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Introduction

REDCap is an online secure data collection tool for all Interior Health (IH) Mental Health
and Substance Use (MHSU) staff and IH contracted services providing programs and
supports to clients under the federal Workforce Development Agreement (WDA).

The WDA is a cost sharing agreement between the Government of Canada and the
Province of BC. Under the WDA, the Government of Canada contributes a portion of the
province’s annual costs for pre-employment support services, supported employment
services and supported education client services.

WDA program participants are individuals with moderate to severe mental health and/or
substance use issues who want to improve their basic work habits, skills, and
behaviours. Clients using these services aim to improve their employability, increase
their sense of independence, and enhance their opportunities for community and social
integration. Programming supports include basic social skill development, supported
education and training programs, and opportunities to gain and maintain employment
through ongoing individualized supports.

All IH MHSU staff and IH contracted services staff providing WDA services are required
to report client-level data to the Government of Canada. WDA data elements reported in
REDCap are pictured below.

WDA Data Elements
* SIN * Federal Official Language (Svc)
* Name * Employment Status at Intake
* Address * Precariously Employed
* Date of Birth * Name of Intervention
* Telephone Number * Intervention Code
* Email Address * Start Date of Intervention
* Gender |dentity * End Date of Intervention
* Marital Status * Intervention Outcome
* Number of Dependents * Credential/Certificate Earned
* Disability * NOC for Skills Training
* Indigenous Identity » Start Date of Action Plan
* Immigrant Status * End Date of Action Plan
* Immigrant Year * Action Plan Outcome
* Visible Minority * Action Plan Outcome Date
* Highest Level of Education * Increase in Literacy and
+ Federal Official Language Essential Skills

Employment and Labour Market Services Division
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Data is pulled from REDCap by IH quarterly for submission to the provincial
government. Data is submitted to the Government of Canada quarterly.

This technical guide outlines how to access, navigate and understand the data collected
in REDCap for the WDA. For further information on the WDA and REDCap:

e |H MHSU staff: See the MHSU Psychosocial Rehabilitation Toolkit for further
information.

e Contracted service providers: See the WDA Resource Sheet for further
information.

See Appendix A for a list of the WDA categories (Intervention Types) and examples of
services provided under each.

See Appendix B for Intervention Code definitions.
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First Time REDCap Access

IH community MHSU Managers or Team Leads and IH contracted service provider
Managers or Directors must submit REDCap access requests to the IH MHSU Network.

How to Get Access

To request REDCap access, provide your supervisor with the information listed below
so they can forward the request to WDA@interiorhealth.ca.

IH MHSU staff:

e Employee last name
Employee first name
IH employee mnemonic
Employee work email address
Program name (e.g. Trail MHSU)
Manager name
Team Lead name

Contracted service providers:
e Employee last name
Employee first name
Employee work email address
Service Name (e.g. CMHA)
Town
Program Name (e.g. Clubhouse)
Program manager name and contact information (if it has changed)

Once access is granted users will receive an automatically generated email similar to
the image below. This email contains your username. Usernames are automatically
assigned.

e |H MHSU staff: Username is your IH mnemonic (example: test4).
e Contracted service providers (NEW): Username is your Firstname.Lastname
(example: John.Smith).
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£ Reply @_Reply All- € Forward G‘S\M

redcapuser@email.cam 115

REDCap access granted
This is your REDCap User Name

[This message was automatically generated by REDCap]
AREDCap account has been created for you in which your REDCap username is "redcap_user”. Click the link below to set your new password and log in.

After logging in, please make sure to sef up your password recovery question, which will allow you to use the ‘Forgot your password? link on the login page without the need to contact the REDCap
Administrator. You will be prompted to set your recovery question on the My Projects page, but you can also set it on your My Profile’ page under 'Login-related options”

Set your new REDCap password h Click en this link to create you Password and Security Question

Can’t find the automatically generated email in your inbox? Please check your junk e-
mail folder before contacting WDA@interiorhealth.ca for assistance.

Create Your Password

Click on the link in the automatically generated email to set up your password. See
above image for where the link will appear in the automatically generated email. When
you click on the link, you will land on the Set Your Password page, similar to the image
below.

REDCap

Set Your Password

Your password has not been set yet or has been reset. You will need to set your password here to whatever value you wish. Please enter your

desired password below and click the 'Submit’ button. Once your password has been set, you may use it with your username whenever you log in to

REDCap. Please make sure that you write down or remember your new password for future use,. The new password entered must be AT LEAST 9 |
I CHARACTERS IN LENGTH and must consist of AT LEAST one lower-case letter, one upper-case letter, and one number

Username: redcap_user

Create a password using
h the rules highlight in a
red box above. Then

press Submit

Password:

Re-type password:

Submit

REDCap 10.8.3 - ® 2021 Vanderbilt University

Note: Your password must be at least 9 characters in length and must consist of at
least one lower-case letter, one upper-case letter and one number.

You will be asked to enter your password and then re-type the same password. Then
click the ‘Submit’ button.
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Two-Step Verification for REDCap Log In

After clicking ‘Submit’, you will see the Two-step verification for REDCap login
screen, pictured below. Click on the radio button to have a single-use verification code
sent to your work email address.

{5 Two-step verification for REDCap login

Select an option below to complete the second half of REDCap's two-step verification login process.
You will not be able to access REDCap until you have completed this verification step.

Email: Send an email containing your verification code to your email
o X

account.
Send to Myemail@email.com

Click This Radio Button Cancel

You will then see the screen below.

Enter your verification code

Enter the verification code that you obtained from

Email

) Cace

To find your verification code, go to your email inbox. The email containing your
verification code will look similar to the email pictured below. If the email containing your
verification code is not in your inbox, check your junk email folder. Enter the verification
code in the email you receive.
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5 Reply 2 Reply Al (5 Forward G5 1M
IMITPHARnalysts@interiorhealth.ca
REDCap 2-step login

0 Links and other functionality have been disabled in this message. To turn on that functionality, move this message to the Inbox,
The Outlock Junk Email filter marked this message as spam.
We converted this message into plain text format.

Your REDCap verification code is 456686

his code will expire in 2 minutes. L )
( P ) This is your one-time use code that must

be entered into REDCap

Now enter your single use code into REDCap as pictured below and press the ‘Submit’
button. You should see a green Success message like the one below.

If you do not see the Success message, check the code in your email inbox and enter it
again.

Enter your verification code

Enter the verification code that you obtained from

Email

456686 « SUCCESS!

X

Note: You only have two minutes from the time you get the REDCap verification code
emalil to enter the single-use verification code into REDCap.

If you enter the wrong code or if you enter it more than two minutes after you receive
the email with the verification code, you will see the message pictured below.
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Invalid code!

@ Sorry, but you did not enter a valid verification

code. Please try again.

Close

If you entered the wrong code and see the image above, click on ‘Close’ and repeat the
steps above.

If more than two minutes has passed since you received the REDCap 2-step verification
code, click ‘Close’, pictured above, and then click ‘Cancel’, pictured below.

Enter your verification code

Enter the verification code that you obtained from

Email If you waited more than two

minutes then click on Cancel

| Submit | Cancel

Now click on the radio button again (pictured below) and REDCap will send you a new
verification code. You cannot use codes more than once or if the two-minute time limit

has expired.

2 Two-step verification for REDCap login

Select an option below to complete the second half of REDCap's two-step verification login process.
You will not be able to access REDCap until you have completed this verification step.

Email: Send an email containing your verification code to your email
s account.
Send to Myemail@email.com

@)

Click This Radio Button

Repeat the steps above to complete this process and log in to REDCap.
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Password Recovery Question Set Up

After you have successfully logged in you will see the home page below. Click on the

link called ‘My Projects’.

REDCap' rone Buyroess @repsina Biranegvess Wsensx Wuessenser

Welcome to REDCapt

REDCap Features
surveys. REDCaD's
il -G o
H "
ick on Excel and common statsticl pacKages (SPSS. SAS.Stata, R, a5 well 5. bt
frmfricbosod than one Gay, Customizations and changes are possible any tme, even afer
Pro.ects" festures. fle uploading. SUES KOmTD M By
e
/] py— Bt o
e uploading
It eatures. piesse see the Irpning Resources page.
Nonce: #you survey
Fevew an aporovalof the proect 1 requured by your InSURAONS Review Boare of
you
Surrao 97070 Extension: 12435 = or
00 website,or print o0 a fyer,
whea there s
the server
Opendots
e
reateme.
-
5V datafor easy ansyss n SAS.Sata. R 5955, or Microsoft Exced.
yor ttool, A0

You will now see the Set Up Password Recovery Question screen. This screen
allows you to create your password recovery question. To set up your password

recovery question:

Enter your email address.
Click ‘Save’.

PoONE

Set Up Password Recovery Question

Select a question from the drop-down menu.
Type an answer to the question you selected.

To help you easily and quickly recover your REDCap password (in case you forget it in the future). we
need you to select a security question of your choice below and then provide an answer for it. Once
you have filled out this information, if you forget your password, you can click the 'Forgot Your Password?' link
on the REDCap login screen, and it will ask you to provide a correct answer to your security question (the one
you will select below). In such a case, it will send a new temporary password to the email address associated
with your REDCap account. Setting up your password recovery question below will prevent you from having to
‘wait on a REDCap administrator to reset it manually if you ever forgot your password.

NOTICE: It is highly recommended that you set your password recovery question now, or else you might get
accidentally locked out of your REDCap account.

