WIA Conference 

Discussion Summaries
WIA Conference Notes: Adult Breakout
June 12 - 14, 2007
· When to enroll someone into the MIS

If someone applies for the program but is ultimately not enrolled, am I required to enter the information into the MIS? 

Yes. To ensure compliance with EO guidelines, information collected on every individual who is interested in being considered for WIA services and who has signified that interest by submitting personal information must be entered into the WIA Management Information System (MIS), even if the applicant is not registered (enrolled) in WIA. This includes information submitted on pre-applications developed by several providers. To comply with EO guidelines, you must collect information on gender, age, race, ethnicity and disability status. Note that the MIS does not count applications without a registration date in any management/performance reports. (Eligibility TAG, pg. 2) This information would be entered in the Client, Economic, and Characteristics-1 screens of the MIS.

· Wage information
Can unemployment insurance wages (IBIQ) be used as verification for supplemental data?

[image: image1.emf]IBIQ Usage

No. Idaho, along with the 49 other states and territories, has an agreement with NASWA that IBIQ wages will not be utilized for verifying wages or employment for WIA participants. Providers should utilize all other approved means at their disposal to meet this requirement other than IBIQ. Please see the attached memo from NASWA to the states reminding them of this agreement.

· Recruitment and Marketing

Although most providers do not have issues attracting program participants, what are some of the ways to recruit and market the program?
There are several ways of going about it, depending on your community. During the Adult program discussion group, WIA conference attendees provided the following list of suggestions below, which should allow for more opportunities to expose the benefits of the program to the public.
· Job Search Workshops – Somewhat of a captive audience that is possibly willing to listen to a pitch on WIA.  
· WIA case manager out-stationed at schools, advisory committees at technical colleges, post-secondary schools – Several providers implement one or a combination of these means of “advertising” the program. Although not suggested as a means of meeting a provider’s entire adult program enrollment, some students currently enrolled in training may benefit from WIA. Conversely, having school representatives come to meet with provider staff to discuss program benefits would also help to increase referrals.  
· Churches/day cares – In many instances, potential participants using these services may be income eligible for the WIA adult program. Leaving information at these sites about the program may help to attract future enrollments.  

· Relationships with other agencies – Working with other agencies will usually lead to co-enrolling a participant. If one agency has already done most of the groundwork, it may be worthwhile to look into investing some time and possible funds to help the individual meet their goal, as this strategy will help with the limited funding the state is currently encountering. This effort is already evident in our work with Vocational Rehabilitation and several of their clients throughout the state. Also, participating in an inter-agency group, such as Moscow’s Human Needs Council, helps to enlighten other agencies through interaction with program staff.

· Foster care program – When foster youth reach 18, the state is no longer required to provide foster-care services to them. Thus, they must transition out of foster-care and unless they’ve developed some type of network, they’re likely to be left on their own without any type of major support. Providing WIA information to H & W, a foster-parents or foster-youth support group may benefit the aging-out-of-foster-care youth.

· Co-location with agencies – In most instances, many providers are already co-located with other agencies, particularly those located in the One-stops.

· Employer Recruitment – By discussing the program benefits with employers in your area, they can potentially assist with your recruitment efforts.  With the new direction of OJTs, it is now possible to accept “reverse referrals” from employers. If an employer is interested in a potential participant, they may contact program staff to determine if they are eligible and appropriate for WIA. Once you’ve developed a strong relationship with an employer, it’s an excellent way of maintaining a potential pipeline of participants.  As part of this recruitment effort, providers accepting job listings may look to discuss the possibility of having an employers accept WIA participants under an OJT, provided an appropriate participate can be found to meet the program and employer’s requisites.
· Weekly newspaper – By establishing a relationship with your local newspaper, you might be able to provide information directly to participants via the print media. One provider had set up an arrangement to promote program services via an advice column, ala “Dear Abby” it proved to be very successful, until the newspaper changed hands, discontinued the column, and eventually ran it into the ground. Well, maybe not that far, but it was definitely lacking something after that.
· Head Start – This program has an income eligibility requirement similar to that of WIA. It also requires that parent meetings be held on a regular basis. These meetings would serve as a great vehicle to provide potential participants information about WIA.  

· Lack of Transportation

What are some ways that offices can approach the lack of transportation issues that some participants have?  This is an especially difficult problem in rural areas. 

