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Why you should read this document
As of April 1, 2020, employment service providers will use the Periodic Report for Employment 2020
(PRE 2020) (see box to the right for key changes) to report quarterly to CLBC on services delivered. CLBC
uses data from the PRE 2020 to report to the federal
government on the use of funding for employment services
Mandatory Data for the WDA
received through the Workforce Development Agreement
(WDA). The WDA is the federal and provincial agreement
The WDA requires employment service
for employment funding for 2019 – 2025.
providers to collect mandatory
identifying information from people
This guide provides CLBC staff and employment service
accessing CLBC employment services.
providers with information to build knowledge in order to
CLBC is collecting this data through the
complete the PRE 2020 and submit it using the Secure File
PRE 2020. The mandatory information
Transfer Service (SFTS). Using the SFTS ensures the reports
includes:
containing people’s personal and identifying information is
• first and last name
protected.
• home address
• birth date
This guide can be used in conjunction with
• social insurance number (SIN)
Demo Videos 1 – 7 developed to support employment
providers in using the PRE 2020. You can find the videos
Governments have asked for this
here – www.communitylivingbc.ca/pretoolkit/
information to help them better
understand how employment services
are helping people.

Service Provider Responsibility for
Privacy

Find out more by reading the resources
posted here:
www.communitylivingbc.ca/pretoolkit/

• As per privacy legislation, Service Providers must ensure
they request individuals provide consent (the link to the
right on this page gives you access to the Recommendations for Service Provider Consent document).
Consents ensure the individual is aware their identifying and personal is being collected, how it will
be used, and how it will be kept safe.

• Under no circumstances should PRE 2020 reports ever be sent by email as it can put individuals’
personal and identifying information at risk. Reports are required to be submitted to CLBC using the
SFTS only. Please do not password protect your report as the SFTS ensures reports are safe and
secure. CLBC staff, including liaison analysts, will be able to access PRE 2020 reports though an
internal process once the PRE reports have been submitted to the SFTS.
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Setting yourself up for success to complete your PRE 2020
Please refer to the PRE 2020 Workflow (Appendix B) to see where the activities connect to the
practice guidance. The workflow is numbered for your reference and you will see references in
brackets (S1 – S9) throughout the practice guidance to support your understanding of this work.
All CLBC service providers with an employment contract must submit a PRE 2020 report quarterly for
each employment contract they hold for the entire period the contract is in pay. The new report also
includes space to identify the program number(s) attached to each contract. In some cases when there
are multiple programs attached to a contract, it is important to only submit 1 report (representing
multiple programs) per contract. Reports are required even if a provider is supporting individuals or
not, and/or if the contract begins or ends within the quarter of the reporting cycle. All data entered into
the report is important, as it helps CLBC and providers understand what is working for employment
services and where we can strengthen supports.
With the WDA, the federal government has established very tight timelines for reporting on
employment funding. This means both CLBC and employment service providers will need to plan and
organize to meet the strict deadlines for reporting. The Employment team will connect with the liaison
analyst to collect contact information for new service provider and will be supported to access resources
including a blank PRE 2020 template. Existing services will use their previous quarter’s PRE 2020 report
as the starting point for the next quarterly report (PRE 2020 Submission Workflow S1-S3).
Here are a few tips to set your organization up to be successful in complete the PRE2020 reports on
time:
1. Decide as an organization where you will save PRE2020 reports. Each quarter, you will use the
last quarter’s PRE2020 report as your starting point, update it, re-save it as per the Required
Report Name naming convention (see page 26). Using the previous report will save you an
enormous amount of work (starting again means you must re-enter all data for all individuals
rather than just entering changes or new individuals)
2. Monitor your organizations dedicated employment email regularly. CLBC will use this email
exclusively to send important information, updates, resources, and of course, the link to the
SFTS. Links to the SFTS will only remain active for 7 days without action, and after 14 days they
will disappear from your inbox. If you miss the link then you have to connect with CLBC Service
Centre at 604‐733‐2655, toll free at 1‐866‐780‐2655 or by e‐mail at
CLBCServiceCentre@gov.bc.ca to have your account re-activated or to request a new link, and
this will delay submission of your report (see S5 in the workflow on page 38).
3. Put the dates your organization will receive the invitation to the Secure File Transfer Service
(SFTS) each quarter into your calendar or phone (see page 28 for report deadline and SFTS
dates). This will make sure you are accessing the SFTS link within the 7-day timeframe
4. Update your PRE2020 report throughout a quarter. This will make it easier for you to keep up
with any changes for individuals and help you to be ready to submit your PRE2020 report by
deadline (see S4 in the workflow on page 38).
PRE 2020 Practice Guidance – January 2021
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5. Do NOT cut and paste information into the template. The report is a very complex document.
Cut and pasting information can interrupt the macros and functioning of the report, and more
importantly slows down processing. Your report will may not be included in consolidation and
reporting if macros cannot be sorted out in time to meet reporting deadlines.
6.

Individuals should be advised prior to referral and confirmed again at the time of intake, that
their personal and identifying information is a MANDATORY requirement of the service.
Individuals should not be learning about the reporting requirements after they enter a service to
ensure reporting expectations are clear and acceptable.

Introduction to the PRE 2020 – (refer to Demo Video #1)
Home Page
The Home Page Tab allows you to see a list of all the individuals served under a contract; you can also
use this Tab to navigate to each person’s individual Tab. You will see that under the Tab Column on the
Home Page, every individual served under the employment contract will have their own individual Tab
that is automatically assigned a unique file or Tab number. By looking at the Status column on the Home
Page, you can use this unique file number to see at a glance if the individual’s file is active or closed, or
by clicking on a person’s file number you can go directly to their Tab. You can also sort individuals’
names alphabetically to make it easier to find a specific person. Individuals are added to the Home Page
based on the content of the individual tabs, specifically when their last name is entered into the
individual tab. People are removed off the Home tab, when their last name is removed.
Note that in the upper right corner of each person’s Tab, there is a Home Page button that looks like
this:

. If you click on this button, it will take you directly back to the Home Page Tab.

Definitions Tab
The definitions Tab will help you have a consistent understanding of terms to help improve accuracy of
data entry. You will choose the best answer from the drop-down choices, based on the definitions of
each term/concept (see Appendix A for a list of the definitions). Many definitions have come directly
from WDA guidelines. CLBC specific terms have been defined collaboratively with a team of CLBC staff
and employment service providers.

Practice Guidance Tab
This template has practice guidance built right into the template. You can find it in the Tab right next to
the Report Summary Tab. You can also find a PDF copy of the practice guidance in the Employment
Toolkit on the CLBC website here – www.communitylivingbc.ca/pretoolkit/. The Practice Guidance is
updated regularly.
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Getting Started: Report Summary Tab – (refer to Demo Video #2)

Completing the Header: The first step when completing the PRE 2020 template is completing the
Header of the report. It is located at the top of the Report Summary Tab. The Header section of the
Report Summary Tab is the only section of the Report Summary Tab that requires data entry every
reporting period. It is critical the header be completed in entirety to ensure CLBC can track that your
organization has submitted a report for each employment contract you hold. The graphic above
shows you where you will need to enter information about your employment contract.

