. They forge close and 
collaborative relationships with credential-based education program and worksite staff members 
in order to support participants at their worksites. Job Coach duties include: 

 
● Monitor participants at their assigned program and worksite on a bi-weekly basis; 
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● Document all interactions with participants and program staff or employers through case 

notes in the data management system within 72 hours of a visit or interaction; 
● Provide training to participants on their roles and responsibilities under the Worksite 

Agreement; 
● Identify worksite issues in a proactive manner, develop solutions to those issues and serve 

as an intermediary in disputes between participants and worksite personnel; 
● Identify when participants are ready to leave the credential-based education program or 

WEX activity for unsubsidized employment and collaborate with worksite supervisor to 
implement this transition; 

● Identify when a participant is not suited for the credential-based education program or 
WEX component or is in need of additional supportive services to be successful; 

● Facilitate the transition to Professional Development (as described in detail below) to 
support participants’ transition to unsubsidized employment. 

 
Most participants begin unsubsidized job search efforts while concurrently enrolled in credential-
based education programs and WEX. Based on close monitoring of progress and careful 
evaluation, Job Coaches determine the participant’s degree of job readiness. This determination 
is based on observed behaviors, conversations with worksite supervisors and cumulative reviews 
of case notes. Credential-based education instructors and WEX worksite supervisors are also 
asked to prepare a monthly job performance evaluation form for each participant. 

 

PROFESSIONAL DEVELOPMENT 

Professional Development is a structured job search activity, designed to facilitate the transition 
to unsubsidized employment through intensive job search efforts and reinforcement of previous 
skills learned through JRT and WEX. Participants who demonstrate job-readiness through 
participation in up to nine months of paid subsidized activities (Credential-based education, 
WEX, Occupational Skills Training, ABE, or a combination of activities) but have not obtained 
unsubsidized employment are eligible to enroll in Professional Development. This six-week 
component takes place Monday through Friday and is facilitated in the large computer lab 
located in the DCCC suite. Participants are required to sign-in and sign-out daily on the 
Professional Development roster in order to receive compensation for their participation. 

 
Professional Development is a combination of classroom instruction, basic computer training and 
job search activities. Participants review all job searching techniques originally covered in JRT, 
learn additional methods and resources through which employment may be obtained, and update 
their resumes with the new skills and experiences gained through WEX. Participants are given 
the opportunity to pursue all employment opportunities that are offered through both internal and 
external resources. They are encouraged to apply for job openings, contact prospective 
employers and arrange interviews.  Professional Development classes are held in a DCCC 
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computer lab in order to allow participants optimal access to the Internet for job search activities. 
The computer lab includes Internet access, printer, fax machine and photocopier. 

 
In order to identify candidates who are ready to transition to Professional Development, the Staff 
Assistant reviews the job coach list to determine which participants are nearing the end of their 
credential-based education program or WEX placement. The Staff Assistant informs the Job 
Coach who subsequently informs the participant’s credential-based education or WEX worksite 
supervisor of the participant’s impending transition off of the site. 

 
When participants are in Professional Development, Job Coaches meet with them on a weekly 
basis in order to monitor their progress and address any issues or concerns. Job Coaches continue 
to document all interactions through case notes in the data management system within 24 hours 
of the interaction. In the event a participant fails to perform successfully in Professional 
Development, the Job Coach, in coordination with the Professional Development instructor, 
addresses concerns such as poor attendance and lack of engagement in class. These concerns are 
clearly documented in the participant’s case file. 

 
Participants who fail to secure unsubsidized employment during their time in Professional 
Development are not eligible for additional subsidized activities through DCCC and are referred 
back to one of four American Job Centers or the referring agency for additional employment 
services. 

 

OTHER ACTIVITY AND SERVICE OPTIONS 

At the conclusion of JRT, participants enroll in an appropriate activity or service based on their 
IEP, e-CASAS scores, and personal desire. Some participants benefit from alternative kinds of 
subsidized activity that enhance their likelihood of obtaining and maintaining long-term 
employment. Participants enrolled in these activities also receive a wage of $10.00 per hour for 
their participation. DCCC offers a number of alternatives to WEX including: 

 
1. Adult Basic Education (ABE) 

The Adult Basic Education (ABE) activity is encouraged for all participants who lack a 
high school diploma or General Educational Development (GED). The ABE activity is 
typically provided in conjunction with WEX or another employment activity, but may be 
engaged in full-time. 