Select a question: ‘ [What was you

Provide answer to question: (not case sensitive)
provide and

Please confirm your email address: | david.surrao@interiorhealth.ca answer to the
(If you attempt to recover your password, your new password will be sent to this email address.) question

ot now. Remind me again in 2 days. Then press
‘ ﬁ SAVE

You are now set up in REDCap and can begin reporting.
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General Log-In Information for Users

Once you have followed the steps above and are set up in REDCap, log in to REDCap
by opening a Web Browser and typing https://redcap.interiorhealth.ca/redcap/ in the
URL at the top of the page. Google Chrome is recommended.

You will now see the REDCap Log In page pictured below. Enter your username and
password, then click ‘Log In’.

REDCap

LogIn

Please log in with your user name and password. If you are having trouble logging in, please contact REDCap Administrator.

Username:

Password: ‘

‘ Log In Forgot your password?

You will then see the Two-step verification for REDCap login screen, pictured below.
Click on the radio button and a single-use verification code will be sent to your email
address.

{2 Two-step verification for REDCap login

Select an option below to complete the second half of REDCap's two-step verification login process.
You will not be able to access REDCap until you have completed this verification step.

Email: Send an email containing your verification code to your email
o (X

account.
Send to Myemail@email.com

Click This Radio Button Cancel

Enter the verification code sent to you in the Enter your verification code field, similar
to the image below.
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Click ‘Submit’, pictured above, to navigate to the REDCap home page.

Enter your verification code

Enter the verification code that you obtained from

Email

| |Submit Cancel

Note: For security purposes, you will be asked to enter a single-use verification code

every time you log i

n to REDCap.

This will bring you to the REDCap home page, pictured below. Click on the link ‘My

Projects’.

*EDCHP' Home @MyProjects @ Help& FAQ ERTraining Videos @Bsend-t W Messenger

Click on "My
Projects”

Welcome to REDCap!

REDCap is a secure web platform for building and managing orline databases and
surveys. REDCap's streamlined process for rapidly creating and designing projects
affers a vast array of tools that can be tailored to virtually any data collection
strategy.

REDC i dures f less data d o
Excel and common statistical packages (SPSS, SAS, Stata, R). as well as a built-in
project calendar. a scheduling module, ad hoc reporting tools. and advanced
features, such as branching logi. file uploading, and calculated fields.

Lear more about REDCap by watcning a B3 brief summary video (4 min). If you

would ke to view other quick video tutorials of REDCap in action and an overview of

its features, please see the Training Resources page.

NOTICE: If you are collecting data for the purposes of human subjects research,
review and approval of the project is required by your Institutional Review Board.

fyou have any b

Surrao (250)469-7070 Extension: 12435

REDCap. pl Dpavig

Click on the link ‘Workforce Development
Project Home page.

REDCap Features

iid onli
ly i y
Create and design your project using a secure login fram any device. No
extra software required. Access from anywhere, at any time.
Fast and flexible. tereationto in less
than one day. Customizations and changes are possible any time. even after
data collection has begun.

Iculated fields, file

ign features -

uploading, branching/skip logic, and survey stop actions.
e-Consent - Perform informed consent electronically for participants via
survey.
Diverse and

ad! phone s
contact them with personalized messages, and track who has responded. O
create a simple link for an anonymous survey for mass email mallings. to post
on awebsite, or print on a fyer.

Use a list of emall
"

e
‘wihen there is no WIF or cellular connection. and then Later sync data back to
the server.

Data quality - Use field validat gic. and
Codes to improve and protect data quality during data entry. Open data

queries t and other issues.
real-time.
Custom reporting - searches for toview

aggregate data. Identify trends with built-in basic statistics and charts.

data to common your data as a PDF or as
€5V data for easy analysls in SAS, Stata, R, SPSS, or Micrasoft Excel.
secure file storage and sharing - Upload and share any type of file with
anyone in the world through the File Repository feature or Send-It tool. Also
‘wiorks with exports and other bulltin file uploading features.
Data-based triggers and alerts - Send real-time alerts and notifications to

o @MyProfile 0% Logout

to get to the Workforce Development
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WEIORE: e et
redcap.user O/  Logout

hEDCap’ Home [@MyProjects @Help&74Q BTralningVideos WSendt WIMessenge

Listed below are the REDCap projects to which you currently have access. Click the project ttle to open the project. Read more To review which
Jsar Access Dashboar

users still have access to your projects, visit the User Access Dag

My Projects 8 Organize || B Collapse All x| B

Records Fields Insruments Type Status

0 | %2 2 ./

Project Tide

Workforce Development
Click on the link /

"Workforce
Develpment"

You will now be on the Workforce Development Project Home page, similar to the
image below, and can access your client records and your client list by following the

steps outlined in this guide.

*E DCap" Workforce Development

a Frdap e e
® Lig o

W Pragect Moms
B by Projces

W REDCAp Messanger
MaboA BB b 3 lat of 30 Liart wilt™ SO08TE B0 BRI petsast. Dana Bl profat

Tha Labred baidw grovice essral das o

[Prapcs M) Sl B FIOTHCT. S UpODming calendr e (F ey
o oen soms ([l Cooenoak
- St B Pempeci Maiaian
b pr———
c = Towais D P
Dats Coliacmson 158 Mika M Wk -
et acant Bcthaty O5-07- 2000 OR17
B Paxcod Status Dashbaosnd : i =
Spae usae S Socs B
B ac vt Begoedi
I = wu § e T Uptermirg Cabivadir Frrmts =eet 7 degd
Cull lars Deporigtia
Agppte e et e

B Cabedar

B e (ot Bepotn and 18
W P Cormreaet Log

W ot HEDS s sarrarsii ator

Password Resets

Forgot your password? Click on the ‘Forgot your password’ link on the main REDCap
log in page, similar to the image below.
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REDCap

Log In
Please log in with your user name and password. If you are having trouble logging in, please contact REDCap Administrator. Click here if
you forgot your
Username: password
Password:

LogIn Forgot your gassword?

You will then see the screen below. Enter your REDCap username and click ‘Verify
Username’.

REDCap Password Recovery

You may use this page to reset your REDCap password. You must first provide your REDCap username, and once it is verified as an authentic
REDCap account, you will then need to answer a security question that you have previously set for yourself. If you answer the security
question correctly, an email will be sent to you containing a link allowing you to reset your password and then log in te your account.

Username:
s Type in your user
Verify username name and Press
the "Verify
Username"
button

Next, go to your email inbox. You will receive an email similar to the one below with a
link to reset your password. If the email containing the link to reset your password is not
in your inbox, check your junk e-mail folder.

[This message was automatically generated by REDCap]
Your REDCap password has been reset for the user "Redcap_Test_User". Click the link below to set your new password and log in.

After logging in, please make sure to set up your password recovery guestion, which will allow you to use the 'Forgot your password?' link on the login page without the need to contact the REDCap
Administrator. You will be prompted to set your recovery question on the My Projects page, but you can also set it on your "My Profile’ page under 'Login-related options’

Set your new REDCap password

If you have any questions, please contact REDCap Administrator at IMITPHAnalysts@interiorhealth ca

[

Click on the link called ‘Set your new REDCap password’. You will now see the
screen below. Enter your new password in the password field, retype your password in
the next field and then press ‘Submit’.
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REDCap

Set Your Password

Your password has not been set yet or has been reset. You will need to set your password here to whatever value you wish, Please enter your
desired pass below and click the "Submit’ button. Once your pas: Nas Deen Set, you M3y use it With your username whenever you
log In to REDCap. Please make sure That you write down or rememder your new password for future use, The new password entered must
be AT LEAST 9 CHARACTERS IN LENGTH and must consist of AT LEAST one lower.case letter, one upper-case letter, and one number.

Username: redcap_test_user
Password:

Re-type password

Subma

You will be prompted to start the two-step verification process again.

Navigate REDCap
Access the Workforce Development Home Page

The REDCap My Projects home screen looks similar to the image below. Click on the
link ‘Workforce Development’ to get to the Workforce Development Project Home

page.

hEDCap ome EMyProjects © BrainingVideos Wsend-t W e OMy @ Logout
Listed below are the REDCap projects to which you currently have access. Click the project ttle to open the project. Read more To review which
users still have access to your projects, visit the Liser Ac ashboard,
My Projects 8 Organze | B Colspre A x| &
Project Tide Records Fields  Instruments Type  Statws

Workforce Development
Click on the link /

"Workforce
Develpment"

You will now see the Workforce Development Project Home page, similar to the
image below. Here you can access your client records and your client list.

Page 15 of 53



S ) Interior Health Workforce Development Agreement REDCap Technical Guide

*EDCap@’ Workforce Development ¢ =

& Logged inas kore2 | Log out
My Projects A& Project Home = i=Project Setup  E3 Other Functionality £ Project Revision History
M REDCap Messenger

The tables below provide general dashboard information, such as a list of all users with access to this project, general project
statistics, and upcoming calendar events (if any).