For the Reporting Period Ending (includes drop down feature): This field indicates the last
day of the current reporting period (e.g. June 30), and is not the same as the deadline for submitting PRE
2020 reports. The Reporting Period End date must be updated each reporting period because dates
from all PRE reports must match for CLBC to be able to consolidate data for reporting back to the
provincial and federal governments. You can enter the date manually or choose the date using the dropdown menu. The Reporting Period End date is also very important because the data in the individual
Tab calculates days in service and other metrics in the report using this date and if there is no end
date in the service category, the template will calculate using the report period end date.

CLBC Liaison: your regional or local CLBC contact person for this employment contract and/or for
your organization. The CLBC Liaison is not employment staff who support reporting requirements.

Number of FTEs from FGT: FTE is a unit of measure for the number of staffing hours or
equivalent to full time position (35 hours) assigned to the contract (e.g. 1 FTE = 35 hours or .5 FTE = 17.5
hours). The number of staff hours is found on page 2a of your organization’s employment contract;
column U and the number of supervisor hours is found on page 5 in the Funding Guide Template (FGT).

Vendor Name: The Vendor Name will auto populate using the OCG number. If the report does not
auto populate your name, then you are required to enter the FULL legal business name of your
organization, not an acronym or the specific employment program name. The FULL legal name is the
name CLBC has on file (e.g. contracts) and will ensure CLBC can confirm and track your organization’
submissions.

Contract/MWS Number: My Work Space (MWS) is CLBC’s computer program where most
contracts are generated. The MWS number is a 7-digit number, usually starting in 314 or 315 and will be
located on the front page of your CLBC contract. The template will indicate a RED error message if any
letters are entered (e.g. if you enter an old CLBC contract reference number such as AB000CD01). If you
are unsure what your MWS contract number is, please connect with your liaison analyst.
PRE 2020 Practice Guidance – January 2021
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MWS Program ID (Number): This is another unique identifier for the employment service. My
Work Space (MWS) Program Number(s) are created by CLBC and are used to confirm an individual has
been assigned to a program. MWS Program numbers are given to service providers by their CLBC liaison
analyst when an individual is referred to a program. A contract can have one MWS Program Number or
multiple MWS Program Numbers assigned to it. You will need to make sure all assigned MWS Program
Numbers are included in the Header of the PRE2020 report. If you are entering more than one MWS
Program Number you would enter one number in the first box, then put all additional program numbers
in the second box, separating each number with a semi-colon (;). As of April 1, 2020, CLBC will be adding
MWS program numbers to referral forms to CLBC employment services. If you are unsure of the MWS
Program Number(s) for a particular contract, please contact your CLBC liaison analyst.

Year Employment Services Started: Enter the first year your organization delivered
employment services. Do not enter month or day, just the year.

Prepared by: The name of the person entering data into the PRE 2020 template. If there is more
than one person entering data, pick one person to be the contact point in case CLBC needs to follow-up.

Email Address: This email address is the one your organization created to specifically gain access to
the Secure File Transfer Service (SFTS).

Phone #: The best number to reach the person who completed the report, or it can be a general
contact number for your organization. The template will auto format the phone number
(e.g. 778 123-4560).

Eligibility (includes drop down menu): This field identifies the CLBC eligibility stream; developmental
disability (DD) or Personal Support Initiative (PSI). You cannot report on DD and PSI individuals in the
same report as data is tracked separately for these individuals.

PRE 2020 Practice Guidance – January 2021

Page 9

Periodic Report for Employment (PRE 2020) Practice Guidance
Quality Service Area or QSA (includes drop down menu): Identifies the CLBC Quality Service
Area where the service is provided. If your organization delivers services in multiple QSAs, please ensure
you identify the specific QSA where the services you are reporting on are being delivered.

OCG #: The OCG # is a 6-digit unique identifier assigned to a vendor when they become pre-qualified
to provide services for CLBC. It is included in the PRE 2020 is to ensure data is aligned with the correct
vendor. You will need to enter this number in the header the first time you use the PRE 2020 template.
The OCG # will auto populate Vendor Name field. If the template does not auto populate Vendor Name,
then users will have to enter manually. If you are unsure what your OCG number is, please contact your
CLBC liaison analyst.

Required Report Name: This field will autogenerate the name you will use when saving your
report to submit to CLBC. You must use this autogenerated name to ensure CLBC can confirm you
have submitted your report when you use the Secure File Transfer Service (SFTS). As you enter
information into the header, the template will auto populate the name of the report in the correct
naming convention for the SFTS.

Report Summary Tables (No data entry is required). The Report Summary tables are
automatically calculated and populated, and consolidate the data entered from ALL Individual tabs in
the report. Note that the data in the Report Summary is as of the Reporting Period End date. Services
that were end dated during the reporting period will not be included in totals.
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Data is Helpful for Your Organization Too
The purpose of the PRE 2020 data is not just to meet reporting requirements of WDA, but also to learn
about and understand CLBC employment services.
The PRE data can be a useful tool that enables your organization to better understand how your
employment services are being used. Feedback from CLBC employment service providers has shaped
how the data collected in the individual tabs is consolidated and presented in the Report Summary Tab.
The Report Summary Tab is essentially a data analysis of your employment service and can help you
identify patterns, relationships or trends in service delivery. We have tried to present the results in a
way that can be easily understood, useful, and accessible.
The Service Summary & Statistics table in the Report Summary Tab is a great place to start reviewing the
data. Here you will find high-level data such as The Average Days to Employment and the Length of
Time to Secure Employment tables. This data has an additional parameter added to the consolidation any job with a start date within three years of the Reporting Period End date is included in the
calculation. Jobs that were secured more than three years from the Reporting Period End date would
not be included in the calculation. The intention is to focus on activities within a 3-year period to keep
data current.
When reading the Report Summary as a whole, here are a few suggested questions to help your
organization utilize the data:
•
•
•
•
•

Who is interested in employment?
Are individuals staying connected to service?
Are individuals finding meaningful work?
Are individuals keeping their jobs?
Are enhancement services getting the desired results?

Completing the Individual Tabs – (refer to Demo Video #3)
Individual Tabs are where the bulk of data entry happens (S4). An intake checklist has been created to
support service providers to collect the identifying data points contained in the PRE 2020 (you can find
this list at www.communitylivingbc.ca/pretoolkit/). As you enter information into each Individual Tab,
the template will automatically populate the Individual Summary and the Report Summary.
Note that each person served should have their own Tab and only one Tab. If an individual leaves
service and then comes back, you will need to delete the closure section information in the individual’s
Tab, enter a new intake date, and start recording a new job search. Do not delete the old employment
records for this individual unless you need space in the report. Do not delete the entire Tab as this will
create errors in the template.

PRE 2020 Practice Guidance – January 2021
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Intake Date: The date the service provider receives a referral from CLBC. Please enter in the DDMMM-YYYY format (e.g. 10Feb2018). Note that service does not have to start on this date.

File: This number is auto populated and corresponds to the individual’s Tab number (e.g. file #7 will be
Tab #7). These numbers help you navigate easily from the Home Page Tab to each person’s individual
Tab. Note that in the upper right corner of each person’s Tab, there is a Home Page button that looks
like this:

; clicking on this button will take you directly back to the Home Page.

Status: When you enter the LAST name of the individual, the status will auto-populate to ACTIVE.
Active means the individual is currently receiving some level of employment services.

PRE 2020 Practice Guidance – January 2021
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Personal Information:

The following fields in the Personal Information section are required questions for WDA
reporting. It is mandatory these questions be asked of all individuals and a response reported. The
definitions for these fields are found in the Appendix A of this guide and the definitions Tab of the PRE
2020 template. All the fields have drop-down menus. Drop-down menus are located at the top right
corner of each field, click on the tiny arrow to find the drop-down menu.