 
Several types of ABE programs may be considered, depending on the specific 
requirements of the participant. Among these is high school equivalency, such as external 
diploma or GED, or basic math or literacy skills programs. For participants who require 
English-as-a-Second Language (ESL) training, an appropriate resource is provided. 

 
After the Intake Specialist or Job Coach and participant have made the decision that ABE is an 
appropriate activity, the following process is initiated: 
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● If the participant concurrently enrolls in WEX, the Job Coach contacts the WEX worksite 

supervisor to make the necessary arrangements for the participant to attend ABE. 
● If the participant fails to perform successfully in ABE, the Job Coach reassesses the 

situation to make an appropriate service decision, documenting all reasoning in 
participants’ case files. 

 
Participants may enroll in ABE and GED full-time for up to nine months and will receive a wage 
of $10.00 per hour for their participation. 

 

UNSUBSIDIZED EMPLOYMENT 

The ultimate mission of DCCC is to provide a viable avenue of training and work experience 
through which participants may pursue and obtain unsubsidized employment. Additional goals of 
long-term financial self-sufficiency, a permanent break from negative behavior and career 
advancement are also considered essential by-products of DCCC’s overall mission. 

 
In order to maximize DCCC’s effectiveness, Job Coaches assess participants to determine the 
appropriate strategy for unsubsidized placement. While both Job Coaches and Job Developers 
serve as primary resources for unsubsidized placement assistance, Job Coaches play a larger role 
in preparing participants for that step. In order to determine when a participant is ready to begin 
the unsubsidized job search, the Job Coach: 

 
● Meets with participants to discuss the job search process and establishes job search plans 

that may include enrollment in Professional Development; 
● Reviews and reinforces job search techniques originally covered in JRT. This may  

include practicing interviewing skills, updating or revising participants’ resumes, and 
identifying potentially productive sources for job openings and leads; and 

● Emphasizes the importance of making the job search a self-directed activity to the 
maximum extent possible, encouraging participants to refine the skills that will enable 
them to conduct future job searches independently. 

 
The Job Coach serves as a continuous source of support throughout a participant’s search for 
unsubsidized employment. By providing comprehensive assistance, making job referrals, 
providing guidance for self-directed employer contacts and debriefing participants after 
unsuccessful interviews, Job Coaches spend a significant amount of time with participants. 
Job Developers are responsible for identifying job leads for participants who are declared ready 
for unsubsidized placements. A valid job lead is one in which the employer has committed to 
hiring DCCC participants as long as they do well in the interview process. Once an employer has 
agreed to consider hiring from DCCC’s pool of applicants, it is the dual responsibility of the Job 
Developer and Job Coach to match participants to specific job leads. 

 
In the event a participant’s WEX worksite decides to employ him/her for an unsubsidized 
position or a participant obtains an unsubsidized position on his/her own, an “Unsubsidized 
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Placement Verification Form” (Attachment F) must be completed and submitted to the 
participant’s Job Coach. In addition to other information about the unsubsidized employer, the 
form includes the participant’s rate of pay as well as the participant’s official start date – the date 
the worksite becomes responsible for paying 100 percent of the participant’s wages. The 
information from the Unsubsidized Placement Verification Form is entered into VOS by the Job 
Coach within 48 hours of placement. 

 
Retention Strategies 

 
To reward DCCC participants who obtain and retain unsubsidized employment, retention 
incentives are available to participants who provide proof that they have obtained unsubsidized 
employment and retained said employment for pre-determined benchmarks up to one year. The 
objective of the Career Connections (DCCC) Program retention incentive plan is two-fold. First, it 
promotes long-term economic self-sufficiency and job retention of young adults who are justice 
involved. Secondly, it assists in closely monitoring the progress of participants on a monthly basis 
and obtains pertinent information from participants who achieve 30-day, 90-day, and 180-day and 
one year job retention benchmarks.  
 