Project Home and Design

4 Project Home - #Z Project Setup

[ Designer - [@F Dictionary - B Codebook B Project Statistics
- ® Production Records in project 1065
Data Collection (=) Most recent activity 04-21-2022 15:01
2 Record Status Dashboard Space usage for docs 227 M2
B Add / Edit Records
TR AR I E TR Upcoming Calendar Events (next 7 days)
Applications = Time Dare Description
A& Alerts & Notifications No upcoming events

[ Calendar

[B: Data Exports, Reports, and Stats
# Data Comparison Tool

B Logging

% Field Comment Log

& File Repository

& User Rights and #& DAGs

® Data Quality

& External Modules

Reports Qsearch & Org # Edit (=]

1 My Client List
21 My Program Client List
3) WDA Reporting Program Summary Extract
4 WDA Reporting Program summary Extract
(MHSU)
51 MoH Data Extract
6 test
7 test office code
8 RECORDS by DAG
31 505 - supperted Employment
0) Records by User

Help & Information =

© Help & FAQ
B Video Tutorials
[ Suggzest a New Feature

Create a New Client Record

To create a new client record, click ‘Add/Edit Records’ on the left hand side of the
Workforce Development Project Home page pictured below.
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‘hEDCap" Workforce Development

- L T RTIER e
* Logme

# Project Home
By o =T et
W HEOC a0 hAessanger

Tha tibibed below provide penes sl dithbosrd information, Tuch il & InE of &1 wiert wilh S0ceil b thel proged

Pl Fairme sl Sesagn - FLMIECE, B0 LRI CMNERT Bl O F B
W Progect Home - [l Codebook

B Fregest Seanacas
- Brvrtopmmen

Bproeds = peryer Tt O 7 by e
Dists Colection — 100 Ml Mauss MIHSL

Mt R BEthity (8-07-2001 (AT
W Aecoed Siatua Deldosd i

Soace caage for docn

B Agd / Edn B

[T Upstrmsingg Cabemslinr Bvwniin |Foret 7 g
Tirra D Dientrigtinn

Ms upstarmin g awerta

Eppisatizm
B Caendar
B Dats Expoets Reports. s Sty
Wy Fladd Comment Lig

Brgasiy Uiz =
Aty Chnes

Felp & bnfarmasion

0 g L FAG

B wids Tubsns's
B Sugpest o New Feature

W Cosiat R DRCap Sdmisiatr st

This will take you to the Workforce Development Add/Edit Records page pictured
below. Create new records and search for existing client records on this page. How to
search for an existing client record is outlined later in this guide.

To add a new client record, click on the green ‘Add new record’ button pictured below.

REDCap

Workforce Development  exo 1
& Logged inassurdS | Logout

My Projects or £ Control Center

B REDCap Messenger B Add / Edit Records
& View project as user: | redcap_test_user (Coun ¥ You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/respense, click the button
below.

Project Home and Design =

4 Project Home - B Codebock
W Project status: Development To add a new record click
here

Data Collection — 100 Mile House MHSU =

Total records: 0 / In group: 0

Choose an existing Record ID \ --select record - v
+ Add new record

Data Search

Applications =]

) Calendar
B> Data Exports, Reports, and Stats
% Field Comment Log

ot Qscorch mOmenize #Edk ) | Chocse afield to search Allfields ~
= {excludes multiple chaice Felds)

1) My Clients
search query To Search fora
Help & Information = Begin g a, then click an record using a
el & FA item in the o specific field choose
g V'Edp . [Q | it-from this drop
ideo Tutorials down list.
Suggest a New Feature
2 sugg To search type in any

value here.
B Contact REDCap administrator

This will bring you to a new Participant Information form page, pictured below. You
are now ready to enter client data.
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= Participant Information
7 -~ sgelect a group ~ v.
& Adding new Record 1D 24
Record ID 24
staff Information
Assigned to User
Name of staff working with client.

Normally the user creating the record. but could be assigned to another staff member within the same organization.

v
Field is mancetory and cannct be left blank
Client Information

Social Insurance Number Provided ®y
® Yes

Social Insurance Number provided to service provider. No

Social Insurance Number
Enter the SIN as all numerical digits. Do not include any spaces between the digits.

This s a correct entry: 123456789. This is an incorrect entry: 123 456 789 or 123-456-789.

Last Name
If a client only has one legal name (i.e, Simba), enter their legal name here.

Use of these special characters is a correct entry: - . Use of other special characters is an incorrect entry, including:
(V.

Figld is mancatery and canncs be left blank

Data Access Groups

REDCap users are assigned to a Data Access Group (DAG) when they get their
REDCap access. DAGs are program specific (i.e. CMHA Kamloops is a DAG,
Cranbrook MHSU is a DAG). Only the staff assigned to a DAG can see the client
records created for that DAG; staff in one DAG cannot see client information entered by
staff in another DAG.

The DAG is displayed at the top of the Participant Information form, circled below.
Workforce Development - Test e =

— Canc

Actions: | 5 Modify instrument ‘ % Download PDF of instrument(s) \E VIDEQ: Basic data entry

= Participant Information

Kamloops MHEU

@ Adding new Record ID 14

Record ID
Staff Information

Assigned to User
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Switch between Data Access Groups in REDCap

Some MHSU staff provide WDA services to clients in MHSU programs in two different
towns. These staff are assigned to two DAGSs, one for each of the programs they see
clients for, so they can create client records under the correct program. If you provide
client services under one program only (e.g. Kamloops MHSU or Kelowna MHSU) this
switching DAGs section does not apply to you.

Confirm what DAG you are in before you create a new client record. You cannot switch
DAGs from the Participant Information form page. Click ‘Add/Edit Records’ on the
left hand navigation pane, circled below.

You will see a blue banner at the top of the Workforce Development Add/Edit
Records page, pictured below. Click the ‘Switch’ button.

If you cannot see the blue banner showing the DAG you are currently in, it means you
do not have access to more than one DAG.

“EDCap‘ O curvent Data Access Sroup: CMHA-Kamioops ]

& Workforce Development \
¥ Lag

B Add F Edit Records

L a
. F—— T p—— YA 1
Daca Collecoan CHHA - Lamiaps
Chesse anrrinti;g Becord 1D ey,
o A new record
Agpiicanany
B 0
W Feld Commant Choais a field 1o seare h -
L ol L d #

You will now see the pop up pictured below. Select the DAG you want to create a new
record under from the drop down menu and click ‘Switch’. Only the DAGs you have
access to will be visible.
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Switch Data Access Group IEI

Select the Data Access Group to which you would Jike to switch:
Castlegar MHSU v

Switch Cancel

You should see the confirmation image below confirming what DAG you successfully
switched to. Click ‘OK’. You can now create new client records under that DAG.

v/

Successfully switched to
"CMHA - Kaml

oops"
e

Complete the Participant Information Form
The Participant Information form is now broken down into six sections:

Staff Information

Client Information

Address Information

Action Plan Information

UPDATED: Intervention Information
Form Status and Saving your work

oukwneE
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Staff Information

The new Assigned to User field identifies the REDCap user providing WDA services to
the client and/or who is responsible for maintaining the client record. Select your IH
mnemonic (IH staff only) or work email address (contracted service providers only) from
the drop-down menu pictured below. This field must be completed.

staff Information
Assigned to User
Name of staff working with client.
Marmally the user creating the record, but could be assigned to another staff member within the same organization.

"

Fiald is mandatary and cannot be et Blank.

The drop-down menu is prepopulated according to the DAG the REDCap user is
assigned to.

Example: Your program and DAG is CMHA Kamloops. Users listed in the drop
down menu are those assigned to the CMHA Kamloops DAG.

Client Information

Enter Client Information as requested in the Participant Information form fields pictured
below.

Note: The Client Information section of the Participant Information form now contains
hidden, conditional fields that are not visible until other fields are completed. Read and
follow the instructions and correct entry format examples on the Participant Information
form in REDCap as these instructions have changed. Any client records containing
errors cannot be submitted for mandatory provincial and federal reporting.
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Client Information

Social Insurance Number Provided _
) yes
Social Insurance Number provided to service provider, O No

* must provide value reset

e Social Insurance Number

Enter the SIM as all numerical digits. Do not include any spaces between the digits.

This is a correct entry: 123456789, This is an incorrect entry: 123 456 789 or 123-456-789.

® TSt provide value

9 Last Name
If a client only has one legal name (i.e. Simba), enter their legal name here.

Use of these special characters is a correct entry: - . Use of other special characters is an incorrect entry, including:
().

Fighd is mandatory and cannot be left blank.

0 First Name

Leave this field blank, if client has only one legal name (i.e. Simba).

Use of these special characters is a correct entry: - *. Use of other special characters is an incorrect entry, including:
(.

® MuUST provioe value
Fiald is mandatory and cannot be left blank, unless client has only one legal nama.

e Date of Birth
valid Date of Birth range for clients is greater than 16 and less than 100 years ald.
Correct format entry: YYYY-MM-DD. Click on the calendar icon. Select year and month before selecting day.
" st provide value

—

Field is mandatory and cannot be left blank

@ Email Address

An explanation of the fields pictured above are provided here. See the Reference Sheet for
Correcting REDCap Errors on the MHSU Psychosocial Rehabilitation Toolkit (IH MHSU)
and the WDA & REDCap Resource Sheet (contracted service providers) for more
information.

Laava blank if clent doss not have an emall addrass.

1 NEW: Social Client’s Social Insurance Number shared with provider.
Insurance * Must be completed.
Number * Select the ‘Yes’ radio button if the client is willing to provide their SIN
Provided for reporting purposes.
(Mandatory) « Select the ‘No’ radio button if the client is not willing to provide their
SIN.

* No longer need to enter default value if client chooses not to report or
if client doesn’t have a SIN.
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Social Client’s Social Insurance Number.

Insurance * Must be completed if ‘Yes’ is selected for Social Insurance Number

Number Provided.

(Conditional) « Field will be hidden if ‘N0’ is selected for Social Insurance Number
Provided.

+ Correct format: 9 numeric digits only, no spaces.
» Correct entry: 123456789
* Incorrect entries: 123 456 789 or 123-456-789 or

999999999123456789
Last Name Client’s legal last name.
(Mandatory) * Must be completed.

« If client has only one legal name (i.e. Simba), enter single legal name
in the Last Name field.

* Correct format: Alphabetical characters plus special characters below
in green.