A Note About Tone: When service
providers are talking with individuals about the
requirement to provide identifying personal
information and providing consent to have it
shared through the report, the service provider
has a great deal of influence.
Service providers who are delivering
employment programs need to be presenting
information about this requirement in a positive
and matter-of-fact way and ensure individuals
understand they are required to provide this
information if they would like to continue to
receive employment services.
This is because the WDA now requires all
Canadians who receive employment services to
provide this information to help governments
understand how people are using these
services, and where services might require
strengthening.

Last Name: (Mandatory for all individuals): If
the individual only has one name, it should be
entered as last name. When the user enters the last
name, the template will highlight all the mandatory
data entry fields in ORANGE.

PRE 2020 Practice Guidance – January 2021

What is Mandatory Data?
All data points in the Personal Information
sections of the report are required for
reporting out on the Workforce Development
Agreement (WDA) funding.
There are 5 specific questions that require
information and cannot be left blank, about the
individual and have been identified with RED
notation in the PRE 2020 template:
•
•
•
•
•

Last Name
First Name
Address
Birthday
Social Insurance Number (SIN)

The remaining questions in the Personal
Information section are also mandatory but
give the individual the option to provide
information OR indicate they would Prefer Not
to Report. An answer for these questions must
be submitted. You will open the drop-down
menu and select the answer the individual
chooses. If the individual chooses not to
provide mandatory data, then they must exit
the service.
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First Name: (Mandatory for all individuals): Enter the Full legal name, not nickname or shortened
version of the individual (e.g. Sandra BROWN, not Sandi BROWN). If the individual has only one name,
the first name is left blank and the name is entered in the last name field.

Street Address: (Mandatory for all individuals): An address consists of a building number/street
name/apartment number (if applicable). If the individual does not have an address, the address of the
office where they are receiving service can be used. If the individual has an apartment number, please
put a hyphen between the unit/suite/apartment number and the street number (e.g. 2A-4836 Main
Street).

Postal Code: Postal codes are six-characters with a space separating the third and fourth characters
(e.g. V2J 6T8). If the individual does not have a postal code, your organization’s postal code can be used,
or it can be left blank.
City/Municipality: This field represents an area that is commonly recognized as a town, a village, a
city, an official municipality or a local area, and is generally deemed locally to have the status of an
official municipality or reserve.

Date of Birth: (Mandatory for all individuals): The date of birth consists of the day, month and year
(in this order) of birth and should be formatted DDMMMYYYY (e.g. 02Feb1990). Please be careful not
to mix up month and day.

Age: This field does not require your input. It will calculate and auto populate when the individual’s
date of birth is entered into the template.

Social Insurance Number (SIN): (Mandatory for all individuals): SIN numbers are 9 digits. An
individual must have a valid SIN to work in Canada. The field will auto format (e.g. 123 456 789). If the
individual refuses to provide SIN number, then the service provider must connect with the Local CLBC
office to initiate action.

PARIS Number: This is the unique identifier number CLBC assigns to individuals. This number will
be entered by CLBC staff during the transfer of data from the old PRE template to the PRE 2020
template, or it will be provided to you by your CLBC liaison analyst when a new individual is referred to
employment services.

Email Address: This field can be left blank if the individual does not have an email address. This
field must contain a @ symbol; the field will go RED if the field does not have a @. Please review email
for accuracy.

Phone Number: This is a 10-digit number that includes the area code and is the individual’s
telephone number. This field should not be left blank. If the individual does not have a telephone
number, enter a contact telephone number or enter “No Telephone”. When a phone number is
entered, the field will auto format the 10 numbers (e.g. (777) 555-3333).
PRE 2020 Practice Guidance – January 2021
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Use the Definitions Tab to help inform the individual on their response for:
Level of Education:
Marital Status:
Indigenous Identity:
Gender:
Language Spoken:
Number of Dependents (#):
Immigrant Status & Year:
Visible Minority:

Pre-Service Employment Information:
These questions have drop-down menus. Use the definitions found in Appendix A or the Definitions Tab
in PRE 2020 template to choose the response that best fits the individual.

Employment Status: This field captures the employment status of the individual prior to starting
their CLBC employment service. Note that jobs end dated (no longer held) prior to April 1, 2020 will not
be migrated from the old PRE template to the new PRE 2020 template. If the individual already has a job
prior to entering service, enter the employment details under Job 1, in the On the Job/Retention
Services section, and then identify retention services as per usual practice. You would capture any new
job preparation/search activities under Job 2. If you are unsure of the difference between unemployed
and not in the labour force, please review the definitions in Appendix A.

Employment Support: This field captures what supports were experienced before entering this
CLBC employment service.

Service Actions & Outcomes: Entering Job Services – (refer to Demo
Video #4)

PRE 2020 Practice Guidance – January 2021
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What to do if an individual enters service already employed: If an individual enters
an employment service and they already have a job, then you would enter the employment details in
Job 1 “Enter Employment Details Below” fields. Then you would indicate which employment services
are being provided to support the individual with that job (e.g. On the Job or Retention Services). If the
individual wants another job, then the new job search services would be entered under Job Services 2.
If the individual has more than one distinct job with an employer, the jobs are recorded separately as
Job 1 and Job 2. You will need to indicate the job is with the same employer but with the different
National Occupation Classification (NOC) codes identified (see page 18 for more information on NOC).

Important to note: If the individual has more job recordings or active jobs than space allows, users
will delete the oldest job, or the ones that are no longer active. Saved reports from previous reporting
periods have the archived historical employment information that does not need to be carried forward
in each report.
For each Type of Action (sometimes also called a type of service), enter a start and end date as
appropriate. The Days in Service field will auto populate the number of days based on either a) the
start date and end date; OR b) the start date and reporting period end date (see the Header of the
report for this date). Each job MUST have at least one active type of action/service unless the job is
identified as seasonal and the season is over, or the individual is laid off with the reasonable expectation
of returning to their position.

Credential Earned (includes drop down menu): Users will indicate whether an individual earned a
credential as a result of the service (see definition of Credential Earned in Appendix A or in the
Definitions Tab in the PRE 2020 template).

Type of Outcome (includes drop down menu): The definitions for these fields are found in
Appendix A or the Definitions Tab of the PRE 2020 template. Use the definitions to help the individual
choose the response that best fits their situation at this stage of their career path. It is important for
WDA requirements to identify an outcome.
Pick the best answer from the drop-down choices, which include:
Job Preparation:
o Unemployed but available for
work
o Employed
o Self-employment
o Not in Labour Force
o Accessing additional training or
education
o Moving to Job Search and
Development
o Unknown
PRE 2020 Practice Guidance – January 2021

Job Search and Development:
o Unemployed but available for work
o Employed
o Self-Employed
o Not in Labour Force
o Accessing additional training or
education
o Employed AND accessing On the
Job/Retention Services
o Unknown
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Date of Outcome: The end date to the Type of

Making entries about
Self -Employment

Action/Service may or may not be the same as date of
outcome. For example, some individuals may access
additional training or education, while they continue
receiving Job Search and Development Services.

If someone is self-employed, you will:

If Outcome is Employment: Enter
Employment Details Below:
Important to note: If the individual has more job
recordings or active jobs than space allows, users will delete
the oldest job, or the ones that are no longer active. Saved
reports from previous reporting periods have the archived
historical employment information that does not need to be
carried forward in each report. See saving reports on page
25 for additional information.