When participants have transportation issues, e.g. lost their license, don’t have a car, not on a bus line, etc. it can make for a difficult decision whether to enroll them. Here are some suggestions provided by different sites on how they approach this issue:  

· If an employer provides subsidized transportation, this can greatly lead to employee/participant retention.
· Help to establish a carpool amongst participants to the same work sites (OJTs, internships, etc.) or sites that are in close proximity to each other.
· Have the participant conduct informational interviews with employers or gather LMI to determine how employers may address this need.
· An employer may be agreeable to participate in a telephone interview, which the provider may help to arrange. 
· If family and friends are available and willing, they may be able to provide assistance with transportation. 
· Appropriateness; Selection Process

When a person asks about WIA, when do offices give out an application?
There is no prescribed method of determining when a participant should be provided an application or pre-application. However, it is important to note that participants should have some understanding of what may be asked of them in terms of a commitment to the program before they are actually enrolled into WIA. Below are some examples of what some sites do prior to asking for completed applications and enrolling participants. 

· At some sites’ front desk, participants are given an informational coversheet along with an application that explains the programs.  
· Other offices provide a simpler pre-application that staff use as a means of assessing the participant, followed by a scheduled meeting. A complete application is then requested after this meeting.
· Other sites don’t provide any type of application until after a meeting, either group or individual.  
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Attached are samples of different cover sheets that are provided to participants.
Please remember – once an individual interested in the program submits personal information in a written format, WIA providers must ensure they comply with EO requirements (see first question in this section).
How do offices decide whether-or-not an individual is appropriate for WIA services? 

Individuals who have approached providers about enrolling in WIA fall into three groups, ranging from perfect candidates to those totally inappropriate. The two extremes are easy; it’s the folks that fall into the middle that are the most difficult.   

Perfect - - - - - - - - - - Inappropriate     Those in the middle are the most difficult.
Some offices use a committee to discuss and decide the appropriateness of an individual for WIA services. The time commitment and identification of appropriate individuals are considered with each person.
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Others have developed check lists which the office then used in the selection process. Several of the checklists are attached. 
· Offender Population 

With the unemployment level as low as it is, many employers are looking to hire just about anybody, except those from the ex-offender population. How can we help meet the employers’ labor needs as well as help ex-offenders go down the right path? 

An interesting statistic from a recent Idaho Department of Labor Research and Analysis Bureau report shows that in Idaho, there are approximately 45,000 individuals (16 yrs & older) currently on probation or on parole - this works out to 1 in every 36 persons. This is very significant in terms of how employers may need to change their perspective on working with and hiring ex-offenders so that they can meet their labor needs.

One of the best tools available to use when discussing with employers the possibilities of taking on ex-offenders is Work Opportunity Tax Credit (WOTC), which offers employers a tax credit for employing individuals that fall under nine different categories, including ex-offenders. This has proved to be a very enticing benefit for employers who were previously unaware of the tax credit available to them. Employers who need to have employees bonded may utilize the federal bonding program available through the Idaho Department of Labor. The department has five $5,000 bonds available for use throughout the state. Employers/participants who utilize the bonding program may purchase more coverage if necessary. Many employers are not aware of this program as the state usually ends up with one or two bonds left over at the end of each year. OJTs are also another means of convincing employers of the benefits in employing ex-offenders.  

With these three programs utilized in conjunction with each other, employers can greatly benefit from participating as an employer of former offenders.
The Hire Network (http://www.hirenetwork.org/) also helps to direct one towards resources that may assist ex-offenders seeking employment.  
· WIA funding replacing a Pell Grant
Can participants use WIA funding like a Pell Grant?  If a Pell Grant is used to pay for tuition, can WIA issue a lump-sum voucher to participants to replace the grant so that it may be used however the participant would have used the Pell Grant? 
NO. WIA funds may not be used as a means of reimbursing a participant for a Pell Grant that was not used as the participant had intended. During the conference, the state’s federal representative was explicit in offering guidance to the Adult roundtable, stating that this was not an acceptable practice. WIA funds may only be used to reimburse a participant for actual necessary living expenses they have incurred. The solution to avoid this situation is to directly pay the institution’s tuition prior to the Pell Grant becoming available. This way the participant can use the Pell grant for their living expenses. 
· Retention and Follow-Up

How do offices manage retention and follow-up with their participants? Many times, once the individual has completed their training or they drop out they disappear and are never heard from again. 
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Foremost, make sure that the participant’s contact information is checked and updated periodically throughout their enrollment. Once they have left the program, mail a form with a self addressed envelope to the participant. Offices have had good success with follow-up by mailing the participant a form along with a self-addressed stamped envelope. Click on the attachments to see how one site uses this idea for its participants.
Other methods used by offices include: 

· Sending Emails   



· Having participants sign a release of Information when first enrolling to make follow-up easier later on
· Making employer visits

· Checking New Hire Lists
· Sending Registered letters

· Leaving Telephone message(s)

· Calling their employer



· Exclusions
If a participant passes away or becomes incarcerated, can you change exits before federal reporting? 
Yes. The exit screen can be changed at anytime, however you would ideally submit this information as soon as you came across it. Staff can backdate the exit screen (but please contact your regional liaison for guidance); the only limitation is the exiter had to be institutionalized at exit or up through the 3rd Quarter Following the Exit Quarter and they had to be Institutionalized 90 + days. See screen shot of the exit screen below for an example.
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WIA Conference Notes: Dislocated Worker Breakout
June 12 - 14, 2007
· Eligibility/Enrollment
Why are Selection Teams mandatory if the old approach seemed to be working well?