In order to be eligible to receive a retention incentive, a participant must have obtained permanent, 
unsubsidized employment and have completed his/her last DCCC activity within the last 30 
calendar days. Each participant is required to read and sign an “Acknowledgement of Eligibility 
Requirements for the Retention Incentive” (Attachment H). Following the obtainment of 
unsubsidized employment, Career Connections Retention Specialists make contact with the 
participant via telephone at least once per month, and during that contact request submission of 
paystubs to verify continued employment. All submitted documentation is retained in the 
participant’s case file. The Retention Specialist is also available to meet with the participant to 
address any employment questions or concerns. As the participant meets additional incentive 
employment benchmarks (90-day, 180-day and 1–year) the Retention Specialist continues to 
request the submission of paystubs to verify bonus eligibility. Participants may receive an incentive 
for each benchmark only once.  
 
Participants who were once active participants in the program, but who are deemed inactive due to 
termination from any component of the program, whether voluntarily or involuntarily, are not 
eligible to receive a retention incentive of any kind. 
 
Participants and previous participants are eligible to receive retention incentives totaling a 
maximum of $1,150.00. Retention incentives are contingent upon yearly funding availability. The 
following are the five benchmarks for which a participant may earn a retention incentive:  
 

1) Independently Secured Employment: Participant must obtain unsubsidized employment 
without the assistance (i.e. leads or referrals) of any DCCC staff member to receive a 
retention incentive in the amount of $100. Participants must provide proof that they 
have worked, at minimum, an average of twenty-five (25) hours per week by submitting 
at least one (1) pay stub to the assigned Retention Specialist. Participants have 30 days 
from the start date of their unsubsidized employment to submit a paystub. The retention 
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incentive is awarded to the participant no more than two pay periods following 
managerial approval of the award. 

 
2) 30-Day Unsubsidized Employment: Participant must work, at minimum, an average of 

twenty-five (25) hours per week for a period of 30 consecutive days to receive a 
retention incentive in the amount of $50. Participants are required to submit all paystubs 
from the 30 day period to the assigned Retention Specialist. The retention incentive is 
awarded to the participant no more than two pay periods following managerial approval 
of the award.  

 
3) 90-Day Unsubsidized Employment: Participant must work, at minimum, an average of 

twenty-five (25) hours per week for a period of 90 consecutive days to receive a 
retention incentive in the amount of $200. Participants are required to submit all 
paystubs from the 90 day period to the assigned Retention Specialist. Participants may 
omit one (1) paystub. However, the remaining paystubs must reflect a minimum of 25 
hours worked per week over the 90 day period. The retention incentive is awarded to 
the participant no more than two pay periods following managerial approval of the 
award.  

 
4) 180-Day Unsubsidized Employment: Participant must work, at minimum, an average of 

twenty-five (25) hours per week for a period of 180 consecutive days to receive a 
retention incentive in the amount of $350. Participants eligible to receive this incentive 
must have previously been awarded the “90-Day Unsubsidized Employment” retention 
incentive. Participants are required to submit all paystubs from the 180 day period to the 
assigned Retention Specialist. Participants may omit two (2) paystubs. However, the 
remaining paystubs must reflect a minimum of 25 hours worked per week over the 180 
day period. The retention incentive is awarded to the participant no more than two pay 
periods following managerial approval of the award.  

 
5) 1-Year Unsubsidized Employment: Participant must work, at minimum, an average 

twenty-five (25) hours per week for a period of one calendar year to receive a retention 
incentive in the amount of $450. Participants eligible to receive this incentive must have 
previously been awarded the “90-Day Unsubsidized Employment” and the “180-Day 
Unsubsidized Employment” retention incentives. Participants are required to submit 
80% of their paystubs from the eligibility period and paystubs must reflect a minimum 
of 25 hours worked per week during that time. The retention incentive is awarded to the 
participant no more than two pay periods following managerial approval of the award.  

 
All retention incentives require that a participant work an average minimum of twenty-five (25) 
hours per week. Verification of hours can only be accomplished through submission of paystubs to 
the assigned Retention Specialist. Letters from employers may be not be accepted to verify 
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employment or hours worked. Participants may receive any rate of pay (as long as the rate meets or 
exceeds the minimum wage rate for the respective state) and the retention incentive awarded is not 
subject to proration based on a participant’s rate of pay.  
 
Participants must be continuously employed for the duration of all eligibility periods. A participant 
may transition to a new employer at any point during the eligibility period should they be offered a 
more lucrative opportunity or should the participant’s position be terminated with the employer of 
record due to funding issues. The participant may not be out of work for more than two (2) week 
(as verified through paystubs/pay summaries) and the transition must not be due to termination 
(which is subject to verification). The change of employment must be reported to the Retention 
Specialist and a new “Unsubsidized Verification Form” must be completed.  
 