Job #: No data entry is required. This field will auto

 Choose the type of employment that best
reflects their self-employment.
 DO NOT indicate the name of each
“customer” as a separate employer.
 Where generally you would name the
employer, choose self-employment from
the drop-down.
 Service providers will have to calculate or
estimate hours and wages for selfemployment. Take a 2-week period or
month (depending on how often they are
getting paid, divide the amount of money
the individual makes within that period, by
all the hours spent working)

populate.

Job Title: This is the individual’s position or primary role within an organization.
Start Date: This is the first day on the job when the individual is getting paid. Enter the date in
DDMMMYYYY format. (e.g. 23Aug2019).

End Date: This is the last day on the job for
the individual. Enter the date in DDMMMYYYY
format (e.g. 23Aug2019). Days in Service:
No data entry is required. The template will
automatically calculate the number of days the
individual received a specific type of service
based on calculation of start date and end date;
OR if the end date is blank, the start date and
end date of the reporting period (see the Header
of the report).

PRE 2020 Practice Guidance – January 2021

A Closer Look at the Days in Service Calculation
This is how Days in Service are calculated.
•
•

•

Service start date to end date, OR
Service start date to Reporting Period End Date
(when there is no end date), minus 15 days. This is
because you will submit the report on the 15th of the
month (on average 15 days before the reporting
period end date). Sometimes this is referred to as
the “Working Quarter”.
Calculation includes the day the service starts (e.g.
service starting on Feb. 1st and ending Feb. 3rd is 3
days, not 2 days
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Type of Employment: This field refers to the job term. The field will have a drop-down menu to
choose either regular, short term or seasonal employment.

Weekly Hours: Enter the total hours per week the individual usually works in the job.
Hourly Rate: First, enter the hourly wage and if the individual is self employed or paid by contract.
Then you would enter an average wage (note: this may not be minimum wage). If it is not a minimum
wage, it would be important to make note of the rationale in the general notes section. If the hourly rate
changes, perhaps because of a raise or increase to minimum wage, be sure to update this information. If
the individual does not want to tell you what they are paid, then leave this field blank.
Making entries about
Seasonal Employment
If someone got a seasonal job on May 1, 2019, working 20 hours per week for $15, you would:







Choose seasonal as the type of employment.
Enter May 1, 2019 as the start date for employment.
Not give an end date for the job until they quit or lose the job, permanently
Indicate 20 hours/week
Indicate $15/hour
Indicate/update real time services you are providing. For example, in April 2020 you reconnect with the
employer for the position for this year and in May 2020 you provide on the job support. You will
indicate the dates those services start and end.

Name of Employer:
Important to Note: CLBC is asking for the name of inclusive employers so we and service providers
understand the prevalence of repeat hiring. CLBC will not release the names of these inclusive
employers, and they will not be forwarded as part of CLBC’s reporting back to the federal and provincial
governments. Employer names will only be collected for CLBC and service provider data analysis.
When you are entering the Employer, please include the FULL name of the business, not the type of
business (e.g. Tim Hortons, not Timmies OR Granville’s Coffee House, not Granville’s). This field also
includes a drop-down menu for individuals who are self employed.
If an employer has advised they do not want their name reported, then the Service Provider would
manage their own list and in place of employer name they can enter a code. For example, the service
provider could decide Tim Horton’s South Side become THSS. Every time someone is hired at Tim
Horton’s South Side, the service provider would enter THSS as the employer name. This coding will still
allow CLBC and service providers to see where repeat hiring has occurred.

PRE 2020 Practice Guidance – January 2021
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Business Size (includes drop down menu): Choose the number that best reflects the size of the
business by using the approximate number of staff in the location where the individual is employed.

NOC Code: CLBC is required to identify the type of job using National Occupational Classification
(NOC) Codes. NOC is the national reference on occupations in Canada providing a standard classification
for dialogue on the world of work. There are several levels that define the NOC. For the WDA, users will
be reporting out on NOC at the 4-digit level; there are 500-unit groups at this level.
Do not leave this field blank. Choose the best option using the following and/or Check out the NOC
code advice resource in the PRE 2020 Toolkit.
Definitions of 4 digit codes for NOC 2016 can be found at:
http://noc.esdc.gc.ca/English/NOC/SearchIndex.aspx?ver=16.
Please copy this URL into your address bar to look for the NOC code which best represents the
individual’s job. On the website, the menu on the left side shows the NOC Code List. Click on that and
you will have to scroll to find the description that is most suitable; OR you can refine your search using
the steps on the next page where we have used the example search: Restaurant Hostess to
demonstrate how to use this search function.
1. Choose Index of titles, then click Next

2. Choose Keyword and click Next
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3. Enter the Keyword, “Hostess”, and click Next

4. Choose the option that is best match for individual:

5. You would enter 6511 (Restaurant Hostess) into NOC code field of the PRE 2020.
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On the Job/Retention Services:
As with Job Preparation, and Job Search and Development Services, for each Type of Action (aka type of
service), enter a start and end date as appropriate. The Days in Service field will auto populate the
number of days based on either a) the start and end date OR; b) the start date and the reporting period
end date (take this date from the Header of the report). Each job MUST have at least one active type of
action/service (start date with no end date), except for those jobs identified as seasonal (see page 15).
There are drop down menus in the Credential/Certificate Earned and Type of Outcome fields. As noted
previously, please use definitions to help choose answers that best describe the situation.
For each individual, enter each job into separate Job Services (1, 2, 3, & 4) sections of the report. The
assumption of the template is that individuals will not have more than four active jobs at one time.
Delete information in the Job Services fields which are no longer active to make room for new job
information. Historical data will be saved in older versions of your report.

Job Enhancement, Other Necessary Supports, & Closing – (refer to
Demo Video #5)

Job Enhancement Services: Job enhancement is when an employee is supported to pursue and
expand new responsibilities or tasks in their current position, which advances their skills or abilities,
positions people for a new opportunity or wage increase, or an advantageous schedule change or
promotion within the same organization/employer. There are many goals of Job Enhancement Services,
but the premise remains that the individual has proven themselves to be an asset to the company and is
pro-actively choosing to take a natural next step with their career. Job enhancement is NOT working
with employers to have them increase pay to minimum wage or meet Employment Standards Act
requirements. If these circumstances exist, then follow official channels for resolution.
Entering Job Enhancement Services:
1. # - Identifies the number of enhancement efforts are being made. 1, 2, 3 etc. The template will
auto populate this field.
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2. Type of Outcome – Choose the goal of the enhancement service from the drop-down menu:
(e.g. more hours, more pay or more responsibilities/new job (see definitions). When you make
your selection, the before enhancement and after enhancement fields change color and the
options within those fields needs to be entered.
3. Effective Date of Outcome – this is the date the goal of Job Enhancement was reached. For
example, if the pay raise became effective on December 1, then you would enter 01Dec2019
into the Date of Outcome.
4. Before Enhancement and After Enhancement – these fields capture the change as a result of
Enhancement Services. For example, if the Type of Outcome goal was to pursue more pay, you
would enter 14 in Before Enhancement and then enter 15 in After Enhancement and the
template will auto populate these numbers in wages ($14.00 & $15.00 respectively). If the Type
of Outcome is more hours, then you would enter the increase in hours (e.g. 4 to 8), and the
template will auto-populate the increase as hours. If the Type of Outcome goal is more
responsibilities, you would capture this change in the comments field.
5. Comments – enter specific details about the enhancement. (e.g. the individual is in temporary
job placement to ensure the new job is a good fit). When Type of Outcome is more
responsibilities/new job, then you could enter “receptionist to server” to note the change.
6. Job # that enhancement pertains to – Identify the specific job number from the Job Services field
where the enhancement occurred.