Although not required by the state, it does support the use of selection teams for several reasons:
1. Using a selection team ensures consistency among all service delivery strategies.

2. The members of the team benefit from the emotional detachment of other team members. It allows for a check and balance feature and prevents one person from feeling undue pressure to enroll a candidate that might not be completely appropriate.

3. Teams allow hands on training for staff new to WIA and provide an opportunity for discussion of critical points in the process.

4. Many teams use a worksheet to ensure consistency in the decision making process.
Approximately two years ago, IDOL (as a provider) mandated that its staff begin to utilize the selection team approach in one region of the state.  Now, all IDOL offices throughout the state have implemented this practice.
What do we do if members of the team are not available or the selection team is comprised of people from different offices?

Some offices schedule selection meetings once or twice a week on an ongoing basis. Staff can utilize e-mail or conference calls if one or more team member is not in the office.  In emergency situations, your supervisor/s or manager/s can help with the decision or direct you.  Remember that your Regional Liaisons are always available to assist you with problems or concerns.

Are some eligibility criteria more important than others?

ANY of the approved criteria that make a customer eligible for WIA services can be used. Use what is easiest.

· OJTs
The employers in our area need people fast!  The paperwork required for OJTs delays the employment process.

Some offices have worked to pre-identify employers who are open to using OJTs.  It is important for consultants to educate the employer about the pros and cons of OJTs ahead of time so they know what to expect, including some of the delays that they may encounter.  
Some staff members have used reverse referrals from employers, which in some cases have worked well. However, one drawback to using reverse referrals is that the “selection” is done initially by the employer. This may lead to some disappointment on the part of the employer if the office determines that the individual they would like for an OJT is not appropriate for WIA. It is very important to inform employers about program expectations and requirements.
Some of our participants are not interested in OJTs because the length of employment is short and the wages are sometimes lower than they want.

An OJT can provide WIA participants an opportunity to learn more about an occupation, industry, and employer. It is designed to provide participants with an opportunity to learn a new position while being employed, allowing them to develop good work habits vital to the position.   
It is a path to long-term employment – an OJT employer commits to provide training to the participant and also commits to hire them for a full-time, long-term position. It is not designed to be a short-term, quick-fix. OJTs, like any other activity, are a great tool but are not perfect fit for everyone. Case managers need to be sure that both participants and employers understand what the program expects of them so that neither party becomes disillusioned with neither the process nor the program.  
· Job Search/Career Exploration
Why is there a 90-day limitation to the Job Search activity?

The Job Search activity was not designed to be a holding activity.  It is reasonable to assume that a participant can secure employment in 90 days if they have been properly prepared for the job search process. The 90 days can be expanded as long as services are being provided in the form of skill development issue, barrier removal, resume prep, etc. and appropriately documented. If they are thoroughly prepared for employment and there are no services that we can provide them, then they should be exited from the Job Search component. 

· Retention/Follow-up
I have difficulty getting my participants to contact me to provide follow-up information, what should I do?

It is important to set your expectations for follow-up when you first enroll your clients. Let them know that we will be in contact with them as part of the program requirements, using e-mail, cell phone, letters, questionnaires, for a year after they exit. Let them know that you may still be able to offer some assistance. In return, they need to be available to provide follow-up information. It is part of the “work ethic” that we expect from participants. (See Adult Breakout for more suggestions).
· Reporting
Why do we have to worry about DQRs?

It is important to have documentation to support all data entered into the MIS. Much of the information related to the DQRs is directly tied to the state’s performance. Updating the information on the DQRs ensures that valid information is contained in the MIS as well as adding to the positive outcomes the state is measured by. And because the federal Data Validation and the state’s annual monitoring takes place on an annual basis (as per WIA guidelines), it is good practice to monitor these reports continuously in order to maintain the database in a current status. You may expect the central office to continue to send out the friendly reminders on the DQRs.
· Assessment
A new participant comes and joins the program with little or no computer skills; they have been a long-term employee with their previous employer and are in need of immediate help to become competitive.  What are some options case managers have for providing this type of assistance?
Participants may be enrolled in short-term computer classes offered by a third party vendor if available in your area. Also, Microsoft.com, gcflearnfree.org, free-ed.net – these websites all offer FREE tutorials in basic computer skills. Additionally, some local IDOL offices are piloting an online program that offers tutorials on quite a few programs.  Some locations that have the capability  also offer small group trainings to introduce basic computer tasks and functions to their WIA participants. Contact your liaison for more information.
Another possible solution is for these groups to form “Job Clubs” or “Networking Groups” so that they may work together with people who share their circumstances.