In the event a participant is eligible for a retention incentive, the Retention Specialists compiles a 
retention incentive package that includes the following and be forwarded to the Associate Director 
or Operations Manager for review and approval: 
             

• Paystubs from all eligible pay periods  
• “Acknowledgement of Eligibility Requirements for the Retention Incentive” form 

completed and signed by the participant and Intake Specialist.  
• “Retention Incentive Payment Request” form (Attachment I) completed and signed by the 

Retention Specialist and Associate Director.  
 
All incentive and bonus payments are issued in accordance with the approved Participant Pay and 
Supplemental Pay Schedule developed by the DOES Office of Information Technology (OIT) and 
the Office of the Chief Financial Officer (OCFO). 
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Attachment A: Orientation Attendance Log 

 
 

(Sample) DC Career Connections 
Orientation Sign – In Log 

February 13, 2017 
  

Last Name 
 
First Name 

 
Signature 

 
Sign-In 

 
Sign-Out 
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Attachment B: Intake Referral Form 
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Attachment C:  Uniform Referral 
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Attachment D:  Participant Evaluation Form 

 
General Information 
Participant PID:  

Name of Training Center: DC Career Connections 

Training Facilitator Case Manager:  

 
 
Does Not Meet Expectations: 1 Meet Expectations: 2 Exceeds Expectations: 3 

 

Follows established time and attendance procedures including lunch and break periods: 1 2 3 

Shows the ability to do well in an interview: 1 2 3 

Exhibits sound judgment and autonomous decision-making ability: 1 2 3 

Receptive to constructive criticism (from staff and /or peers): 1 2 3 

Shows the ability to follow instructions: 1 2 3 

Completes all work assignments: 1 2 3 

Presents a clear understanding of the curriculum: 1 2 3 

Demonstrates effective conflict resolution strategies: 1 2 3 

Displays a positive self-esteem/self-confidence: 1 2 3 

Takes ownership for personal success; is accountable: 1 2 3 

Has a clear understanding of “career ladder” (steps to reaching goals): 1 2 3 

 

Overall Rating: 
 
 

General Comments: 
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Attachment E:  Unsubsidized Verification Form 

 
UNSUBSIDIZED EMPLOYMENT VERIFICATION FORM 

Department of Employment Services, Division of State Initiatives 
 
CLIENT INFORMATION  

Client First Name: __________________________ Client Last Name: ______________________________  

Client Address: 

______________________________________________________________________________________  

City: _____________________ State: _________ Zip Code: __________ Client SSN (last 4): ____________  

Client Phone #: ____________________________ Alt. Client Phone #: ____________________________ 

Client Email: ________________________________________ DOES Program (select one): DCCC ☐ PE   

EMPLOYER INFORMATION  

Employer Name:_______________________________________________________________________  

Employer Sector (select one): DC Government ☐ Federal Government ☐ Private ☐ Non-Profit ☐  

Employer Contact Person: ________________________________________________________________  

Employer Address: ______________________________________________________________________  

City: __________________________________ State: _________________ Zip Code: _________________  

Employer Phone #: ________________________ Employer Email: ________________________________  

Client’s Job Title: ______________________________________ Client’s Start Date: _________________  

Located Own Employment? Yes ☐ No ☐ Type of Employment (select one): Full Time ☐ Part Time ☐  

Work Schedule: From _________ To ____________ Number Hours Worked Weekly: _________________  

Payment Cycle (select one): Weekly ☐ Bi-weekly ☐ Other ☐  

Hourly Rate: ____________________________ Yearly Salary: ___________________________________  

Health Benefits Provided? Yes ☐ No ☐ Supervisor’s Name: ____________________________________  

FOR OFFICE USE ONLY  

Date Form Completed: _______________  

Staff Name: ____________________________________ Job Title: ________________________________  

Job Developer: _________________________________ Case Manager: ___________________________  

Staff Signature: _________________________________________  
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Attachment F:  Non-Receipt Acknowledgement Form 

 
 

GOVERNMENT OF THE DISTRICT OF COLUMBIA 
Department of Employment Services 

Non-Receipt of Subsidized Wage Acknowledgement Certification Form 
 
 
 

Intake Specialist Date 
 
 
 
 
 

Participant Name Last 4 digits of SS# 
 
 
 
Participant: Please attest to the following statement. 