Other Necessary Support Details:
Important to Note: “Other Necessary Supports” is sometimes called wrap around supports; they are
complimentary supports that may not be specific to employment services but that an individual needs
to be able to secure and/or maintain employment. These supports are often underreported as many
service providers often do not recognize the invisible work they do to support the individual to get a job.

The types of Other Necessary Supports are listed on the PRE 2020, along with an option to add Other
Support Not Listed. Other Support is often critical to the success of the individual, and distinctly what
makes CLBC employment services successful (e.g. a service provider needs to help connect an individual
to the foodbank each month or support a family member “get on board” with employment goals).
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To complete this section of the template, you enter a start date of the Other Necessary Support, and an
End Date (when appropriate). The Days in Service will auto calculate using these dates. If there is no
end date, the template will calculate the Days in Service using the start date and the reporting period
end date (this is the date taken from the Header of the report). You will also identify the Job # this
support pertains to (e.g. Job Service 1, 2, 3, or 4). You can enter multiple job numbers if Other Supports
are being provided for multiple jobs.

Closure : Closing is appropriate when an individual declines service, moves out of community, or
passes away. It is not recommended to close an individual’s Tab once they are successfully employed as
maintaining connection with the individual is critical for ongoing success. Ending employment services
should include CLBC facilitator involvement.
When you enter an Effective Date of Closure and click Save, the template will automatically change the
status of the Individual Tab from Active to Closed. It is imperative when your intention is to close an
individual’s Tab to make sure ALL services are end dated, otherwise the data in the report will not be
accurate. When entering the date of closure, please also indicate the Reason for Closing by choosing
from the options in the drop-down menu.
If the individual is not likely to return to service, then it is recommended to remove the individual’s
information from the report by clicking on each field and then click delete. Historical information will be
stored in previous versions of the report. You can add new referrals to vacant tabs.

Employment Status at Closure (includes a drop-down menu): Choose the option that best
demonstrates the individual’s employment status when service ends.

Effective Date of Closure: The effective date of closure is the last day the individual no longer
receives employment services.

General Notes: The General Notes area of an individual’s Tab provides the opportunity to
document critical and valuable key learnings and other relevant information specific to the
individual/employer to compliment or expand upon the more numerically focused data. For example,
you can use the Notes area to explain seasonal, gig, contract, social enterprise or other important
information. Employment service providers are encouraged to use this area so valuable learnings may
be documented and available for future reference/use.
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Rejected Employment Offers : This section of the report is meant to collect information and
details to understand and identify potential patterns when individuals refuse an employment
opportunity. Fill out the Employer name by typing the text directly into the cell – this information will
remain confidential. If the individual is self employed, then use the drop-down box to indicate self
employed. The rejection reason field also has a drop-down menu; choose the answer that best
describes the circumstance. You may not know the answers to all these fields as the opportunity may
have been rejected before all aspects of the job were nailed down. The Job # will auto populate.

Individual Summary and Statistics : No data entry is required for any part of the
Individual Summary and Statistics. The report will automatically calculate and populate using the data
entered in each specific individual Tab. The data in each Individual Summary report is about ONE
individual only. Each line of the report is self explanatory, and handy to check between reporting
periods to see changes if they occur.

Started service this reporting quarter: This counts number of individuals accessing service this reporting
quarter (e.g. Intake Date is within the current reporting quarter).
Number of gained employment this quarter: This counts all the jobs for the individual that have a start
date within the current reporting period.
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Number of current employment: This counts all the jobs that are ongoing/active for an individual as of
the Report Date. Jobs with End Dates prior to Report Date are excluded, as are any jobs that started
AFTER the Report Date.
Total number of weekly hours in current employment: This section shows how many weekly hours a
person is working in all current ongoing jobs.
Longest current employment: If individual has more than one ongoing/current job, this identifies the
number of days of the oldest of all the current jobs.
Average number of days to get employment: This data captures the number of days it took an
individual to gain employment within the last three years. The time it took to get a job is calculated from
the Start dates for Job Prep or Job Search & Development, whichever is earlier. The average is
calculated by adding all the number of days it has taken an individual to find employment divided by the
# of jobs in the last three years.
Average Earning per hour in current employment: Wage rate from all ongoing/current employment is
averaged by adding the rates then dividing by the number of current jobs.
Number of days of continuous unemployment: If there is an ongoing employment for an individual, this
section of the Summary report will state “Presently Employed”. If the individual is unemployed but had
previous jobs, the value is calculated by counting the days from when their last job ended and the
Report date. If there was no history of past employment, the value is calculated by counting the days
from the earliest service to the Report date.
If presently unemployed, date when last job ended: If the individual had prior jobs, the number you
will see in this section is equal to the last End Date of their last job. If they have no prior employment
history, you will see a value of not applicable or “N/A”.
Job rejected: this Quarter / for the Year: This counts the number of job offers that were rejected.
Rejection date determines if is counted in the current quarter or not. The quarter count refers to the
number of rejections that happen in the reporting quarter. The “for the Year” counts all the rejections
from beginning of the year to Report date (note: the year count cannot be lesser than the quarterly
count).

GETTING READY TO SUBMIT – (refer to Demo Video #6)
Saving Your PRE 2020 Report :

Important to Note: Please do not password protect your reports. Password protection is no
longer needed as the Secure File Transfer Service (SFTS) ensures the safety and security of the personal
information being sent in your reports.

Saving Your Reports: If your organization has not already done so, before you start to complete
your report it is highly recommended you define where reports will be saved. This will be important
because you will be using the last report to start a new report for each quarter. It is also important
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because the report does not house an individual’s employment history. Individual employment histories
will be housed in previous versions of the report that are saved in your organization’s file storage (see
Terms and Conditions of your contract for file storage requirements).

Naming your report for the first time: As you complete the header information, the
template automatically builds the name of your report according to CLBC’s naming convention. Use this
exact format when naming and submitting your report to CLBC via the Secure File Transfer Service
(SFTS) as it helps CLBC confirm your organization’s PRE report submissions. The easiest way for you to
use the exact format when saving is to highlight the name in the Required Report Name line, click CTRL
and C to copy the name, click Save and then put the cursor in the file name field and Click Ctrl V to paste
the correct name. Then click Save again. Note: reports will be returned to sender for corrections if the
naming convention is not followed (e.g. acronyms are used instead of the service provider full name).

Starting your report each new quarter: Each reporting period, you will open the report
from the previous reporting period to start your new. Service providers do not “start fresh” and enter
data in a new template each reporting period – starting fresh will only create extra work for you
report (unless you are a new service provider or new contract (See S3).
When the report from the previous month is open, click Save As, and re-name the existing report simply
by replacing the old reporting period end date with a new reporting period end date. For an example
see the graphic below: Central Upper Island-123 Employment Services 3149999 – PSI-Sep2019 is
renamed Central Upper Island-123 Employment Services 3149999 – PSI- Dec2019. This is the process
you will use for every new report you create.
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File storage and naming conventions are particularly important to help your organization keep track of
previous reports and so ALL staff (old, new, or transitioning roles) know where they can find the
previous quarter’s report to start a new one for the next reporting period. It is also important if your
organization has a lot of historical information (e.g. for those individuals whom are active in the job
market) and you want to find someone’s employment history with your organization. It is recommended
you create a file for each report/contract, so it is easier to find historical information.
The PRE 2020 must be stored in Canada as per Terms and Conditions of your organization’s
employment contract. Please ensure your computer has the level of security needed to safely and
securely store this personal information. As stated above, please do not password protect your report.
All reports will be submitted using the SFTS, which ensures the information is secure.