· Budgets
Participants always want more than we can give!  EX> Some participants are enrolled in training but do not have enough gas money to get there.

During Assessment, case managers need to set realistic expectations. We need to remind participants up front that WIA is a federally funded program and that our budget is cut, without fail, every year. Try to look at the ramifications of sending a participant to training: Do they have transportation? How much fuel will it take to get there? Etc.  Doing this from the beginning helps alleviate budget issues down the road. It is strongly recommended that case managers sit down with participants to help them develop a personal budget while in the program. Working with participants to set up a realistic budget may help to allow for some flexibility that they may not have thought possible.   

My office is currently using a Microsoft Excel spreadsheet to maintain a running balance of the office WIA funds.  I know that using a spreadsheet is not required, but how else can we track our spending to ensure that we don’t over-obligate funds?

The Obligation Reports located in the WIA Management Information System (MIS) are available for case manager’s use and were designed to assist case managers with tracking participant expenditures. The Obligation Report incorporates obligation amounts entered into the participant’s Activity screen in the WIA MIS, as well as actual participant expenditures imported from Accounting’s financial system. Accounting’s financial data is downloaded on a daily basis for the “Obligation Report (daily)” and monthly accrual data is downloaded monthly for the “Obligation Report (monthly),” The following is a link to a WIA Bulletin (WIAB) that provides further information about the Obligation Reports: http://cl.idaho.gov/wia1/bulletins/wiab02-02.pdf. 
· Training
Some classes sought by participants to improve their skill sets or complete their training program are not available in Idaho.  How can the program help in this situation?

Adult and Dislocated Worker WIA participants may only participate in occupational skills training programs offered by training providers whose programs are included on the state’s Eligible Training Provider (ETP) list. However, the state’s Workforce Development Council recognized that not all training opportunities will be readily available or offered in the state. Because of this, the Council established that if a training provider’s program in another state was listed on that state’s ETP list, Idaho participants may be allowed to participate, if appropriate, in the out-of-state program as long as all means to use in-state programs and providers were exhausted first. Proof that in-state training was not available or offered must be contained in the participant’s file to ensure that the training will not be a disallowed cost. 

· Recruitment
Many of the challenges facing case managers for recruiting into the Dislocated Worker Program are:  low funding for the program, low unemployment rates, less walk-in traffic into provider offices, few qualified applicants from the Profiling Program, and confusing language relating to the program itself.

Dual-enrollments - Check to see if participants can be dual enrolled in order to access more funds for your participants.  

Referrals!! - Continue to use referrals (or solicit referrals) from UI staff and vet reps. Referrals to the program could be received from Voc Rehab, Health and Welfare, spouses of dislocated workers, etc.

Marketing – Marketing dislocated worker success stories during Job Search Workshops, either by staff or the participants themselves. This is an ideal opportunity to explain -in laymen’s terms-the benefits & purpose of the program.

WIA Conference Notes: Youth Breakout
June 12 - 14, 2007
· Recruiting
How do we effectively collaborate with other agencies?

Some providers experience problems working with referring agencies/organizations (for example, Probation and Parole) because WIA providers may not always be able to enroll the individuals referred to them. Although providers may not always be able to disclose the specific reasons why a person was not enrolled, program eligibility criteria can always be shared with others followed by an explanation that even though someone may be eligible for the WIA program, there is an “appropriateness” factor that must be taken into consideration as well. Also, case managers should remember the variety of services that can be provided without having to enroll a person into WIA.

How do we get the youth to come to us and “buy in” to what our program has to offer?

Think outside the box. Participants can be great referral sources, as can schools, employers and parents. Kids are visual, so try to map things out for them and think about what motivates them.  Talk to them in terms of material possessions and show them that education equals higher pay. A great tool for this is contained in e-CIS. Reality Check does exactly what its name implies – provide an eye-opener for youth who really need to be thinking about their future. Click on the following link to see Reality Check for yourself –

 http://idcis.intocareers.org/ViewHtml.aspx?File=materials/RealityCheck.htm 
· Assessment
What are some of the tools available to assist me with the assessment process?

Most providers have an assessment packet or application that they use to help them determine whether or not an individual is ready or appropriate for enrollment in WIA. Some utilize a “barrier checklist” to help both the participant and case manager see any hurdles that may come up prior to enrollment. CIS has some great assessment tools that can be especially helpful for individuals looking to get into a career field or occupational skills training. Many sites use these tools for all three WIA programs, but remember that youth may have a more difficult time assessing their barriers or completely filling out a lengthy application. Feel free to assist them with any forms that may be hard for them to fill out.