 
I attest that, in order to receive the subsidized wage during the Job Readiness Component of DC Career 
Connections, I must successfully complete the class and graduate. I understand that I am not eligible for 
the subsidized wage if I do not complete and graduate from Job Readiness. 

 
 
 

Participant Signature Date 
 
 
 
 
 

Staff Signature Date 
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Attachment G: Acknowledgement of Eligibility Requirements for Retention 
Incentive Form 

 
 

GOVERNMENT OF THE DISTRICT OF COLUMBIA 
Department of Employment Services 

Acknowledgement of Eligibility Requirements for the DC Career Connections 
Retention Incentive 

 
 
 

Participant Name Last 4 digits of SSN 
 
 

Retention Specialist 
 

In order to be eligible for the DCCC Retention Incentive Award, I attest and agree to the following: 
 

● My employment was obtained, either independently or through the assistance of DCCC, no more 
than 30 calendar days following my last official DCCC work activity; 

 
● I am currently enrolled in a DCCC-approved credential bearing activity; 

 
● I will maintain regular contact with a DCCC Retention Specialist and provide employment 

updates as needed. 
 
 

Participant Signature Date 
 
 
 
 

Staff Signature Date 
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Attachment H:  Retention Incentive Payment Request Form 

 
 

 
GOVERNMENT OF THE DISTRICT OF COLUMBIA 

Department of Employment Services 
 

CAREER CONNECTIONS RETENTION INCENTIVE 
PAYMENT REQUEST FORM 

 
Participant Name:                                                    Last 4 of SSN:  
 
Employer Name: 
 
Retention Specialist:                                                 Date Requested:  
 

RETENTION INCENTIVE PAYMENT BENCHMARK ACHIEVED 
(Indicate the benchmark achieved by entering the eligibility period) 

 
 

BENCHMARK 
ELIGIBILITY 
PERIOD    
(FROM – TO) 

AMOUNT 

Independently Secured 
Unsubsidized employment 

 $100.00 

Job Retention – 30 Days  $50.00 

Job Retention – 90 Days  $200.00 

Job Retention – 180 Days  $350.00 

Job Retention – 1 year  $450.00 
 
CERTIFICATION 
 
I hereby certify that the above Career Connections participant has met all established requirements 
for the Retention Incentive Award designated above.  Copies of all required documentation for the 
applicable benchmark are attached to this request. 
 
_________________________    ______________________  
Retention Specialist Signature    Date   
____________________________________  ______________________ 
Career Connections Associate Director   Date 

Q083



District of Columbia Career Connections (DCCC) SOP 36 

 

 

 
Attachment I:  Host Agency Worksite Agreement 
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IX 
 

 

PROJECT EMPOWERMENT OFFICIAL FORMS 

 

 Intake Referral Form 

 Intake Packet: 

o D.C Government, DOES –Transitional Employment Program Customer Employment and 

Assessment Form (3 pages) 

o D.C. Government, DOES – Non Receipt of Benefit Certification form 

o D.C. Government, DOES – Acknowledgement of Eligibility Requirements for Project 

Empowerment Retention Incentive form 

o D.C. Government, DOES Participant –Workplace Agreement form 

o The U.S. Department of the Treasury, Internal Revenue Service –W-4 form 

o Government of the District of Columbia, --D-4 DC Withholding Allowance Certificate 

o D.C. Government, DOES –Non Receipt of Subsidized Wage Acknowledgement 

Certification form Customer Resume form (2 pages)  

 Greater Access Project Referral form 

 Project Empowerment Uniform Referral form 

 Host Agency Worksite Agreement 

 Work Experience Extension/Intent to Hire form 

 Project Empowerment Work Experience Participant Progress Report 

 Job Search Tracker  form 

 Unsubsidized Employment Verification form 

 Retention Incentive Payment Request form 

                                                
i
 Intake Referral form 

ii
 Intake Packet 

iii
 Greater Access Project Referral form 

iv
 Project Empowerment Uniform Referral form 

v
 Host Agency Worksite Agreement 

vi
 Work Experience Extension/Intent to Hire form 

vii
 Project Empowerment Work Experience Participant Progress Report 

viii
 Job Search Tracker  form 

ix
 Unsubsidized Employment Verification form 

x
 Retention Incentive Payment Request form 
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