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Career planners attempt at
least one qualifying contact
every 30 calendar

days. The 30-calendar-day
standard is the minimum
required contact
frequency. DWD-DET
strongly encourages career
planners to increase
contact frequency during
key phases of program
participation, including
enrollment and
onboarding, training
transitions, and active job
search. This allows contact
strategies to be tailored to
each participant’s stage in
the program.
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DWD-DET REQUIRES CAREER PLANNERS TO ATTEMPT
AT LEAST ONE QUALIFYING CONTACT EVERY 30 CALENDAR DAYS

31-60

61-90

If no response is received within the first 30 days,
career planners must document the attempted
contact and make at least one additional contact
attempt during this period using a different
communication method than the initial attempt.
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During the next 30-day period, career planners must
make at least two contact attempts using two different
communication methods (e.g.: phone, email, text,
mail) on two separate dates. An Exit Warning Letter
must be issued during this period and qualifies as one
attempt.

AN EXIT WARNING LETTER

must also be issued to the participant
during this period notifying the
participant that continued non-response
may results in program closure if no
participation-causing services are active
or planned.

REQUIRED THIS PERIOD

—0=0

USING 2
DIFFERENT
COMMUNICATION

ON2
SEPARATE

AT LEAST 2
CONTACT
ATTEMPTS

DATES

METHODS
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Days

AFTER 90 DAYS
{FINAL 30-DAY PERIOD)

If attempts to contact the participant remain
unsuccessful and the participant has had no services, no
response, and no planned future services for 90
consecutive days, an Exit Final Letter must be sent to
notify the participant that their WIOA case has been
closed.

AN EXIT LETTER

must be issued to the participant
informing them of their program exit
date after 90 consecutive days have
elapsed with no services received and no
planned future services.

(FINAL PERIOD)

[ IMPORTANT: All contact attempts and letters must be documented in the case record, including dates, methods used, and participant response (or lack of response). ]

Contact Escalation Steps

Step | Calendar | Min. # of Methods Min. Unique Next Step
Days Attempts Attempt Days
1 1-30 1 Any 1 Successful = Repeat this Step.
Not Successful = Proceed to Step 2.
2 31-60 2 Any 1 Successful = Return to Step 1.
Not Successful = proceed to Step 3.
3 61-90 2 At least 2 different methods | 2 Successful = Return to Step 1.
which includes the required Not Successful = proceed to Step 4.
exit warning letter
4 91+ 1 Exit letter 1 Exit participant from program.
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1-30
Days

1-30 DAYS

Career planners attempt at
least one qualifying contact
every 30 calendar

days. The 30-calendar-day
standard is the minimum
required contact
frequency. DWD-DET
strangly encourages career
planners to increase
contact frequency during
key phases of program
participation, including
enrollment and
onboarding, training
transitions, and active job
search. This allows contact
strategies to be tailored to
each participant's stage in
the program.

(FIRST 30-DAY PERIOD)

DWD-DET REQUIRES CAREER PLANNERS TO ATTEMPT
AT LEAST ONE QUALIFYING CONTACT EVERY 30 CALENDAR DAYS

31-60

61-90

Days

31-60 DAYS

If no respanse is received within the first 30 days,
career planners must document the attempted
contact and make at least one additional contact
attempt during this period using a different
communication method than the initial attempt.
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61-90 DAYS

During the next 30-day period, career planners must
make at least two contact attempts using two different
communication methods (e.g.: phone, emai, text,
mail) on two separate dates. An Exit Warning Letter
must be issued during this period and qualifies as ane
attempt.

AN EXIT WARNING LETTER

must also be issued to the participant
during this period notifying the
participant that continued non-response
may results in program closure if no
participation-causing services are active

or planned.
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If attempts to contact the participant remain
unsuccessful and the participant has had no services, no
response, and no planned future services for 90
consecutive days, an Exit Final Letter must be sent to
notify the participant that their WIOA case has been
closed.

AN EXIT LETTER

must be issued to the participant
informing them of their program exit
date after 90 consecutive days have
elapsed with no services received and no
planned future services.

(FINAL PERIOD)

IMPORTANT: All contact attempts and letters must be documented in the case record, including dates, methods used, and participant response (or lack of response).
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