· General Case Management
What should I do when one of my young female youth participants comes to me and tells me that she’s pregnant?

Pregnancy can definitely become a barrier or a challenge to completing WIA goals, but it shouldn’t be something that immediately stops participation. If possible, work with the youth’s parents, teachers and counselors to determine what the best course of action is and whether or not the goals/training plan needs to be changed. Remember that as her case manager, you may be one of the few positive influences in this participant’s life. Encourage her to continue to work towards her goals! Unless complications from pregnancy or childbirth arise, or unless the participant decides she doesn’t want to be in WIA any longer, there is no need to exit a pregnant participant from the program if she is still willing to work towards the goals you both established at enrollment.
Youth seem especially prone to disappearing.  What do you suggest?

It is important to obtain reliable contact information from your youth participants when gathering initial enrollment information. When asking for contact information, ask the youth “for names of two individuals that will always know how to contact you.” Also, form networks with the different people and agencies that are assisting with each of your youth so that you will have a network to check with should your participant turn up missing. Some case managers physically go look for participants at schools or places of employment. Checking the jail or jail report can also be helpful.

How do you keep youth from becoming disruptive when they come into the office?

Set time parameters for youth participants so that they don’t monopolize your time.  This might also help teach them the importance of making and keeping appointments.  If a youth gets loud or disruptive, take them to a conference room or somewhere away from your desk until they can behave appropriately.

· Exits
How often do we need to contact someone once they’ve been exited?

WIA requires that all youth receive 12 months of follow up services. The state requires that you attempt to make contact with participants at least once per quarter. However, this is only a minimum requirement.

· Services
We know we have to exit youth after 90 days of no service.  What, exactly, is a service?

(Taken from WIAB 11-05) A ‘service’ is a WIA approved activity, and in some instances supportive services, funded or supported by WIA or a partner program. The term ‘service’ does not include a determination of eligibility to participate in the program, self-directed job search that does not result in a referral to a job, services and activities specifically provided as follow-up services or regular contact with the participant or employer to only obtain information regarding his or her employment status, educational progress, need for additional services, or income support payments.
If you have any questions regarding what constitutes a service, please contact your regional liaison for assistance.
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TRAINING CHECKLIST

*****All training plans must be approved by a WIA Case manager prior to enrollment*****


Before a request for training can be approved, a considerable amount of research must be conducted.  It must be determined that this training is necessary for you to become re-employed, that the occupation you are pursuing will provide an income for you, that the occupation is in demand, and that you will successfully be able to attend and complete the entire program. 


· Research yourself (these should be done in order)


· Contact Educational Opportunity Center of Northern Idaho


· Mary Gustafik assists with academic guidance and applying for financial aid 

· Call 267-3878 to schedule an appointment

· Take IDEAS assessment at www.idahocis.org 


· (user ID = jobservice60/password = 4myfuture)

· Attend Free Job Search Workshop


· Call the Job Service at 267-5581 for schedule and to sign up


· Take O-Net Work Values assessment at www.idahocis.org

· Prepare a detailed list of your entire work history and education, including:


· All jobs held within the same company and tasks performed for each job


· Licenses/certifications earned


· Technical programs attended/college courses/skill upgrade courses


· Provide a current resume if you have one


· Complete WIA Application


· Complete Monthly Budget form


· Make appointment with Patsy Stockdale (267-5581 ext. 3827) to discuss your skills and job searching activities.  Bring all of the above applications, assessments, resumes to your appointment. 


· Research the occupation:


· Why do you want to work in this occupation?


· Do you already have some skills that can be used in this occupation?


· What tasks will you be performing in this occupation?  

· Where do you expect to work in this occupation?


· How far are you willing to commute?


· Is there a demand for this occupation where you want to work?


· What can you expect to earn in this occupation?  What hours will you work?


· What kind of training will you need for this occupation?


· Good Resources for this information


· Career Information System – www.idahocis.org

· Idaho Labor Market Information – www.jobservice.us

· Career InfoNet - www.acinet.org/acinet 


· Trade Organizations


· Employers that hire people in this occupation


Research the training program:


· Name, address, phone number of school


· Obtain brochures, pamphlets, etc. outlining the program and curriculum


· Obtain a school calendar that outlines breaks, deadlines, etc. 


· Obtain information about any financial aid available


· A detailed accounting of the total cost of the program


· A detailed list of books, supplies, etc. that will be required to complete this course


· The school and training program must be on WIA’s Eligible Training Provider List.  Idaho’s list can be accessed at www.cl.idaho.gov under “Job Seekers” and “WIA”.  Other state’s ETP lists can be accessed at www.careeronestop.org/wiaprovidersearch.asp.

