
Opportunity Works Exit Policy and Procedure 

Overview 

For each participant, the OPW application should be closed 6 months following the start of service.    At 
the close of 6 months you should record the status of the participant (entered employment, post-
secondary education etc.)  Once you Exit a participant, you may still provide “Follow Up” services which 
include transportation, re-employment, resume/interview support.   

Navigation 

The “Closure” bar can be found under “staff profiles > case management > programs > click on the (+) 
Opportunity Works Application > Closure”. 

Procedures 

Please make sure the following, if applicable, have been completed BEFORE Creating a Closure in Career 
Connect: 

1. Make sure the ISS Plan has been closed. 
2. Make sure all services have been closed.  
3. Add any credential earned during the program Credential to the OPW Credential bar. 
4. Make sure any Measurable Skills Gains attained during the program have been added.  

Once items above have been completed then you can create the Closure for the participant. 

Step 1: Once you are “Assisting” the customer, click on the Programs Link. 



Step 2: Then click on the (+) next to the Opportunity Works Application to expand the 
section. 

 

Step 3: Click on the Exit/Outcome (+) to expand the section and click on "Create 
Exit/Outcome". 

  

Step 4: In the General Information section: 

• Select your Exit date-this should be 6 months from the Application Date 
• Select your location 



 

Step 5:  Choose the appropriate Exit reason.  

 

 

Step 6: Enter Employer information if applicable. The question “Entered Employment” must 
be answered regardless of the exit reason for the participant.  Enter Post-Secondary or 
training information in the “Activities” section. 



 

In order to select a job that has already been added to the Add Employment bar, click on 
the Search Individual Employment History and you can select the employment at 
Closure.  You can also add a new job here as well.  This screen works just like any other 
screen that allows you to add employment.  This information must also be Verified. 

 

 



 

Step 8:  Click on “Add a new Case Note” to case note the Exit. The case note should 
include:  

• Exit reason 
• Exit Date 
• A summary of the customer’s outcomes (for example, completed training, certifications 

earned, employment, or other goals achieved). 
• If the outcome is negative the note should explain why the customer did not complete 

services. 

Step 9: Once the job has been entered, and the case note has been saved, the participant 
has been Exited.  An Exit Date will appear on the application and in the Exit section. 

 

 

 