» Correct special characters: —

* Correct entries: Jones-Smith, O'Reilly

* Incorrect special characters: ()/,

* Incorrect entry: Robert (Bob)

First Name Client’s legal first name.

(Mandatory) « Must be completed.
* Leave this field blank if client has only one legal name (i.e. Simba)
* Enter single legal name in Last Name field if applicable.
* No longer need to enter default value if client has one legal name.

Date of Birth Client’s date of birth.
(Mandatory) * Must be completed.
* Correct format: YYYY-MM-DD
» Click on the calendar icon and select year and month before selecting
day.
* Clients must be over 16 and under 100 years of age.

Email Address Client’'s email address.

(Optional) * Leave blank if client does not have an email address or chooses not
to report.
* Incorrect entry: No email address or N/A or None or No email
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6 Phone Provided
@ yes

If the client does not have a telephone number, then MO must be

selected. No
MESET
* FILEE pROioE value

6 Phone Number

This is a correct entry: 1235551234, These are incorrect entries:
123-555-1234 or (123) 555-1234, Aras ends must ba in Canada.

* mst provice value

9 Education Level Other -
= FEAISE PAEATHRE AELIE: Field is mandatory snd cannct be left blank,
@ Education Level Comment

This field must be completed if "Other” is selected for a client’s Education Level. Provide a description of why the client’s
Education Level does not fit the identified categories under Education Level above,

® MLEL provice value

0 Client's Gender
e

As reported by the client
Fiald is mandatery and camnet ba lafe Blank.

* mUSE provice value
Marital Status

Married or equivalent - A person who is married and has not separated or obtained a divorce, and whose spouse is still
living, or a person wha is living in a commen-law relationship with another person but who is not legally married to that
person.

Single - A person who has never been married, a married person who is no longer living with their spouse (separated) and
has not remarried, a person who has obtained a legal divorce and has not remarried, and a person who has been widowed
and has not remarried.

Prefer not to repart - For those individuals who do not feel comfortable reporting their marital status.

R

Fiald is mandatory and cannat be kit blank.

An explanation of the fields pictured above are provided here. See the Reference Sheet for
Correcting REDCap Errors on the MHSU Psychosocial Rehabilitation Toolkit (IH MHSU)
and the WDA & REDCap Resource Sheet (contracted service providers) for more
information.

7 NEW: Phone Client’'s phone number shared with provider.

Provided * Must be completed.

(Mandatory) * Select the ‘Yes’ radio button if the client is willing to provide their
phone number for reporting purposes.
« Select the ‘No’ radio button if the client is not willing to provide their
phone number.
* No longer need to enter default value for prefer not to report or if
client doesn’t have a phone.

8 Phone Client’s 10-digit phone number and area code.
Number * Required if ‘Yes' is selected for Phone Provided.
(Conditional) * Field will be hidden if ‘No’ is selected for Phone Provided.
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9

10

11

12

Education
Level
(Mandatory)

Education
Level
Comment
(Conditional)

Client’s
Gender
(Mandatory)

Marital
Status
(Mandatory)

* Correct format: 10 numeric digits only, no spaces.
 Area code must be in Canada.

» Correct entry: 1235551234

* Incorrect entries: 123-555-1234 or (123) 555-1234 or
1235551234No Telephone

Select the highest level of education completed by the client prior to
participating in the service from the drop-down menu.

» Must be completed.

* Must complete Education Level Comment field ONLY if ‘Other’
option is selected in this field.

Provide a description of the client's Education Level here if it does not
fit the identified categories under Education Level above.

* Field will appear only if ‘Other’ is selected for Education Level.

* Must be completed if ‘Other’ is selected for Education Level.

* 150 character limit.

* Correct format: Alphabetical and numeric digits only.

Select ‘Male’, ‘Female’, ‘Other’ or ‘Prefer not to report’ from the drop-
down menu.

* Must be completed.

» Gender option ‘Unspecified’ replaced with ‘Other’.

* ‘Other’ should be used when a client identifies as other or not in
agreement that there are just two genders and who exist outside of
the gender binary.

* NOTE: The Ministry of Health’s reporting system is not built to
accept additional gender options.

Select ‘Married or equivalent’, ‘Single’ or ‘Prefer not to report’ from the
drop-down menu.

* Must be completed.

» Married or equivalent refers to a person who is married and has not
separated or obtained a divorce, and whose spouse is still living or a
person who is living in a common-law relationship with another person
but who is not legally married that person.

* Single refers to a person who has never been married, a married
person who is no longer living with their spouse (separated) and has
not remarried, a person who has obtained a legal divorce and has not
remarried, and a person who has been widowed and has not
remarried.
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@ Number of Dependents I

Indicate the number of dependents for whom the client provides care for.

Dependents - A dependent is defined as an individual who lives in the same household as the client and for whom they
have caregiving responsibilities. The dependent may be a child by birth, marriage, or adoption, may be a foster child, or is
an adult dependent (e.g. an adult offspring with a disability).

® MUST Pronfite valiee
Greater than 10 hd
Field is mandatory and cannot be left blank,
Mumber of dependents, if greater than 10

s value

Language Spoken

The client's officlal language of cholce or the language in which they interacted with service providers.

Field is mandatory and cannot be left blank,

Person with a Disability

A diza blllty can be self identified and/or diagnosed by a health care professional.
e

o
Field is mandatory and camnot ba left blank.

Indigenous Identity

Q"
@
@
[17)

Refers to whether a person reports as being an Indigenous person, that is, First Nations (Morth American Indian), Metis, or
Inuk (Inuit) and/or reports as being a Registered or Treaty Indian (that is to say, that they are registered under the Indian Act
of Canada) and/or a member of a First Nation or Indian Band.

* st pronide value
o

Figld is mandatory and cannat be left blank,

An explanation of the fields pictured above are provided here. See the Reference Sheet
for Correcting REDCap Errors on the MHSU Psychosocial Rehabilitation Toolkit (IH
MHSU) and the WDA & REDCap Resource Sheet (contracted service providers) for more
information.

13 Number of  Select the number of client’'s dependents from the drop-down menu.

Dependents « Must be completed.

(Mandatory) + A dependent is defined as an individual who lives in the same
household as the client and for whom the client has caregiving
responsibilities. The dependent may be a child by birth, marriage,
adoption, a foster child, or an adult dependent (e.g. an adult offspring
with a disability).

* Select ‘0’ from the drop-down menu if no dependents.

* If greater than 10 dependents, select ‘Greater than 10’ and enter
number of dependents in the Number of dependents, if greater than
10 field that appears.

* If client chooses not to report select ‘Prefer not to report’ from drop-
down menu.

Page 26 of 53


http://insidenet.interiorhealth.ca/Clinical/MHA/Pages/MHSUPsychosocialRehabToolkit.aspx
https://www.interiorhealth.ca/sites/default/files/PDFS/wda-and-redcap-resource-sheet.pdf

S ) Interior Health Workforce Development Agreement REDCap Technical Guide

14

15

16

17

NEW:
Number of
dependents,
if greater
than 10
(Conditional)

Language
Spoken
(Mandatory)

Person with
a Disability
(Mandatory)

Indigenous
Identity
(Mandatory)

* No longer need to enter default value if client chooses not to report.

* Must be completed if ‘Greater than 10’ is selected for Number of
Dependents as pictured in the sample image above.

* Field is hidden unless ‘Greater than 10’ is selected.

* Required if ‘Greater than 10’ is selected for Number of
Dependents.

+ Correct format: Numeric digits only

* Correctentry: 11

* Incorrect entry: eleven

Select ‘English only’, ‘French only’, ‘English and French’ or ‘Not a
federal official language’ from the drop-down menu.
* Must be completed.

Select ‘Yes’, ‘No’ or ‘Prefer not to report’ from the drop-down menu.
* Must be completed.

* A disability can be self-identified and/or diagnosed by a health care
professional.

Select ‘Yes’, ‘N0’ or ‘Prefer not to report’ from the drop-down menu.

* Must be completed.

* Indigenous identity refers to whether a person identifies themselves
as Indigenous, that is, First Nations (North American Indian), Métis,
or Inuk (Inuit) and/or as a Registered or Treaty Indian (that is,
registered under the Indian Act of Canada) and/or being a member of
a First Nation or Indian band.
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©

Immigrant Status
An immigrant refers to a person who is or has been a landed immigrant/permanent resident. This person has been
granted the right to live in Canada permanently by immigration authorities
* must provide vaiue
Yes v
Field is mandatory and cannot be left blank.
Provide Immigration Year :
Yes
Client is comfortable providing Immigration year to service provider. NoO

rovige vaiue reset
Immigration Year

This field must be completed if "Yes" is selected for a client's Immigrant Status, and applicant is comfortable providing to
service provider,

This is a correct entry: 1994, These are incorrect entries: ‘94 or 94,

Visible Minority Status

The Employment Equity Act defines visible minorities as "persons, other than Indigenous peoples, who are non-Caucasion
in race or non-white in colour®. Indigenous persons are not included in this category.
v

Fiald s mandatory and cannot be left blank.

An explanation of the fields pictured above are provided here. See the Reference Sheet
for Correcting REDCap Errors on the MHSU Psychosocial Rehabilitation Toolkit (IH
MHSU) and the WDA & REDCap Resource Sheet (contracted service providers) for more
information.

18

Immigrant Select ‘Yes’, ‘No’ or ‘Prefer not to report’ from the drop-down menu.
Status * Must be completed.
(Mandatory) < Immigrant status refers to a person who is a landed

immigrant/permanent resident. The Employment Equity Act defines
visible minorities as "persons, other than Indigenous peoples, who are
non-Caucasian in race or non-white in colour".