· Research how you will be able to complete the training program:

· Will you commute to the training site?


· How many miles per day?


· What kind of gas mileage does your car get?


· Will you be required to live close to the site while training?


· Where will you live?


· Will you continue to maintain your household here?


· What is the approximate cost per month to maintain a second household?


· Rent, utilities, food for yourself.


· Will you need to make childcare arrangements? What will they be?


· After reviewing the school calendar and your economic situation, will you be able to financially complete this program?


· What will be your source of income during training?

· Will you need to work in addition to training?


· Will you have enough income to complete the program?


* Tips for accessing the CIS are given at Educational Opportunity Center of Northern Idaho’s free Career Assessment Workshop.


_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Note:  All of the research that you conduct must be documented: names, dates, and printed material.  Please feel free to use our resource room to conduct your research, print materials, etc.


*****All training plans must be approved by a TAA/WIA Case manager prior to enrollment.*****
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TAA TRAINING CHECKLIST

*****All training plans must be approved by a TAA Case manager prior to enrollment*****


Before a request for training can be approved, a considerable amount of research must be conducted.  It must be determined that this training is necessary for you to become re-employed, that the occupation you are pursuing will provide an income for you, that the occupation is in demand, and that you will successfully be able to attend and complete the entire program. 


· Research yourself (these should be done in order)


· Complete TAA Request for Determination Form (855)


· Attend Free Transitional Skills Workshop at Idaho Commerce & Labor


· Call Patsy at 267-5581, Ext. 3827 for schedule and to sign up


· Prepare a detailed list of your entire work history and education, including:


· All jobs held within the same company and tasks performed for each job


· Licenses/certifications earned


· Technical programs attended/college courses/skill upgrade courses


· Provide a current resume if you have one


· Make individual appointment with Patsy Stockdale (267-5581 ext. 3827) to discuss your skills and job searching activities.   Bring all of the above applications, assessments, resumes to your appointment. 


· Take IDEAS assessment at www.idahocis.org 


· (user ID = jobservice60/password = 4myfuture)

· Take O-Net Work Values assessment at www.idahocis.org

· Call the Adult Basic Education Center at 267-3750 to learn more


· Complete Monthly Budget form (attached to this checklist)

· Take TABE Locator (math, reading, language exam) at Commerce & Labor


· Contact Educational Opportunity Center of Northern Idaho for Academic Planning/Guidance – Mary Gustafik 267-3878

· Research the occupation:


· Why do you want to work in this occupation?


· Do you already have some skills that can be used in this occupation?


· What tasks will you be performing in this occupation? 

· Where do you expect to work in this occupation?  What hours?

· How far are you willing to commute?


· Is there a demand for this occupation where you want to work?


· What can you expect to earn in this occupation?


· What kind of training will you need for this occupation?


· Good Resources for this information


· Career Information System – www.idahocis.org

· Idaho Labor Market Information – www.jobservice.us

· Career InfoNet - www.acinet.org/acinet 


· Trade Organizations


· Employers that hire people in this occupation


Research the training program:


· Name, address, phone number of school


· Obtain brochures, pamphlets, etc. outlining the program and curriculum


· Obtain a school calendar that outlines breaks, deadlines, etc. 


· Obtain information about any financial aid available


· A detailed accounting of the total cost of the program


· A detailed list of books, supplies, etc. that will be required to complete this course.


· The school and training program must be on the Eligible Training Provider List.  All state’s Eligible Training Provider lists can be accessed at http://www.careeronestop.org/WiaProviderSearch.asp.

· Research how you will be able to complete the training program:

· Will you commute to the training site?


· How many miles per day?


· What kind of gas mileage does your car get?


· Will you be required to live close to the site while training?


· Where will you live?


· Will you continue to maintain your household here?


· What is the approximate cost per month to maintain a second household?


· Rent, utilities, food for yourself.


· Will you need to make childcare arrangements? What will they be?


· After reviewing the school calendar and economic situation, including unemployment and/or TRA benefits, will you be able to financially complete this program?


· What will be your source of income during a training break (you will not be able to draw TRA during a break over 30 days)


· Will you have enough income to complete the program?


_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Note:  All of the research that you conduct must be documented: names, dates, and printed material.  Please feel free to use our resource room to conduct your research, print materials, etc.


*****All training plans must be approved by a TAA Case manager prior to enrollment.*****
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XXX

XXX

XXX

<Date>

Please complete and return this in the prepaid envelope.


I (___ am) (___ am not) currently working.


The last day I actually worked was __________________.







