
JFES Case Management Status Update Report
Instructions for Completing

The report is due on the fifteenth (15th) business day of the month and is to include information
on the status of the caseload as of the end of the previous month.

Section 1. JFES Case Manager Positions:

A. Enter the number of filled full-time and part-time JFES case managers for the time period of
the report.

B. Full-time JFES case managers are those that work the number of hours considered to be full-
time by the case management agency and work exclusively as JFES case managers.  They do
not have any other responsibilities such as supervisory or One-Stop case management.

C. Part-time case managers include all case managers who work as a JFES case manager for
fewer than full-time hours as defined by the case management agency.  A full-time employee
that only works part-time as a JFES case manager because the remainder of his/her time is
spent on other responsibilities such as supervision, One-Stop case management or One-Stop
job development should be counted as part-time.

D. Enter the number of vacancies for the time period of the report.
E. Enter the highest and lowest caseload size for full-time and part-time case managers.

Caseload size as reported here should only include active TFA cases.

Section 2.  Full Time Equivalents:

A. On the first line, enter the number of weekly hours considered full-time by the case
management agency.  For example, 40, 35 or 37.5 hours are typical full-time workweeks.

B. Enter the total number of full-time equivalent (FTE) case management positions, excluding
any staff that do not carry a caseload such as supervisors.  For example, 10 full-time and 4
part-time case managers may actually total 12.6 FTEs (Ten FTEs + Four .65 FTEs).

C. To determine the average caseload per FTE, divide the total active caseload by the total
number of FTEs.

Section 3. Active TFA Caseload:

Enter the total number of active TFA cases for the time period covered by this report, which
would be as of the end of the previous month.

Section 4. Post TFA Caseload:

Post TFA Participants have a closed TFA status but remain in an activity for a short-period of
time.  Example:  A participant was assigned to a Vocational Education program and their TFA
was closed on 3/31, however, his/her training was scheduled to end 4/30.  The participant may
complete the training, though she/he will not be sanctioned for non-compliance and verification
of actual attendance is not required.

Please include any comments you may have regarding the information report above, sign, date
and fax to Marie Cianciolo at 860-263-6579 or email to marie.cianciolo@ct.gov.