19 NEW: Client’s immigration year shared with provider.
Provide * Must be completed.
Immigration < Select the ‘Yes'’ radio button if the client is willing to provide their
Year immigration year for reporting purposes.

20

(Conditional) - Select the ‘No’ radio button if the client is not willing to provide their

immigration year.

* No longer need to enter default value if client chooses not to report.
« if ‘NO’ is selected, Immigration Year field will disappear because it
does not need to be completed

Immigration Client’s Immigration Year
Year
(Conditional)
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» Must be completed if ‘Yes’ is selected for Provide Immigration
Year.

* Field is hidden if ‘No’ is selected for Provide immigration Year.
* Include year only - do not include day or month of immigration

* Correct format: 4 numeric digits only.
» Correct entry: 1994
* Incorrect entries: 94 or '94

21 Visible Select ‘Yes’, ‘No’ or ‘Prefer not to report’ from the drop-down menu.
Minority * Must be completed.
Status * Visible minority status is defined as “persons, other than Indigenous

(Mandatory) peoples, who are non-Caucasian in race or non-white in colour.”
Indigenous persons are not included in this category.

Client Address Information

Enter client Address Information as requested in the Participant Information form fields
pictured below.

Note: The Address Information section of the Participant Information form now contains
hidden, conditional fields that are not visible until other fields are completed. Read and
follow the instructions and correct entry format examples on the Participant Information
form in REDCap as these instructions have changed. Any client records containing
errors cannot be submitted for mandatory provincial and federal reporting.
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Address Information I

@ Address Provided

If the client does not have an address, then NO must be selected. If address provided belongs to Service Office, then choose
appropriate option.

Yes Service Office Address No

Field is mandatery and cannot be left blank

@ Street Address

Unit/Apartment, Street Number & Street Name & Type & Direction. If the client does not have an address, the address of
the office where they are receiving service can be used,

Street address format must meet Canada Post guldelines. Please refer to the links below to review Canada Post main
address line formatting requirements. and street type / directions abbreviations, for Canadian addresses:

Canada Post Addressing guidelines - Canadian addresses

Canada Post Addressing guidelines - Symbols and abbreviations
Do not include other address details in the field (Town/City, Province, or Postal Code). These are correct entries: 7-
22 Eddy ST N; B-528 Wentworth RD; These are incorrect entries; #7 - Eddy St. North; 9 - 528 Wentworth Road.

e vaye

@ Town/City
v
& must prandide vaiye
Province
* musT provicde valoe British Columbia v

@ Postal Code
Postal code must begin with the letter V. Do not leave a space between the forward sortation area and the local delivery

unit.

This is correct VIAOB1. This is incorrect V1A 081.
* MUt provice vaue

Mo spaces (VBW3CS)

An explanation of the fields pictured above are provided here. See the Reference
Sheet for Correcting REDCap Errors on the MHSU Psychosocial Rehabilitation
Toolkit (IH MHSU) and the WDA & REDCap Resource Sheet (contracted service
providers) for more information.

22 Address Client’s address shared with provider.
Provided * Must be completed.
(Mandatory) * Select the ‘Yes’ radio button if the client is willing to provide

their address for reporting purposes.

* Select the ‘No’ radio button if the client is not willing to provide
their address OR if a client does not have a fixed address.

* No longer need to enter default value if client chooses not to
report.

* Option to select ‘Service Office Address’ if client does not
have an address and would like to report the service office
address.
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* If ‘NO’ is selected, a warning pop-up will appear because
province field is auto populated on form. Select ‘OK’ to
continue with form.

* If ‘NO’ is selected the Street Address, Province and Postal
Code fields will be hidden on the form because they do not
need to be completed.

23 Street * Client’s street address only.
Address * Must be completed if ‘Yes’ is selected for Address Provided.

(Conditional) « Field will be hidden if ‘No’ is selected for Address Provided.

* Street address only - do not include Town/City, Province or
Postal Code.
* Street address format must meet Canada Post guidelines:
o Canada Post Address Guidelines — Canadian Addresses
o Canada Post Address Guidelines — Symbols &
Abbreviations
* 150 character limit.

* Correct format: Alphanumeric characters only plus special
characters below in green.

* Correct special characters with no spaces: -

* Incorrect special characters: #.,;

 Correct entries: 7-22 Eddy ST N; B-528 Wentworth RD

* Incorrect entries: #7 — Eddy St. North; B — 528 Wentworth
Road

* Post office or PO box information can be entered in the
Street Address field if a client prefers to report a PO box
instead of their street address.

24 Town/City Select the client’s town or city here.
(Mandatory) * Must be completed even if ‘No’ is selected for Address
Provided.

* Select the Town/City of the service office if client prefers not
to report their address or does not have a fixed address.

25 Province Province must be British Columbia.
(Mandatory) * British Columbia is auto populated on form.
* Must be completed if ‘Yes’ is selected for Address Provided.

* Field will be hidden if ‘No’ is selected for Address Provided
and populated in the background.
» Use service office address if client’'s address is not in BC.

26 Postal Code Client’s postal code.
(Conditional) « Must be completed if ‘Yes’ is selected for Address Provided.
* Field will be hidden if ‘No’ is selected for Address Provided.
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* Correct format: Alphanumeric characters only, no spaces
between characters, alphabetical characters must be
capitalized, no special characters or symbols.

* Postal code must begin with letter V.

* Correct entry: V1IAOB1

* Incorrect entries: V1A 0B1 or viaObl or V!IS!X1 or No Postal
CodeV1A0B1

Action Plan Information

Enter Action Plan Information as requested in the Participant Information form fields
pictured below.

Note: The Action Plan Information section of the Participant Information form contains
hidden, conditional fields that are not visible until other fields are completed. Read and
follow the instructions and correct entry format examples on the Participant Information
form in REDCap as these instructions have changed. Any client records containing
errors cannot be submitted for mandatory provincial and federal reporting.

Action Plan Information

An action plan Is typically developed by the service provider and the client to outline a series of activities or programs/services 3
client will complete in order to achieve a specific employment-related goal.

@ Provincial Office Code
* must provide value Fleld i mandatory snd cannct be left Blank.

@ Action Plan Previous Employment
Represents the client’s employment status prior to participation in program

* Unemployed: This category Includes those who (3) are on temporary layoff with an expectation of recall and are avallable
for work. or (b) are without work. have actively looked for work In the past four weeks, and are available for work, or (¢)
have a new job to start within four weeks from reference week. and are available for work. Participants on work experience
who are unpaid or recelving a non-wage support are considered unemployed

« Employed: Employed persons are those who work at a job or business, who have paid work in the context of an
employer-employee relationship (not including self-employment). This includes those who have a job, but are not at work
due to factors such as own liness or disabllity, persenal or family responsibilities, vacation, labour dispute or other reasons
This category does not include persons on layoff. between casual jobs. or with 3 job to start at a future date. Employment
may be permanent or temporary (work under a fixed- term contract. In contrast to permanent work where there is no end-
date). full-time or part-time.

« Self-Employed: Self-employed persons are working owners of an incorporated or unincorporated business, farm or
professional practice. with or without paid help. The "unincorporated* group includes self-employed workers who do not
own a business (such as babysitters and newspaper carriers), Self-employed workers include unpaid family workers, i.e
persons who work without pay on a farm or In a business or professional practice owned and operated by another family
member living in the same dwelling.

* Not in the labour force: Persons not in the labour force are those who, prior to the intervention. were unwilling or
unable to work - that is, they were neither employed nor unemployed. This category also includes discouraged workers.
who want to work but are not currently looking for work because they believe no suitable work is available.

v
Flald u mandatory and cameot be left blank.
@ Action Plan Precarious Employment

Precarious employment is defined as the individual's perception that their employment is unstable or does not satisfy their
employment goals (e.g. holding multipie jobs, contract work, Insufficient hours, work below their qualifications, etc.). For all
those individuals who identify as being employed above, report "Yes”, "No" or "Prefer not to Report”

v

An explanation of the fields pictured above are provided here. See the Reference
Sheet for Correcting REDCap Errors on the MHSU Psychosocial Rehabilitation
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Toolkit (IH MHSU) and the WDA & REDCap Resource Sheet (contracted service
providers) for more information.

27

28

29

Provincial Office
Code
(Mandatory)

Action Plan
Previous
Employment
(Mandatory)

(Previously called
Employment Status
Prior to
Intervention)

Action Plan
Precarious
Employment
(Optional)

This field contains a drop down menu of all IH MHSU and
IH contracted services providing pre-employment supports,
supported employment and supported education services
to clients under the WDA.

* Must be completed.

« Select your program name and location here.

Select ‘Unemployed’, ‘Employed’, ‘Self-Employed’ or ‘Not
in the labour force’ from the drop-down menu.

* Must be completed.

* Action Plan Previous Employment refers to a client’s
employment status prior to starting their action plan and
intervention with you.

Optional data point. If client chooses to report, select ‘Yes’,
‘No’ or ‘Prefer not to report’ from the drop-down menu.

* Field appears only if ‘Unemployed’, ‘Employed’ or ‘Self-
Employed are selected for Action Plan Previous
Employment.

* Field remains hidden if ‘Not in the labour force’ is
selected because not applicable.
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Action Plan Start Date

Represents the start date of the action plan. An action plan is typically developed by the service provider and the client to
outline a series of activities or programs/services a client will complete in order to achieve a specific employment-related
goal,

Must not be a future date,

Correct format entry: YYYY-MM-DD. Click on the calendar icon. Select year and month before selecting day.
* MU grovice vive
B | Today

Fiald is mandatory and cannot ba left blank.,

Action Plan End Date
This is the end date of the action plan and must be provided once the action plan has ended.