Date

If you have changed employers since our last communication, please provide the following information for our records update.

Employer name:
_____________________________________________________


Address:

_____________________________________________________


City & State:

_____________________________________________________


Phone:


_____________________________________________________


If you have changed any of your personal contact information, please complete the following information.




Address:

_____________________________________________________


City & State:

_____________________________________________________


Phone:


_____________________________________________________


_________________________________________

_________________


Signature







Date


Thank you for your cooperation in updating your information in accordance with our one year follow-up agreement.
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XXX

XXX

XXX

4/23/2007

Dear XXX,


I am contacting you to confirm your continued success since exit from the WIA program that you were enrolled in.  If you would please call me and let me know how you are doing, it would be appreciated.

It has been some time since contact has been made and it is necessary for us to maintain contact for the Workforce Investment Act program you entered on XXX for at least one year from your exit from that program on XXX.   Please contact me to provide an update to your current information.  If you are unable to contact me by phone during office business hours, please complete the enclosed form and return in the enclosed prepaid and preaddressed return envelope.

I appreciate your attention to providing the information.  If I can be of assistance to you as a representative of Idaho Commerce & Labor, please, let me know.

Sincerely,


Jeff Tesch, Consultant, SR.


Programs Unit 


Idaho Commerce & Labor 


Canyon County, Idaho 83605


(208) 364-7781 Ext. 3776


Jeffery.Tesch@cl.idaho.gov

Encl: 2
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TRAINING CHECKLIST

*****All training plans must be approved by a WIA Case manager prior to enrollment*****


Before a request for training can be approved, a considerable amount of research must be conducted.  It must be determined that this training is necessary for you to become re-employed, that the occupation you are pursuing will provide an income for you, that the occupation is in demand, and that you will successfully be able to attend and complete the entire program. 


· Research yourself (these should be done in order)


· Contact Educational Opportunity Center of Northern Idaho


· Mary Gustafik assists with academic guidance and applying for financial aid 

· Call 267-3878 to schedule an appointment.

· Take IDEAS assessment at www.idahocis.org 


· (user ID = jobservice60/password = 4myfuture)

· Attend Free Job Search Workshop


· Call the Job Service at 267-5581 for schedule and to sign up


· Take O-Net Work Values assessment at www.idahocis.org

· Prepare a detailed list of your entire work history and education, including:


· All jobs held within the same company and tasks performed for each job


· Licenses/certifications earned


· Technical programs attended/college courses/skill upgrade courses


· Provide a current resume if you have one


· Complete WIA Application


· Complete Monthly Budget form


· Make appointment with Patsy Stockdale (267-5581 ext. 3827) to discuss your skills and job searching activities.   Bring all of the above applications, assessments, resumes to your appointment. 


· Research the occupation:


· Why do you want to work in this occupation?


· Do you already have some skills that can be used in this occupation?


· What tasks will you be performing in this occupation? 

· Where do you expect to work in this occupation?  What hours?

· How far are you willing to commute?


· Is there a demand for this occupation where you want to work/live?


· What can you expect to earn in this occupation?


· What kind of training will you need for this occupation?


· Good Resources for this information


· Career Information System – www.idahocis.org

· Idaho Labor Market Information – www.cl.idaho.gov

· Career InfoNet - www.acinet.org/acinet 


· Trade Organizations


· Employers that hire people in this occupation


Research the training program:


· Name, address, phone number of school


· Obtain brochures, pamphlets, etc. outlining the program and curriculum


· Obtain a school calendar that outlines breaks, deadlines, etc. 


· Obtain information about any financial aid available


· A detailed accounting of the total cost of the program


· A detailed list of books, supplies, etc. that will be required to complete this course


· The school and training program must be on WIA’s Eligible Training Provider List.  Idaho’s list can be accessed at www.cl.idaho.gov under “Job Seekers” and “WIA”.  Other state’s ETP lists can be accessed at www.careeronestop.org/wiaprovidersearch.asp.

· Research how you will be able to complete the training program:

· Will you commute to the training site?


· How many miles per day?


· What kind of gas mileage does your car get?


· Will you be required to live close to the site while training?


· Where will you live?


· Will you continue to maintain your household here?


· What is the approximate cost per month to maintain a second household?


· Rent, utilities, food for yourself.


· Will you need to make childcare arrangements? What will they be?


· After reviewing the school calendar and your economic situation, including unemployment benefits, will you be able to financially complete this program?


· What will be your source of income during training?


· Will you need to work in addition to training?


· Will you have enough income, including Unemployment Insurance benefits to complete the program?


* Tips for accessing the CIS are given at Educational Opportunity Center of Northern Idaho’s free Career Assessment Workshop.