Submitting Your Pre 2020 Report – (refer to Demo Video #7)
Important Information for ALL CLBC and Agency Staff: The PRE 2020 template has
mandatory data categories which include identifying and personal information; therefore, the report
MUST be submitted using the Secure File Transfer Service (SFTS). The SFTS will ensure personal and
identifying information is safeguarded and secure.
Under NO circumstances would it be acceptable to share the PRE 2020 report via email. CLBC staff will
be able to access the PRE 2020 reports internally, after Service Providers submit the reports through the
SFTS. Provincial CLBC Employment staff will collect PRE reports from the SFTS and store them
appropriately for CLBC staff and contract liaisons in the regions to review.
It is also imperative reports are NOT printed or shared externally, as this increases risk of a breach of
privacy. See the Freedom of Information and Privacy Act Policy for additional information;
(http://www.bclaws.ca/civix/document/id/complete/statreg/96165_00 ).
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Preparing to submit your PRE 2020: Employment Service providers are required to have a
dedicated email to gain access to the SFTS. The preferred format for the dedicated employment email
is: NameofAgency_PREReport@agencyaddress (e.g. InclusionCommunity_PREReport@Community.org).
All employment service providers as of December 2019 have provided CLBC with a dedicated email
address for the SFTS.
If you are a new employment service provider, you will need to create a dedicated email and send it to
CLBC at clbc.employmentHELP@gov.bc.ca, using this new email. This step will ensure CLBC has a record
of your organization’s dedicated employment email. CLBC will use this address only to send an
invitation to the SFTS and for other employment related communications. The dedicated email address
ensures your organization receives the invitation (email) to the SFTS consistently (remember the SFTS
has timeline limitations to ensure information transmission is secure, so ensure you are checking your
dedicated employment email consistently). The invitation you receive to your dedicated employment
email is the only way you can submit your PRE report through the SFTS (See S5-S6).

The email/invitation to the SFTS looks like this:

To complete your submission using the Secure File Transfer Service (SFTS), please refer to the SFTS –
Instructions for Employment Service Providers document. This resource contains specific instructions on
how the SFTS works and can be found in the Employment Toolkit on the CLBC website
(www.communitylivingbc.ca/pretoolkit/). You can also watch Demo Video #7 – SFTS to learn more.

Report Deadlines: Reporting timelines stipulated in the Workforce Development Agreement are
very tight and CLBC does not have any flexibility in our requirement to submit PRE data quarterly to the
province. Service providers that keep their periodic report updated throughout a quarter will find the
reporting timeline easier to manage.
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Use the following PRE Report Deadline Dates Table to plan your PRE 2020 report submissions for each
quarter through to 2025:

Quarter

Reporting period

SFTS link sent to
service providers**

Report due
date**

Q1

Apr 1-Jun 30

June 12

June 15

Q2

July 1-Sep 30

Sep 12

Sep 15

Q3

Oct 1- Dec 31

Dec 12

Dec 15

Q4

Jan 1-Mar 31

March 12

March 15

**Important to Note: in using the table above it is important to note that the date CLBC sends out
the link for the SFTS is subject to staffing and hours of operation. If the date falls on a Saturday or
Sunday, then the link would be sent the next working day. This is also true for when Service Providers
are required to submit their PRE 2020 reports through the SFTS; if the date falls on a weekend, Providers
will submit on the next working day.
To illustrate this variation, here’s a table with the actual dates in 2020/21 when the SFTS link will be sent
to providers and when the report must be submitted to the SFTS.
2020/2021
Quarter

Reporting SFTS link sent Actual date SFTS
period
to providers
link sent

Report
due date

Actual due date

Q1

Apr 1Jun 30

June 12

June 12, 2020

June 15

June 15, 2020

Q2

July 1Sept 30

Sept 12

Sept 14, 2020

Sep 15

Sept 15, 2020

Q3

Oct 1Dec 31

Dec 12

Dec 14, 2020

Dec 15

Dec 15, 2020

Q4

Jan 1Mar 31

Mar 12

Mar 12, 2021

Mar 15

Mar 15, 2021

The SFTS link sent to your dedicated email address stays live for 7 days. When you click on the link, you
will be required to change password. This 7-day window provides you with time to change the password
then you can work/submit your PRE 2020 when you can and with luck, by the deadline (See S7).
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If you do not access the SFTS link within 7 days and change the password, your account status will
change to inactive and you will need to notify CLBC Service Centre at 604‐733‐2655, toll free at 1‐866‐
780‐2655 or by e‐mail at CLBCServiceCentre@gov.bc.ca to have your account re-activated. Please
note, after 14 days, your account is locked out of SFTS and you will have to contact CLBC again to reactivate your account. These timelines are part of the many security features of the SFTS.
Remember: Your SFTS Account is locked out due to repeated login failures (account is locked out after
6 tries within 1 minute). This lockout expires after 15 minutes.
Account is IP locked out due to repeated login failures (IP is locked out after 15 tries within 5 minutes.
This locked does NOT expire. Please send request for SFTS support to CLBC Service Centre at 604‐733‐
2655, toll free at 1‐866‐780‐2655 or by e‐mail at CLBCServiceCentre@gov.bc.ca.
If you’ve performed the account unlock steps (sent request for password change or requested your
SFTS account be re-activated) and the user is still unable to access the service, they are likely IP
locked.
Ad-hoc users IP may not be locked and in fact, may not have changed the password after they have
requested for a password reset. Please advise the ad-hoc users to:
1) Go to https://filetransfer.gov.bc.ca/
2) Click onto “Request a password change”
3) Once they have received an email (email subject: Password Change Request Confirmation), they
have click onto the link within 60 minutes [Please see below an email example – I have
highlighted the URL for your easy reference]

Follow the steps outlined in SFTS – Instructions for Service Providers to complete submission process
(See S8). The instructions for the SFTS are available in the Employment Toolbox
(www.communitylivingbc.ca/pretoolkit/) and demonstrated in Demo Video #7. The report will be
reviewed for accuracy and completion and returned to the service provider for corrections using the
SFTS (See S9). The service provider will receive confirmation via SFTS when the report has been received
and has been forwarded for processing.
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For all assistance with Secure File Transfer Service, please contact the CLBC Service Centre at 604‐733‐
2655, toll free at 1‐866‐780‐2655 or by e‐mail at CLBCServiceCentre@gov.bc.ca

Worried about services delivered between the report due date and the end of the period?
Don’t be. The PRE report is an ongoing report format. As services are delivered and outcomes are
achieved simply record them in the report with the date they occurred. This way you will capture service
delivered between the due date to the end of the reporting period in the next report. For example, if
you make regular entries into the template, any service delivery or outcomes that occur between June
15 and July 1 are included in the September report.