Must not be a future date. Date must be after the Action Plan Start Date. Until the action plan Is ended, this entry must be
left blank.

Correct format entry: YYYY-MM-DD. Click on the calendar icon. Select year and month before selecting day.
05 | Today

Action Plan Result Date

This is the date when the final outcome of the Action Plan or Intervention was reached. This field must have a value in order
to start another action plan.

Must not be a future date. Until the action plan is ended and the result date is known, this entry must be left blank.
Correct format entry: YYYY-MM-DD. Click on the calendar icon. Select year and month before selecting day.
1 Today

Action Plan Result Code

Represents the result achieved by the client at the end of the action plan.

Must be completed once the action plan is ended and the result date is known. Until then, entry must be left blank.

v

An explanation of the fields pictured above are provided here. See the Reference
Sheet for Correcting REDCap Errors on the MHSU Psychosocial Rehabilitation
Toolkit (IH MHSU) and the WDA & REDCap Resource Sheet (contracted service
providers) for more information.

30 Action Plan Start  Select the date the action plan begins by clicking on the

Date calendar icon.

(Mandatory) « Must be completed.
» Cannot be a future date.
» Action Plan Start Date must be on or before
Intervention Start Date.
* Correct format: YYYY-MM-DD
* Click on the calendar icon and select year and month
before selecting day.
* Note: Use April 1, 2021 as the start date for any clients
who were already accessing services as of April 1, 2021.
This is because this is the date the updated WDA reporting
requirements came into effect. Use the actual start date for
any new clients after April 1.
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31 Action Plan End
Date
(Conditional)

32 Action Plan Result
Date
(Conditional)

33 Action Plan Result
Code
(Conditional)

(Previously called
Action Plan
Outcome)

Select the date the action plan ends by clicking on the
calendar icon.

* Leave blank until Action Plan has ended.

» Cannot be a future date.

* Field is hidden until an Action Plan Start Date is
entered.

* Must be completed once the Action Plan has ended.

* Action Plan End Date must be after Action Plan Start
Date.

* Correct format: YYYY-MM-DD

* Click on the calendar icon and select year and month
before selecting day.

Select the action plan result date by clicking on the
calendar icon.

* Leave blank until the Action Plan End Date and final
outcome of the Action Plan or Intervention is reached and
entered

» Must be completed once the final outcome of the Action
Plan or Intervention is reached and entered.

* Field is hidden until an Action Plan End Date is entered.
» Cannot be a future date.

» Action Plan Result Date must be on or after the
Intervention End Date.

* Correct format: YYYY-MM-DD

* Click on the calendar icon and select year and month
before selecting day.

Select ‘Unemployed but available for work’, ‘Employed’,
‘Self-Employed’, ‘Returned to school’, ‘Unspecified’, ‘Not in
the labour force’ or ‘Starting a new action plan’ from the
drop-down menu.

» Must be completed once the Action Plan has ended and
the Action Plan End Date and Action Plan Result Date
are reached and entered.

* Leave blank until Action Plan End Date and Action
Plan Result Date are reached and entered.

* Field is hidden until an Action Plan Result Date is
entered.

» Use ‘Unspecified’ if the client is no longer participating in
the Action Plan and cannot be contacted to determine an
outcome.

 Use ‘Starting a New Action Plan’ if the client has
achieved a goal related to employability or education but is
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still not ready for labour market participation and is moving
on to a new goal/new Action Plan.

» Use ‘Unspecified’ if a client passes away before
completing an Action Plan.

Intervention Information

Enter Intervention Information as requested in the Participant Information form fields
pictured below.

Note: The Intervention Information section of the Participant Information form contains
hidden, conditional fields that are not visible until other fields are completed. Read and
follow the instructions and correct entry format examples on the Participant Information
form in REDCap as these instructions have changed. Any client records containing
errors cannot be submitted for mandatory provincial and federal reporting.

Intervention Information

The intervention is the program/service(s) that a client participates in or receives. An action plan must have at least one (1)
intervention.

@ Intervention Title -
R Field is mandatery and cannot be left blank.

An explanation of the field pictured above is provided here. See the Reference Sheet
for Correcting REDCap Errors on the MHSU Psychosocial Rehabilitation Toolkit (IH
MHSU) and the WDA & REDCap Resource Sheet (contracted service providers) for
more information.

34 Intervention Intervention Title refers to the 3 WDA program categories.
Title * Select one of the three options from the drop-down menu
(Mandatory) that best describes the service you are providing: ‘Pre-

Employment Support Services’, ‘Supported Employment
Services’ or ‘Supported Education Services'.
* Must be completed.

Once the Intervention Title is selected, the Intervention Code options will appear as
pictured below. Supported Education Services is pictured as an example only.
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Intervention Information

The intervention is the program/service(s) that a client participates in or receives, An action plan must have at least one (1)

intervention.

Intervention Title

* must provide value

o)

Intervention Code

* must provide value

Supported Education Services

Field is mandatory and cannot be left blank.

[[J111 - Job Search Assistance

[J112 - Counselling / Coaching

[J113 - Unassisted Services

[J114 - Other - Employment Assistance Services

211 - Occupational Skills Training

[J212 - Short-Term Training

[J213 - skills Development-Literacy, Essential Skills,
Language Training and Adult Basic Education

[J 214 - Apprenticeship

[[J 215 - Other - Skills Development

[J 222 - job Creation Partnership

[J 223 - self-Employment Assistance

@ Intervention Related National Occupational Classification (NOC)

Interventicn Related NOC Code is mandatory when Intervention Code 211 is selected.

4 digit NOC code must be entered.

Government of Canada: National Occupational Classification Code Search

(Only the 2016 codes can be used, for now.)

Must be completed if Intervention Code 211 is selected

@ NOC Version
Must be completed if Intervention Code 211 is selected.

An explanation of the fields pictured above are provided here. See the Reference
Sheet for Correcting REDCap Errors on the MHSU Psychosocial Rehabilitation
Toolkit (IH MHSU) and the WDA & REDCap Resource Sheet (contracted service
providers) for more information.

35 Intervention
Code
(Mandatory)

36 Intervention
Related

Intervention Codes refer to the type of service(s) the client is
participating in.

* Must be completed.

* All Intervention Codes are listed under each of the three
Intervention Titles.

* Select the Intervention Code(s) that applies. If the service
includes more than one of the Intervention Codes pictured
above below, select all that apply.

* UPDATE: Codes 221, 224 and 311, which were previously
present on this list, have been removed. Records which
previously used these codes will now generate an error until a
new code is selected.

» See Appendix B of this guide for Intervention Code
definitions.

The NOC is the national reference on occupations for
collecting, analyzing and disseminating occupational data for
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National labour market information and employment-related program
Occupation administration.

Classification * Must be completed if Intervention Code 211 —
(Conditional) Occupational Skills Training’ is selected as pictured in the

sample screenshot above.

* Field is hidden unless ‘211’ is selected.

+ Correct format: Numeric digits only.

* Look up the NOC Code on the Government of Canada:
National Occupational Classification Code Search website.
* Include any leading zeros (0) given by the code (i.e. 0023).
 Correct numeric entry example: 6321

* Incorrect alphabetical entry example: Chef

* UPDATE: Please use version 2016 codes.

37 NOC Version Must be completed if Intervention Code ‘211-Occupational
(Conditional) Skills Training’ is selected.
* Field is hidden unless ‘211’ is selected.
+ Select the NOC version from the drop-down menu.
* Current version linked above is 2016.3.
* UPDATE: Please use version 2016 codes. Options to select
version 2006 and 2011 have been removed from the drop-
down list.
* NEW: ‘Unknown’ drop-down option has been made

available.

@ Intervention Start Date

Represents the start date of the intervention. An action plan must have at least one (1) intervention,
Must not be a future date. Intervention Start Date must be on or after the Action Plan Start Date

Correct format entry: Y¥¥YY-MM-DD. Click on the calendar icon. Select year and month before selecting day.

0 | Today
@ Intervention End Date
Represents the end date of the intervention. An action plan must have at least one (1) intervention,

Must not be future date. Until intervention is ended, this entry must be left blank, Intervention End Date must be less than
&0 months (5 years) after the Intervention Start Date,

Correct format entry: YYYY-MM-DD. Click on the calendar icon. Select year and month before selecting day.

M | Today

@ Intervention Outcome

A code representing the outcome of the intervention,
Must be completed once Intervention End Date is entered.

L
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An explanation of the fields pictured above are provided here. See the Reference
Sheet for Correcting REDCap Errors on the MHSU Psychosocial Rehabilitation
Toolkit (IH MHSU) and the WDA & REDCap Resource Sheet (contracted service
providers) for more information.

38

39

40

Intervention Start

Date
(Mandatory)

Intervention End
Date
(Conditional)

Intervention
QOutcome
(Conditional)

Select the date the intervention begins by clicking on the
calendar icon.

* Must be completed.

* Cannot be a future date.

* Field is hidden until an Action Plan Start Date is entered
because the Action Plan Start Date must be on or before
the Intervention Start Date

* If you do not see the Intervention Start Date field, it
means you need to enter an Action Plan Start Date on the
form

* Must be before Intervention End Date.

* Correct format: YYYY-MM-DD

* Click on the calendar icon and select year and month
before selecting day.

Select the date the intervention ends by clicking on the
calendar icon.

* Must be completed once the Action Plan Result Date is
reached and entered.

* Field is hidden until an Intervention Start Date is entered.
* Leave blank until Action Plan Result Date is reached and
intervention has ended.

e Cannot be a future date.

* Must be on or after Intervention Start Date.

