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On behalf of Washington Literacy
Center (WLC), we welcome youl!
We are looking forward to
working together to help you
accomplish your educational
goals!
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whoweare

The Washington Literacy Center(WLC) is
a nonprofit organization that has been
helping DC residents, with the greatest
barriers and fewest resources, learn to
read since 1963.

Starting off as an all-volunteer
initiative, the WLC has grown into a
dynamic nonprofit with full-time staff
members, instructors and passionate
volunteers.
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To help educate DC
residents with the

greatest barriers and
the fewest resources.

To provide students with
direct instruction in reading,
spelling, math, and digital
literacy skills so learners can
enter an Education or Training
Program, and obtain
or improve their current
employment status.
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Math Literacy
Presentations are communication E|
tools that can be used as lectures. E‘

Reading Literacy
N P Presentations are communication
el ksl tools that can be used as lectures.

Others -
Certifications, job, and educational LEHRRN
placement services (Coming soon!)

Digital Literacy
Presentations are communication
tools that can be used as lectures.

orogramservices
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Your CASAS scores will help your case

manager and EOT Navigator guide you to
m the best route to reach your career goals.

WLC is a CASAS
testing Center.

programservices
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* Provide educational assessments/CASAS

* Inform students of activities that will
assist with their education

* Education Placement Assistance

» Supportive Services (including barrier
remediation)

* Professional Development

* Work Experience

BXxpectations
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e Continuously communicate with your
Case Manager

* Meet required hours per DHS through
assigned/agreed upon activities

* Participation in structured agreed
upon activities

e Turn in all documentation in a timely
manner

e Pursue education & training
opportunities
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hour customers must participate at least four (4) hours
a day during a five (5) day week.

hour customers must participate at least six (6) hours
a day during a five (5) day week.

requiredhours

hour customers must participate at least seven (7) hours

a day during a five (5) day week.
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Government of the District of Columbia

* k% Department of Human Services (DHS) o
T— Economic Security A dministration (ESA)
Office of Performance Monitoring (OPM)
| ] Universal Weekly Time and Attendance Report e | s
Customer Name: SSN (Last 4 digits): Week ending Date, (MM/DD/YY):
Fri. or Sat.
DAY T SUN T MON T TUES T WED THURS T FRI T SAT

Customers must e — R LM S EE A

Unsubsidized employment

End Hrs. Start

End

Hrs Start

Work Experience

Job Search/Reaciness

submit their e

On-the Job-Training

‘Community Service

timesheet to their e

Job Skills Trainirg

case manager ——

Homework Time
EXCUSED ABSENCE

Holiday

each Friday, no

Customer Acknowledgement: | hereby confirm that | engaged in the activities recorded in this timesheet for the reported number of hours. |
later than 5:00pm
L L]
i 1 Y : (1) the customer in core and non-core activities were supervised; (2) all entries in this timesheet are complete and accurate.
Primary Case Manager (Print Name): Primary Case Manager (Signature): Date: Contact Number/Businass Email:
Primary Activity Instructor (Print Name): Primary Activity Instructor (Signature): Activity: Date: Contact Number/Businass Email:
y y (P y Activity Instructor Activity: Date: Contact Number/Businass Email:
Note: (1) Participants are eligible to receive a $15 daily stipend if they oved core and (4) hours per ime

d d

can only be used for L

timesheets

GED/SSED, and pr I

't require Start/End time. Reasons for

time; (3)
mustbe the Customer’s 4

Version: February 2020
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supportingdocuments

Government of the District of Columbia
Department of Human Services
Economic Security Administration

Timesheets must | —————

Customer Name: Last 4 Digits SSN: TEP Provider Name Week Ending Date

be submitted with

Note: Weekend and off-hour 2Gen activity must be pre-arranged between the Case Manager and the Customer to include
location of the activity and the service delivery party, if applicable; this must be case noted in CATCI prior to the start of
the activity.

h ]
a tta C e S Upp Ortl n g Childhood Development A ctivity Description Activity Date  No. of Hours Verification Method

documentation. e s

Manager

O Thursday
O Friday
Osatorday [
aswmdoy [ [ |
Health and Well-Being Aclivity Descriplion Aclivity Date  No. ofHours Verification Method
° (To be completed by Case
M anager)

OMonday | | | |

timesheets =====
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Timesheet and supporting documentation must meet quality standards
to be approved. No white-out, no scratch-outs, and no write overs.

Approved Denled

bl e — .. — & S e
eees e * vrca e *
s i e o S S o s e S ey J8O

1©®
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compensation

""‘“----, - m.ﬁﬂa-,-..mr.aﬂ-- Customers receive
participating in

T SN PR OO N NN [T O [N R [N NN SR B IR RS 5SS ENST N O N N IS PR
L I I PR S D1
2 REmesd | oot seves Bt Srgeged & Bo wavien teemied & B nmien e S repeed st o

—_— s Approved Core/

-—-ab. e i L T e
_h-

Non-Core activities.
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stipends
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payment calendat

Stipends are paid JANUARY

two (2) weeks after T T

the timesheet is B B B )
submitted. ) T B B B R R

Receive
PPPPPPP

stipends [~
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Category 1 Category 2
7-11 months 4-6 months

Category 3 Category 4 Category 5
1-3 months 30 days 1 day
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nolicies

classrooms & buildinc

No parking at the Thurgood Marshall Center (WLC)
Cell-phones must be silenced during classroom time
Students are expected to dress modestly and
appropriately

No children or youth allowed during classroom time
Computers may only be used for WLC related
purposes

Food is not allowed in classrooms

Rude behavior or foul language will not be tolerated
under any circumstance

Discrimination or sexual harassment of any kind
from or towards a student, volunteer, instructor,
staff or other will not be tolerated under any
circumstance
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policies

Falsification of Timesheets
Unreported employment & income
Tax withholding from other states

False Identity
Theft of personal items, checks or WLC's

banking information)

Child out of home

Receipt of TANF or other public assistance
from other states

Any other suspected improper procedure

not covered
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. exemptions

S

S

D e Child under the age of one (1) year
D * Under the age of nineteen (19)
G e Over the age of sixty (60)
CE—  If you areill or disabled, you can file for an
S exemption

* If you have aniill or disabled family
member on your TANF grant you can file
for an exemption.

policies
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grievances

* Request a meeting with your Case Manager.

* Request a meeting with WLC Program Manager

* Please call (202) 387-9029 or send an email to:
TANF@washlit.org

policies
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sanctions process

Receiving A Sanction

You qualify for a sanction when you fail to
participate with WLC for a consecutive four
weeks.

Clearing A Sanction

The only way to clear a sanction is by
participating with WLC for a consecutive four

policies ™
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Shayla Mack

Education and Occupation Trainer
(EOT)

shayla.mack@washlit.org

Donovan Barnes
Customer Navigator
donovan.barnes@washlit.org

staff&

Omar Hasan
Case Manager
omar.hasan@washlit.org

y ;
Ashleigh Wingfield
Outreach Specialist
ashleigh.wingfield@washlit.org

leesha Reid Brit Gourdine
Case Manager Program Manager
ieesha.reid@washlit.org brit.gourdine@washlit.org

TN

Katina Bryant
Quality Control
katina.bryant@washlit.org
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et ol
more/information, pled®€lvisit us at
washlit.org or call us at(202)-387-9029
g = wANF@washlut org
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