Do you have questions?
For all questions about the PRE 2020 template or process, or employment related practices , please
send them to the CLBC Employment Help Mailbox at: CLBC.EmploymentHELP@gov.bc.ca.
Please note, this mailbox will not accept any attachments. Attachments can sometimes be less obvious
in a company logo or signature. This strategy is to protect the privacy and confidential information of
individuals served. You will receive an automated message and the email will be rejected if there is an
attachment in the email.
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RESOURCES
Resources are located on the CLBC website at this address: www.communitylivingbc.ca/pretoolkit/
Workforce Development Agreement Info for Self Advocates (a brochure for individuals and families to
inform them about the information requirements of the Workforce Development Agreement)
For Service Providers – Workforce Development Agreement Intake Checklist (helps providers gather the
new and updated information from individuals)
Service Provider Cover Letter for Individuals (letter for providers to send to individuals to help them
understand the WDA information requirements)
Recommendations for Service Provider Consent Form (a template with suggested content providers can
use to gain individual’s consent to gather identifying and personal information)
10 Steps to Prepare for the Workforce Development Agreement (help providers prepare to move from
the Labour Market Agreement reporting requirements to the WDA requirements)
Workforce Development Agreement – Questions and Answers for Service Providers
PRE2020 Practice Guidance (this document)
PRE2020 Reporting Deadlines (outlines for providers when reports are due under the WDA – tables with
these dates are also included in this document)
Secure File Transfer Service – Instructions for Service Providers (resource for providers to support them
to use the SFTS to send in their PRE reports to protect identifying and personal information gathered
from individuals)
Demo videos series:
1.
2.
3.
4.
5.
6.
7.

Video 1 – Intro to PRE2020
Video 2 – Getting Started: Report Summary Tab
Video 3 – Completing the Individual Tab
Video 4 – Service Actions & Outcomes: Entering Services
Video 4 – Job Enhancement, Other Supports & Closing
Video 6 – Getting Ready to Submit
Video 7 – Using the Secure File Transfer Service (SFTS)
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Appendix A - Definitions
(in alphabetical order)
Accessing training or education: The individual has returned to school or accessing a training
opportunity for further education/training as a result of participation in employment services.
Job Enhancements: Enhancements are specific, sometimes targeted, supports to identify and pursue
new goals within an individual’s current job. There may be a level of self-advocacy support in Job
Enhancement service. There are 3 enhancement goal categories listed in the Type of Outcome dropdown menu. You will need to enter the status Before Enhancement and Status after Enhancement (e.g.
When More Pay is chosen, you show individual is earning $16.00/hour and a pay raise to $17.00/hour):
a. More Pay: Includes opportunities to advocate for wage increase if the employee is established
in their position or their co-worker is making more money for similar job or they have been
overlooked for promotion. Increases to minimum wage or if the individual gets vacation or
statutory holiday entitlements, this is not job enhancement.
b. More/Different hours: Individual has expressed a desire to work towards additional or new
responsibilities, hours of work, or more flexibility within current position.
c. More responsibilities/New job: Includes pursuing natural interests/opportunities either within
existing job/company, or with new employer. This might also include networking within a
current company and attending social events associated with co-workers and employer, and/or
identifying educational requirements/opportunities (internal or external) that would support
next steps in career advancement.
Credential/Certificate Earned: Defined as a degree or certificate that is nationally or provincially
recognized, (e.g. a university degree, college certificate, trades designation, high school diploma or
equivalent, food safety certificate, drivers license and/or safety certification).
Effective Date of Closure: This is the last day of service, or the last time the service provider connected
with the individual, or the day the individual declines service.
Employed: This section only includes people who work at a job or business or have paid work in the
context of an employer-employee relationship. This includes those who have a job but are not at work
due to factors such as illness or disability, personal or family responsibilities, vacation, labour dispute or
other reasons (excluding persons on layoff, between casual jobs, and those with a job to start at a future
date). Employment may be permanent or temporary (temporary employment comprises work under a
fixed- term contract, in contrast to permanent work where there is no end-date), full-time or part-time.
Regular Employment: Position could be full time or part time. Individual can depend on
consistent hours over the calendar year and is generally understood to be ongoing. The end
date is unknown.
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Short Term Employment: Position could be full time or part time and is time limited with an
expected end date. Individual can depend on consistent hours over a short-term period. The
employer and employee have agreed to a period of work/time or a piece of work, whereby the
end date is planned and usually known. Short term employment is sometimes called gig or
contract work meaning the employment may be inconsistent, driven by economy and/or only
available until a task is completed.
Seasonal Employment: Seasonal work is generally understood to be employment that is agreed
to be for specific times in the year only, like summer or Christmas. Sometimes seasonal work is
re-occurring each year as the season/employer dictates.
Funding Guide Template or FGT: This is a document CLBC uses as a budget framework for program
negotiations. The FGT identifies things like staffing compliment, service levels, and how much funding
has been allocated for program specifics like facilities costs and vehicle expenses.
Gender: The options are “male”, “female”, “unspecified”, and “prefer not to report”. The “unspecified”
category is to capture individuals that identify as non-binary in terms of their gender identity. “Prefer
not to report” is to capture any individuals who did not feel comfortable reporting their gender.
Immigrant Status & Year: This section is primarily for people born outside of Canada (note: people born
of embassy staff in Canada are considered immigrants). When entering data, Immigrant Status should
reflect if the person is a landed immigrant or permanent resident. The person may have Canadian
citizenship or may have been granted the right to live in Canada permanently by immigration
authorities. Immigration year is to be formatted YYYY. For those individual s who do not feel
comfortable providing this information, report “0000”.
Indigenous Identity: Indigenous identity refers to whether an individual reports being an Indigenous
person. This includes First Nations (North American Indian), Métis, or Inuk (Inuit) and/or being a
Registered or Treaty Indian under the Indian Act of Canada, and/or being a member of a First Nation or
Indian band. The options are Yes, no, or Prefer Not to Report.
Job in Jeopardy Support: Support provided specifically for preserving an employee’s position with their
employer. Usually time limited or for an unusual event requiring specific support to resolve an issue.
May involve additional planning with managers and can be a time where patterns are identified.
Job Maintenance Support: Employment is sustainable, and the individual is working in the role
independently and/or with natural supports in place. Service provider acts only on a check-in basis (e.g.
as needed or requested) with the employee or employer. Intervention required by employee, employer
or natural support is minimal with goal to sustain job and/or identify job enhancement opportunities.
Maintenance ensures the individual remains connected to services.