* Must be less than 60 months or 5 years after the
Intervention Start Date.

e Correct format: YYYY-MM-DD

* Click on the calendar icon and select year and month
before selecting day.

Select ‘Complete’, ‘Incomplete’, ‘Failed to Report’,
‘Cancelled’ or ‘Rescheduled’ from the drop-down menu.

» Must be completed once the Intervention End Date is
reached and entered.
» Leave blank until Action Plan Result Date and

Intervention End Date is reached and entered.

* Field is hidden until Intervention End Date is entered.

* Use ‘Cancelled’ if a client passes away before completing
an Action Plan.
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m Intervention Language of Service

Represents the federal official language of the intervention in which the client participated (i.e. the language in which skills
training was delivered)

v

Field is mandatory and cannct ba left dlank.

@ Intervention Essential Skills

Represents whether the client demonstrated an increase In literacy or one of the other essential skilis (numeracy, document
use, writing. oral communication, thinking, digital technology/skills, working with others, continuous learning) following
participation in a Literacy, Essential Skills, Language Training and Adult Basic Education intervention

prodde vaiue

v

Must be complieted if Intervention End Date is entered, and Intervention Co

@ Intervention Credential

Represents whether or not the client earned a nationally or provincially/territorially recognized credential/certificate
following participation in an intervention.

de 213 is selected,

Must be completed once the Intervention End Date Is reached and entered.

v

An explanation of the fields pictured above are provided here. See the Reference
Sheet for Correcting REDCap Errors on the MHSU Psychosocial Rehabilitation
Toolkit (IH MHSU) and the WDA & REDCap Resource Sheet (contracted service
providers) for more information.

41 Intervention Select ‘English Only’, ‘French Only’, ‘Not a federal official
Language of language’ or ‘Unknown’ from the drop-down menu.
Service * NEW: ‘Unknown’ drop-down option has been made
(Mandatory) available.

* Must be completed.

42 Intervention NEW: Must be completed if the following two conditions
Essential Skills are met:
(Conditional) o Intervention Code ‘213-Skills Development’ is
selected, AND
(Previously called o Intervention End Date is reached and entered.

Increase in Literacy - Field is hidden and does not apply if these two

and Essential Skills) conditions are not met.
* Select ‘Yes’ or ‘No’ from the drop-down menu pictured
above to reflect that a client has experienced an increase
in an essential skill.
* This data point is used to reflect that a client has
experienced an increase in an essential skill. Only one
essential skill needs to be assessed. When the essential
skill to be assessed is not clear, select literacy.
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* NEW: See Appendix B of this guide for Intervention
Code definitions.

43 Intervention Select ‘Yes’, ‘No’ or ‘Not Applicable’ from the drop-down
Credential menu.
(Conditional) * A credential/certificate is defined as a degree or
certificate that is nationally or provincially/territorially
(Previously called recognized. For example a university degree, college

Credential/Certificate certificate, trades designation, high school diploma or
Earned as a Result  equivalent, safety certification.
of Intervention) * NEW: Leave blank until Intervention End Date is
reached.
» Must be completed once Intervention End Date is
reached and entered.
* NEW: Field is hidden until Intervention End Date is
entered.

Form Status & Saving Your Work

Form Status

Use the Form Status section pictured below to indicate whether you are actively working
with a client.

NOTE: This is not a mandatory field and is not reported on.

Form Status

Complete? Incomplete

Unverified

Complete
>ave & EXIT Form

-- Cancel -- ‘

For help identifying which clients you are actively working on action plans and
interventions with:

e Incomplete: Select ‘Incomplete’ if a client’s action plan is in progress.
e Complete: Select ‘Complete’ once a client’s action plan is complete (or a new
Action Plan is being started) and all required fields are completed.
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If a client wants to continue with the same action plan or goal at the end of 60 months or
5 years, a new action plan needs to be created in REDCap.

Save Your Work

Save your work at the bottom of the Form Status section. You can either select the
‘Save and Exit Form’ blue quick button pictured below, or select one of the save
options in the drop-down menu pictured below.

Form Status

Complete? Incomplete

Save & Stay
Save & Exit Record

Save & Go To Next Record

‘Save & Stay’ and ‘Save & Exit Record’ are the most user friendly save options.

1. ‘Save & Stay’: Select this to save your work and keep working on the same client
record.

2. ‘Save & Exit Record’: Select this to save your work and exit the client record you
are currently in.

Click the gray ‘Cancel’ button circled above to leave the record you are working in
without saving your work.

REDCap will log you out after 30 minutes of inactivity. Make sure you save your
work!

Note: Download and print a blank Participant Information form by clicking the
‘Download PDF of Instrument’ button at the top of existing client records as pictured
below. Electronic collection of information is strongly recommended due to the
nature of the client information being collected.
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hEDcap@’ Workforce Development ¢ 1

Actions: | " Download PDF of instrument(s) 8 VIDED: Basic data entry

& Logged in as redcap_test_user

@ Logout = This data entry form (blank)

My Projects = Participunc nnvrn e
B REDCap Messenger

& Editing existing Record ID 1-3
Project Home and Design 1=!

R d ID 1-3
A Project Home - B Codebook acor

W Project status: Development Client Information

Data Collection — 100 Mile House MHSU = Social Insurance Number 245673910
* must provide value

222 Record Status Dashboard

- Vieaw data collection status of all records Last Name
B Add/ Edit Records * must provide valug Sparrow
- Creare new records o edit/view existing ones
First Name
@ Record ID 1-3 Select other record * must provide value Jack
Data Collection Instruments:
[CN Participant Information Date of Birth - .
* must provide value 1986-02-23 | Today | v-MD
Applications 1=
[ Calendar Email Address [sparrow@hotmail.com
B Data Exports, Reports, and Stats
% Feld Comment Log Phone Number 250-234-5678
SRR TEE S IE Area code must be in Canada. Enter as 250-555-1234
Reports QsSearch SwOrganize # Edit (=]
Education Level
11 My Clients University Degree ~

* must provide value

Help & Information =1 - . . -

Data Quality Alerts When Saving Your Work
There are two different alerts you might see when saving your work:

1. Warnings for missing *must provide value fields;
2. Data quality warnings.

Missing *must provide value fields
If any of the required *must provide value fields are incomplete when saving your

record, an alert message similar to the one below will appear identifying which
mandatory fields still need to be completed.
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NOTE: Some fields are required! x

i not provide a value for

ds on this page that a

Assigned to User

Name of staff working with client.

Normally the user creating the record, but could be assigned to another staff member
within the same organization.

-

Social Insurance Number Provided

Soclal Insurance Number provided to service provider,

.

Date of Birth

Valid Date of Birth range for clients is greater than 16 and less than 100 years old.

Correct format entry: YYYY-MM-DD. Click on the calendar icon. Select year
and month before selecting day.

Select ‘Okay’ at the bottom to return to the record and complete the required fields.

Follow the instructions on the Reference Sheet for Correcting REDCap Errors available
on the MHSU Psychosocial Rehabilitation Toolkit (IH MHSU) and the WDA & REDCap
Resource Sheet (contracted service providers) to complete any missing required fields.

Selecting ‘Okay’ on the screen that appears similar to the one above will also allow you
to view any data quality warnings for the record that will appear next.

Note: If ‘Ignore and leave record’ is selected, it will skip the data quality warnings
discussed below until the next time you save the record.

A reminder that ALL *must provide value fields must be completed for quarterly

submission deadlines. Any records with missing required fields cannot be
submitted for mandatory provincial and federal reporting.

Data Quality Warnings
If any fields on the form contain data entries that have not been entered correctly when
saving your record, a warning message similar to the one below will appear identifying

which fields contain errors.

To view these warnings, select ‘Okay’ on the previous missing required field alert that
appears.
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(A, WARNING: Data Quality rules were violated! x

The Data Quality rules listed below were found to have discrepancies for this record. Review the table below to see which
rules were violated so that the data values for the fields involved can be corrected, if necessary. You may exclude a result
in the table by clicking the 'exclude' link on the right side, after which that rule will no longer be displayed for this record
whenever the record is saved.

Rule(s) violated Fields involved Exclude &
Rule #2: Action Plan End Date greater than today . g :

v datediff("today", [actionplanenddate], 'd', true) > 1 actionplanenddate: 2025-11-19 exdude
Rule #8: Intervention End Date greater than today

() datediff("today", [interventionenddate], 'd', true) > interventionenddate: 2025-11-19 exclude
Rule #18: Date of Birth invalid range

W datediff([dateofbirth], "today", 'y', false) < 16 or dateofbirth: 2020-11-18 exclude

datediff([dateofbirth], "today", 'y', false) > 100

Follow the instructions on the Reference Sheet for Correcting REDCap Errors available
on the MHSU Psychosocial Rehabilitation Toolkit (IH MHSU) and the WDA & REDCap
Resource Sheet (contracted service providers) to correct entries with data quality
warnings.

All errors must be corrected for quarterly data submission deadlines. Any client
records containing errors cannot be submitted for mandatory provincial and
federal reporting.

Edit a Client Record

To update an existing client record or Participant Information form, click ‘Add/Edit
Records’ on the left hand side of the Workforce Development Project Home page.