______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Note:  All of the research that you conduct must be documented: names, dates, and printed material.  Please feel free to use our resource room to conduct your research, print materials, etc.


*****All training plans must be approved by a WIA Case manager prior to enrollment.*****
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WORKFORCE INVESTMENT ACT (WIA)


Adult/Dislocated Worker Program


The Workforce Investment Act is a federally funded program designed to increase the employment, retention, earnings, and occupational skill attainment of the adult and dislocated worker participants who receive service.


PROGRAM SERVICES: 


Individuals may receive assistance through job referrals and labor market information or specialized employment services such as GED preparation or out-of-area job search assistance. Job training opportunities are also available for individuals who are in special need of such training to obtain productive, self-sustaining employment.


The program provides three levels of service. Based upon the needs of the individual to obtain or retain employment for self-sufficiency, a customer may receive all or part of the services identified below. Core Services would be followed by Intensive Services, which in turn would be followed by Training Services.


Program services include but are not limited to: 


CORE SERVICES 


Orientation to the information and services available
Initial assessment of an individual’s needs and abilities
Job search and placement assistance
Labor market information and statistics
Assistance in establishing eligibility for other federal, state, or local programs
Follow-up services to help individuals obtain or maintain employment 


INTENSIVE SERVICES 


Diagnostic testing and evaluation
Career counseling
Out of area job search assistance
Basic skills training such as GED, language, math or computer skills
Relocation assistance
Work experience
Internship assignments 


TRAINING SERVICES 


Occupational skills training such as vocational training through a community college
On the job training
Customized training
Entrepreneurial training
Skill upgrading and retraining 


Adult Eligibility 


An individual must meet the following criteria to be eligible to receive services:


Be 18 years of age or older; and 


US citizen or eligible to work in the US; and 


Comply with Selective Service registration requirements when appropriate; and 


Comply with local residency requirements; and


Meet financial need requirements. 


Dislocated workers must meet the requirements cited above and one of the following: 


Unemployed due to a plant closure within the last 2 years (includes pending closures) or 


Unemployed due to a lay off within the past 2 years or received a notice of layoff, and is unlikely to return to his/her previous occupation, or 


Self employed but business has failed, or 


Displaced homemaker 


Note: Documents that confirm an individual’s eligibility for WIA services will be required during the application process. Examples include but are not limited to: birth certificate, social security card, layoff notice, etc. Your application will not be considered until all the required information has been provided.       


Special Note:


Not everyone who is eligible will be enrolled into the WIA Program.  We receive a large number of applications, and must determine who will be benefit most from participation.  Please be advised that you are not enrolled in WIA at this time. After you submit your application, you can expect to hear from the Job Service within a few days to schedule an appointment.


Certain information requested in this application (gender, age, race, ethnicity and disability status) is for demographic purposes only, and does not exclude you from services available










WIA Adult/Dislocated Worker Application 
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 Youth Application

The Workforce Investment Act is a federally funded program designed to assist eligible youth in achieving academic and employment success. Services are designed to meet the needs of students, high school graduates, dropouts, and others who are in need of employment and training assistance.


PROGRAM SERVICES: 


The WIA youth program provides education, training, and employment opportunities for low-income youth. Services are tailored to meet the specific needs of the individual and may include:


· Tutoring, study skills training, and instruction leading to completion of secondary school, including dropout prevention strategies


· Alternative school services


· Summer employment opportunities that are linked to academic and occupational learning


· Paid and unpaid work experience to include job shadowing and internships


· Occupational skills training such as vocational classes or on-the-job training


· Leadership development opportunities


· Supportive services such as transportation and child care


· Adult mentoring


· Follow-up services to help individuals who have completed the program


· Guidance and counseling 


Participant Eligibility 


An individual must meet the following criteria to be eligible to receive services: 


· 14 through 21 years of age; and


· US citizen or eligible to work in the US; and


· Comply with Selective Service registration requirements when appropriate; and


· Comply with local residence requirements, and


· Meet financial need requirements; and


· Need assistance as demonstrated by one of six factors. 


· School Dropout


· Homeless, Runaway, Foster Child


· Pregnant/Parenting


· Offender


· Basic Skills Deficient


· Needs Additional Assistance – (contact Idaho Commerce & Labor for this criteria)


Note: Documents that confirm an individual’s eligibility for WIA services will be required during the application process. Examples include but are not limited to: birth certificate, social security card, pay stubs, etc.  Your application will not be considered until all the required information has been provided.       


Special Note:


Not everyone who is eligible will be enrolled into the WIA Program.  We receive a large number of applications, and must determine who will be benefit most from participation.  Please be advised that you are not enrolled in WIA at this time. After you submit your application, you will hear from the Job Service in a few days to schedule an appointment.
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