PRE 2020 Practice Guidance – January 2021

Page 34

Periodic Report for Employment (PRE 2020) Practice Guidance
Language Spoken: Individuals are asked to identify their federal official language of choice, OR the
language in which they interacted with service providers to plan for programs/services. The options are
“English”, “French”, or “Not a federal official language”.
Level of Education:
Less than high school: Includes individuals who have no formal education and those who have
not completed high school or equivalent
High School Diploma or equivalent: Includes individuals who have completed their high school
diploma or equivalent
Some Post-Secondary training: post-secondary program incomplete
Any non-university certificate, or diploma: A certification, diploma, or degree from a postsecondary institution that is not a university, includes vocational or apprenticeship training
University Certificate or Diploma: A certification or diploma from a university that is not a
formal degree
University Degree: Bachelor’s, Master’s or Doctoral degree from a university
Other: Any educational qualifications that do not fit in the above described categories
Prefer not to report: For those individuals who prefer not to report their highest level of
education
Married or equivalent: An individual who is married and has not separated or obtained a divorce, and
whose spouse is still living or an individual who is living in a common-law relationship with another
person but who is not legally married that person.
My Workspace or MWS: A CLBC program that contains almost all contract information, including
information from the Funding Guide Template or FGT. CLBC employment contracts are identified using
an MWS number which is 7 digits (e.g. 3141212 or 3150007). The MWS number should not be confused
with CLBC’s old contracting system reference numbers. These old numbers include letters (e.g.
CB0202AD00). The PRE2020 will indicate RED if letters are entered in the MWS field.
MWS Program Number: The program number is another identification method that is generated in
CLBC’s contract program. This number is a 6-digit number and is located on Page 3 of the FGT and not
on the hard copy of the contract. There can be multiple MWS Program Numbers assigned to a specific
contract. These numbers allow CLBC to understand how different services are using employment
funding. As of April 1, 2020, CLBC will be using MWS program numbers when making referrals to
employment services.
Name: The first and last name of the individual is their full legal name. A nickname or shortened
version (e.g. Rob for Robert or Sandy for Sandra) is not a correct entry. Entering this data into the
template is mandatory for all individuals.

PRE 2020 Practice Guidance – January 2021

Page 35

Periodic Report for Employment (PRE 2020) Practice Guidance
Not in the labour force: People not in the labour force are defined as those who, prior to the service,
were unwilling or unable to work. 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.
Number of Dependents (#): A dependent is defined as an individual who lives in the same household as
the participant 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).
OCG #: The OCG # is a 6-digit unique identifier assigned to a vendor when they become pre-qualified to
provide services for CLBC. It is included in the PRE 2020 is to ensure data is aligned with the correct
vendor.
On the Job Support/Job Coaching: Job coaching usually happens at the beginning of a new job when the
individual learns to complete the new tasks assigned by the employer or when the individual, employer
and service provider are figuring out the working relationship. On the job support can happen when
new duties are assigned or the position changes for some reason (for example; a new manager).
Generally, these services are job specific supports to assist the employee to learn and complete their job
duties (develop soft skills), create independence and develop natural supports. These services also
include supporting the employer/workplace to increase understanding of having a co-worker with
diverse abilities in their organization. Good on the job support can minimize job in jeopardy situations.
Prefer not to report: The WDA requires the collection of personal information about the individual; five
of the mandatory questions require answers: first and last name, address, birthday, and SIN. The other
mandatory questions have allowances for those individuals who do not feel comfortable reporting, by
having the option to choose “Prefer not to report”. This option is an acceptable answer only where it
exists in the drop-down choice in the template.
Self-Employed: The individual has started a business, or they are working via contract (including gig or
event based). The individual gets paid directly and is responsible for paying their Employment Insurance
(EI), CPP, and income tax. Self-employed individuals are working owners of an incorporated or
unincorporated business, farm or professional practice/service, with or without paid help. The
“unincorporated” group includes self-employed workers who do not own a business (such as
babysitters, couriers, and newspaper carriers).
Single: An individual who has never been married, a married individual who is no longer living with
his/her spouse (separated) and has not remarried, an individual who has obtained a legal divorce and
has not remarried, and an individual who has been widowed and has not remarried.
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Social Insurance Number (SIN): A nine-digit number that is a unique identifier and is necessary for a
person to have to work in Canada. The SIN is also a requirement to access certain government services
and programs, including EI. The government of Canada uses SIN numbers to link data to assess long
term outcomes of participation. This data is mandatory for all individuals.
Street Address: An address consists of a building number/street name/apartment number (if
applicable). If the individual does not have an address, the address of the office where they are
receiving service can be used. Please use a hyphen between the unit/suite/apartment number and the
street number (e.g. 2A-4836 Main Street). Don't use the # symbol. This data is mandatory for all
individuals.
Unemployed: Individuals on work experience who are unpaid or receiving a non-wage support are
considered unemployed. The individual has not obtained employment and will not be participating in
further services.
Unemployed but available for work: Individuals who (a) are on temporary layoff with an expectation of
recall and are available for work, or (b) are without work, have actively looked for work in the past four
weeks, and are available for work, or (c) have a new job starting within four weeks from referral and are
available for work.
Unknown: The individual is no longer participating in the service and cannot be contacted to determine
an outcome.
Visible Minority: Visible minority refers to whether an individual belongs to a visible minority group as
defined by the Employment Equity Act. The Employment Equity Act defines visible minorities as
"persons, other than Indigenous peoples, who are non-Caucasian in race or non-white in colour".
Working Quarter: This is the term CLBC is using to define the time between the beginning of a reporting
period and the date when the report for that quarter is due. For example, the working quarter for the
January 1 to March 31 reporting period is December 16 to March 15. Services delivered between March
16 and March 31 would be captured in the June 15th report.
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Appendix B – PRE2020 Submission Workflow Process
Process
Objective
Deliverables
Intended
Readers
Author/Contact
Approved date
Version #
Document links

The workflow provides a step by step process that service providers must follow when submitting the quarterly employment report
Quarterly Periodic Report Employment
CLBC Service Providers, Regional Operations Staff
Christina Baird, Special Project Analyst – Employment CLBC.EmploymentHELP@gov.bc.ca
May 5, 2020
1.0
S1: Periodic Report for Employment (PRE 2020) Practice Guidance S1- S5 & S9
S6: Secure File Transfer Service Instructions for Employment SPs_Jan2021: S6-S8
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Appendix C – Escalation Pathway
Under the Workforce Development Agreement (WDA), the amount of time employment service providers can
submit their report through the Secure File Transfer Service (SFTS) is shorter than under previous agreements.
Below is the table with the deadlines for PRE2020 report submissions under the WDA.
Quarter

Reporting period

SFTS link sent to service Report due date**
providers**

Q1

Apr 1-Jun 30

June 12

June 15

Q2

July 1-Sep 30

Sep 12

Sep 15

Q3

Oct 1- Dec 31

Dec 12

Dec 15

Q4

Jan 1-Mar 31

March 12

March 15

**Important to Note: in using the table above it is important to note that the date CLBC sends out the link for the SFTS is subject to staffing and
hours of operation. If the date falls on a Saturday or Sunday, then the link would be sent the next working day. This is also true for when Service
Providers are required to submit their PRE 2020 reports through the SFTS; if the date falls on a weekend, Providers will submit on the next
working day.

Level 1:
Service Provider did not submit
Periodic Report for Employment (PRE)
this quarter.

Level 2:
Service Provider did not submit PRE
this quarter or prior quarter.

Level 3:
Service provider has not submitted
PRE for three quarters in a row.

Escalation Pathway for Regional Action
Regional follow up needed by Analyst
Direct contact recommended
1. Explore reason for no-submission
2. Specify to service provider that submission is
required by or before next report due date.
3. Send email outlining course of action to
CLBC.employmentHELP@gov.bc.ca
Regional follow up needed by PSA/ISM
Service provider contract signatory advised in writing of:
1. Status in escalation pathway
2. Requirement to submit both reports by or before
next report due date
3. Send email outlining course of action to
CLBC.employmentHELP@gov.bc.ca
Regional follow up needed by ISM/DRO
Service provider contract signatory is advised in writing of:
1. Status in escalation pathway
2. Requirement to submit ALL outstanding reports by or
before next report due date
3. CLBC may consider contract termination
4. Send email outlining course of action to
CLBC.employmentHELP@gov.bc.ca
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