
MFIP ACTIVITY TIP SHEET 
 

 

This MFIP Activity Tip sheet provides a quick reference tool on how various Employment Services (ES) activities are verified and counted. See 
Appendix E in the Employment Services Manual for more detailed information. 

 

Activity Documentation Hourly Tracking Core/Non Core – Used in 
Work Participant Rate 

Assessment 
Page 14 – MFIP Activity table 

Copies of assessments, notation in case notes. Record hours for each 
week of month. 

Not used. 

Screening  
Page 15 - MFIP Activity table 

Copy of screening tool, notation in case notes. Hours not tracked but 
activity opened and 
closed. 

Not used. 

Job skills training directly related to 
employment  
Page 1 - MFIP Activity table 

School or instructor statement with hours. Record hours for each 
week of month. 

Non core, see page 1 of activity 
table for details. 

Vocational Training/ Education - 12 months or 
less 
Page 1 - MFIP Activity table  

School statement with hours or instructor 
statement. 
 

Record hours for each 
week of month. 

Core, for 1st 12 months in a 
lifetime. 

Vocational Training/ Education - 13 to 24 
months 
Page 2 - MFIP Activity table 

School statement with hours or instructor 
statement. 

Record hours for each 
week of month. 

Core, for 1st 12 months in a 
lifetime. 

English as a Second Language (ESL)Training 
Page 3 - MFIP Activity table 

Monthly school attendance sheet with hours or 
instructor statement. 
 

Record hours for each 
week of month. 

Non core, see page 3 of activity 
table for details. 

Adult Basic Education (ABE)/ Remedial 
Training 
Page 4 - MFIP Activity table 

Monthly school attendance sheet or instructor 
statement. 

Record hours for each 
week of month. 

Non core, see page 4 of activity 
table for details. 

Functional Work Literacy (FWL) 
Page 5 - MFIP Activity table 

Monthly school attendance sheet with hours 
sheet or instructor statement. 
 

Record hours for each 
week of month. 

Non core, see page 5 of activity 
table for details. 

High School Completion 
Page 6 - MFIP Activity table 

Monthly school attendance sheet with hours or 
instructor statement. 

Record hours for each 
week of month. 

Non core, see page 6 of activity 
table for details. 

General Educational Development (GED) 
Training 
Page 7 - MFIP Activity table 

Monthly school attendance sheet with hours or 
instructor statement. 

Record hours for each 
week of month. 

Non core, see page 7 of activity 
table for details. 

On-The-Job Training (OJT),  Public Sector 
Page 7 - MFIP Activity table 

FW will collect check stubs and HRF. Optional, on MAXIS. Core. 
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Activity Documentation Hourly Tracking Core/Non Core – Used in 
Work Participant Rate 

Community Service 
Page 8 - MFIP Activity table 

Client statement verified by on-site supervisor. Record hours for each 
week of the month. 

Core. 

Grant Diversion 
Page 9 - MFIP Activity table 

FW will collect check stubs and HRF. Optional, on MAXIS. Core. 

Community Work Experience Program (CWEP) 
Page 9 - MFIP Activity table 

Client statement verified by on-site supervisor. Record hours for each 
week of month. 

Core. 

Paid Work Experience  
Page 10 - MFIP Activity table 

FW will collect check stubs and HRF. Optional, on MAXIS. Core. 

Unpaid Work Experience 
Page 10 - MFIP Activity table 

Client statement verified by on-site supervisor. Record hours for each 
week of month. 

Core. 

Holding 
Page 15 - MFIP Activity table 

Case notes. No hours tracked. Not used. 

Holding – Sanction 
Page 15 - MFIP Activity table 

Case notes. No hours tracked. Not used. 

Job Search 
Page 11 - MFIP Activity table 

Weekly signed client statement with actual 
hours.  Daily supervision required. 

Record hours for each 
week of month. 

Core, see page 11 of activity 
table for details. 

Employed Less Than 30 Hours Per Week  
Page 11 - MFIP Activity table 

FW will collect check stubs and HRF. Optional, on MAXIS. Core. 

Employed 30 Hours or More Per Week 
Page 12 - MFIP Activity table 

FW will collect check stubs and HRF. Optional, on MAXIS. Core. 

Participating in Social Services 
Page 12 - MFIP Activity table 

Case notes, phone contacts. Record hours for each 
week of month. 

Not used. 
 

Providing Child Care for Parent Working in a 
Community Service Program 
Page 13 - MFIP Activity table 

Client statement with actual hrs. Record hours for each 
week of month. 

Core, see page 13 of activity 
table for details. 

Family Violence Waiver 
Page 16 - MFIP Activity table 

Signed client statement with actual hours. Hours tracked weekly 
under Other activities. 

Not used, see page 16 of 
activity table for details. 

Other 
Page 14 - MFIP Activity table 

Case notes. Record hours for each 
week of month. 

Not used, see page 14 of 
activity table for details. 
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