You will now see the Workforce Development Add/Edit Records page, similar to the
image below.
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h E DC a p" Workforce Development
. Nagaie ocnemsind B Add / Edit Records
B My Projects You may view an existing record/response by selecung 2 from the deop-down lists below, To Create a new record/res
Delow

B REDCap Messenger
Project Mome and Design NOTICE: This project is currently in Development status. Real data should NOT be entered until the project

® Project Home - [ Codebook

 J . Deveiopment
Jata Collection 100 Male House MMIY Total records: 10 / ‘o group: 10
B! Record Status Dashboard x

R : g Choose an existing Record 1D

+ Add new record

A\pplications
Data Search
8 Calendar \
Data Exports. Reports, and Stats
3 Choose a field to search Al freids <

B Add 7 Edit Records

W Fleld Commaent Log

teport Qi WQgeoue Jids

x - - Search query

My Clients fagn ypng 10 search o
4eip & Information

There are two options to search for existing client records on the Workforce
Development Add/Edit Records page:

1. Search for a record using the Record Identification or Record ID number if you
know it under Choose an existing Record ID, circled above.

2. Use the Data Search function: choose a field to search from the Choose a field
to search drop-down menu picture above, such as Last Name, then type the
Last Name in Search Query field, and click on the record from the results that

appear.
If you aren’t sure whether the record appearing is one you have created, click on the

new ‘My Client Report’ and select the client record you want to edit from the report.
This option is outlined below.

Run a Report
View Your Client List & Program Client List

Run a report to view your client list. There are now two report options in REDCap for
viewing client records:
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1. My Client List: This report generates a list of the client records only you have
created or records you have recently accessed (e.g. you were working with a
client for a colleague while they were away).

a. Complete the Assigned to User field to have your records appear in this
report.

2. My Program Client List (previously called My Clients): This report generates
a list of all client records created in the DAG you are assigned to.

To run these reports, click on the name of the report you want to view (‘My Client List’
or ‘My Program Client List’) on the left hand side of the Project Home page under
Reports, pictured below.

REDCap
a AT
B My Projects
B REOCap Messanger
Project Home and Design
M Project Home - = Project Setup
@ Oesigner - @ Dictionary - B Codebook
’

. roduction

Data Collection

Participant information

ations

onvopas §

-
1
¢
2 o » e
- 5 &
2 - A
~ 5 X
8 RL2 8
- 4 a
2 >
o8 & :
: = b a
. $ 0

You will now see the Workforce Development Data Exports, Reports and Stats page
with your report, similar to the image below.
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Number of results returned: 11 18 Stats & Charts | | fB Print Page | [ # Edit Report |
Total number of records queried: 12 i
9 Click to sort
~Clickon the Ascending or
Record ID to view Record Status Descending
Record Detay
First  Dateof Phone Immigrant Imm
Name  Birth = Number ev Status Year
firstname | dateofbirth  emailaddress phonenumber | &d ty | immigra m
rouhise Married or
L1 (emPee 1ozuse7a0 Testerson Test 200205 est@omail.com 20 S [eandan Male (1) equivalent  English Only {2) MNo(z)  Yes (1) No (2) 0000
) @)
Prefer not Prefer not
12 Complete 534567350 Redeap  Reddy 137312 No Telephone  secondary Prefer notto  Prefer not o ¢ jjich only (2) to report | Frefer MOEto toreport 0000
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To open and view a client record, click on the ‘Record ID’ associated with that record,
pictured above. REDCap automatically assigns clients a Record ID in numerical order
based on the number assigned to their DAG and based on when Participant Information
forms or records are created.

Example: On the test site, the staff member entering test client information
belongs to DAG 1. Test Testerson was the first client record created. Their
Record ID is 1-1. Reddy Redcap was the second client record created. Their
Record ID is 1-2.

To sort a column, click on any of the double arrows at the top of each column title.

Example: To find a specific client quickly, click on the double arrows at the top of
the Last Name or First Name columns pictured above. This will organize your My
Clients report alphabetically. Then click on the Record ID of the client whose
record you want to view. You can then view or edit that particular record.

You can also use the scroll bar at the bottom of your report to see a summary of all of
the information you have entered for each client.

Delete a Client Record
Contact WDA@interiorhealth.ca if you create a duplicate client record or create a record

for a client who does not need to be reported on under the WDA. REDCap users cannot
delete client records. Include the Record ID number of the client record that needs to be
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deleted and the client’s name for verification in your email. Client records cannot be
recovered once they are deleted from REDCap.

Log Out

Always remember to log out when you are done using REDCap by clicking ‘Log out’ at
the top of the left hand side of your screen as pictured below. Remember to save your
work before you log out.

As a security feature, REDCap will log you out after 30 minutes of inactivity. Save your
work frequently.

&EDcap@ Workforce Development

& Logged in as redcap_test_user

@ Log out # Project Home
My Projects

M REDCap Messenger
The tables below provide general d

Project Home and Design statistics, and upcoming calendar e

Additional Resources

Additional resources are linked below.

e |H MHSU staff: See the MHSU Psychosocial Rehabilitation Toolkit for further
information on the WDA.

e Contracted service providers: See the WDA & REDCap Resource Sheet for
further information.

Help

Who to contact with questions:

e Contact the IMIT Service Desk at ServiceDesk@interiorhealth.ca for any
technical issues. (Example: Why am | seeing an error message when | click
on....).

o Contracted service providers: Tell the Service Desk that you are an
external REDCap user.

¢ Contact the MHSU Network at wda@interiorhealth.ca for any other questions.
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Appendix A — WDA Intervention Titles & Codes

Services under the WDA are grouped into three intervention titles or types as outlined
below. Examples of intervention codes for each intervention title are provided below.

Pre-Employment Support Services

The objective of pre-employment support services is to increase independence to
enhance employment skills and opportunities. Services include:

e Employment assessments (such as an Occupational Therapist assessment) that
may be carried out over one or more sessions;

e Counselling and supports to establish employment goals;

e Social skills training, e.g. to improve communication skills;

e Resume writing support;

e Job development services such as job search and job start supports;
e Job interview assistance;

e Coaching to support the client to get ready for employment opportunities, including
supported employment;

e Employment skill development, learning specific employment skills such as
computer literacy;

e Paid or unpaid work experiences such as Work Crews looking after garden
maintenance;

e Therapeutic Volunteer Programs (TVP) to provide volunteer opportunities to
improve social and communication skKills;

e Additional enabling supports that individuals require to participate in employment
services (e.g. assistive devices, workplace attendants); and

e Short-term training.

Supported Employment Services

The objective of supported employment services is to support clients to successfully
achieve and maintain competitive employment. Services include:

¢ Placement and training opportunities in a competitive employment setting;

¢ Individual Placement Support (IPS) programs to support individuals in competitive
employment settings;

e Social Enterprise Programs providing employment opportunities and on the job
training;
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e Job coaching and extended employment supports and follow up (for both the client
and employer);

e Employment finding and connecting services;
e Rapid access to services for clients at risk of losing their employment;

e Additional enabling supports that individuals require to participate in employment
services (e.g. assistive devices, workplace attendants); and

e Self-employment assistance.

Supported Education Services

The objective of supported education services is to increase independence and
successfully complete post-secondary studies. Services include:

e Counselling and supports to establish educational goals;

e Assistance in participation of education upgrading — includes completing short
term courses (e.g. food safe, first aid certifications), acquiring high school
diplomas, and pursing post-secondary courses and certifications;

e Assistance with applying and registering for educational opportunities;

e Advocacy for special accommodations and supports to participate in educational
opportunities (e.g. extending the educational course over a longer period of time to
meet individual needs);

e Coaching to help clients maintain and complete their educational goals; and

e Additional enabling supports that individuals require to participate in educational
settings (e.g. assistive devices, educational attendants).
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Appendix B — Intervention Code Definitions

Intervention Codes are defined below. Definitions are taken from the WDA Glossary of
Data Elements on the MHSU Psychosocial Rehabilitation Toolkit (IH MHSU) and the
WDA & REDCap Resource Sheet (contracted service providers).

Job search
assistance

Counselling /
coaching

Unassisted
services

Other
employment
assistance

Occupational
skills training

Short-term
training

Literacy,
essential

Provides structured and individualized supports to assist individuals
based on their existing level of skills and qualifications in
conducting informed job search activities. Activities include
individual or group assistance with: job searches; resume writing;
interview and job preparation; job finding clubs, etc. Activities focus
on finding work.

Individualized case management services and counselling supports
that monitor individuals’ progression in implementing their action
plan and/or provide specialized assessments and professional
diagnostic services related to physical, social, intellectual, and/or
psychological traits that may have an impact on their ability to
participate in training or to occupy specific jobs.

Employment resource centres that have available information on
the local labour market, employment opportunities, career planning,
education and training programs, and equipment to support
unassisted job search, career planning, occupational requirements,
and training programs.

Employment assistance service supported activities that are not
identified in the other categories. This can include job retention
activities and job placement assistance.

Funded interventions through public or private post-secondary
institutions leading to certification or a diploma with the aim of
obtaining employment for individuals. This includes individuals
training while employed.

Short duration training certificates/courses (e.qg. first aid
certifications, food safety) needed to meet the specific job or
industry requirements.

Individuals receive interventions that focus on upskilling of literacy,
essential skills and language training and are assisted to complete
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skills, their high school diploma or high school equivalency. This category
language includes any literacy, essential skills, or language training

training and conducted for pre-apprenticeship programs.

adult basic

education

Apprenticeship Apprentices are employed persons who are attached to an
employer and registered with an apprenticeship agency.
Apprentices are released by their employer in order to attend
technical classroom training.

Other skills Other skills development activities that are not identified in the
development other categories.

Job creation Community-oriented projects that provide work experience to
partnership participants.

Self- Financial assistance to individuals as they prepare for and
employment implement a new business.

assistance

Note: Codes for 221 — Wage Subsidies, 224 — (Targeted) Earnings supplements, and 311 — Fee Payer
were removed from the list of applicable Intervention Codes (April 2022), because these interventions are
not applicable in British Columbia, as per the Ministry of Health.
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