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GENERAL:
1. This manual contains rules and procedures for services under the Workforce Investment Act (WIA).

2. PL105-220, The Workforce Investment Act, requires WIA services to be focused on obtaining or retaining employment that allows self-sufficiency. WIA services are provided in tiers or levels of services that are offered to persons in the workforce centers. Tiers and services are defined in Appendix A.

3. Accommodations: Appropriate accommodations shall be made for customers with disabilities including those with limited English proficiency. Accommodations shall be considered for job seeking, intake, assessment, counseling, referrals, access to a Center, and all other WIA services. 

4. Recording and Filing of Information: Customer information received and retained by the Centers as well as information relating to services provided, tracking of the customer through services and activities, and expenditure of funds is usually kept in the customer file using paper or electronic means. All customer files shall be standardized centers-wide to ensure consistent content and location and to facilitate monitoring and file management.

A. Effective July 1, 2003, several types of information previously kept as paper files must be entered into the TWIST system as electronic files. This includes customer case notes, support services entries, and assessment results.

B. Customer Files: The official (master) customer file is kept by the case manager at the local office. This file contains all paper documents, original or copies, concerning all customer activities. Included are documents related to WIA eligibility and school enrollment, support services, payments, assessment, case notes, and others that apply to the customer or program. 

C. Original WIA applications and eligibility sheets, coding sheets, and other TWIST documents related to certification of eligibility are filed with the Eligibility/Management Information Specialist at the 37th Street Center in Temple with copies retained locally. (See paragraph 6. below).

D. Original documents relating to fiscal actions and back up documents for payments are filed at the Board fiscal office and/or CTCOG with copies retained locally.

E. Upon exit from WIA, the official file is transferred from the local center to the 37th Street Center and retained for the prescribed time.

5. Privacy of Information: Electronic and paper records, the disclosure of which would constitute a clearly unwarranted invasion of personal privacy, or information that contains trade secrets, or commercial or financial information which is considered privileged or confidential, are protected under Sec 185, a, 4, a and b and c of The Act. The following rules apply regarding local use of personal customer information, both written and verbal.

A. Customers have the legal right to control the use of their personal information. Workforce staff have the professional and ethical responsibility to protect the customer’s privacy rights consistent with administration of WIA services. There are three instances when customer information must be provided to an outside agency or person.

(1). Giving information to appropriate authority when the customer presents a clear and imminent danger to themselves or others. This could include information indicating intent to commit or actual commission of, a crime, a communicated threat, or a definite possibility of suicide. This does not include criminal information from the public record on offenses already dealt with through the justice system.

(2). The customer requests information to be released to others.

(3). The information is requested by subpoena or other process of law.

B. In the case of imminent danger (paragraph 5, A. (1) above), the specialist shall inform the Center Administrator who will decide how, or if, it should be reported. 

C. To inform customers of the use and safeguarding of sensitive and personal information while participating in WIA, a disclosure form is included at Appendix E. All WIA-enrolled customers will sign and receive a copy.  

D. Records and information considered sensitive or confidential include, but are not limited to, the WIA application and supporting documents, the financial assessment, personal income and financial records, all case notes, all assessment results, academic grade reports, background investigation results, health and medical information, social security numbers, address and phone numbers, employment history, and credit and bank account information. Generally:

(1). Information may be shared with local, state, federal agencies, and WIA auditors. Information provided must be on a need to know basis and limited to that required for the activity being conducted. 

(2). To receive protected information, outside agencies must either have the customer as an active client or be considering provision of services. In addition, information requested must relate to the purpose for which the agency requests it. 

(3). If there are doubts about releasing the requested information, the requesting agency should be asked for a signed release or the customer consulted about its release and the results entered into case notes. 

(4). Sensitive information will not be provided to any private individual or organization (such as a commercial business) except with the express written consent of the customer. 

E. Information recorded in case notes should be only that which is relevant to the administration, purposes, goals, and accomplishments of WIA and the customer. Personal opinions and unsubstantiated information shall be avoided.

F. Both paper and automated customer records will be stored in a way that limits access only to persons who need them for administration of WIA or for monitoring purposes. Automated files will be password protected.

G. Sensitive or confidential information shall not be sent via e-mail or Fax. In addition, to protect customers from identity theft, items such as sign-in sheets that are in public view of others (sign-in sheets, etc) shall not have the social security number displayed on the form. The last 4 numbers may be used if positive identification is required.

6. WIA Applications and Supporting Documents: Application packets and supporting documents, to include code sheets, which require submission to the Eligibility Specialist shall be forwarded to reach the Specialist no later than 5 working days following completion. 

7. Definitions:
A. Assessment: The process of gaining information about a person for making program decisions and providing services and counseling.

B. Career Center: A place that provides job seeking and related activities in the workforce centers. Available to customers without regard for eligibility. 

C. Case management: Management principles used by workforce specialists during Assisted Core, Intensive and Training Services. Includes advice and assistance in accomplishing program purposes and the customer’s personal goals. Intake, interpretation of assessment, maintaining files, use of standardized forms, advice and guidance, counseling, referral to appropriate service agencies, providing information, follow-up, and ensuring that all administrative requirements are met, are all part of case management.

D. Customer: Any person coming to a center to receive any service.

The term is interchangeable with client, student, and participant. 

E. Eligibility Determination: The process of gathering, verifying, and recording information to determine if a person may receive WIA services beyond Basic Core.

F. Follow Up Services: Actions taken for a period of no less than one year after the first day of employment to keep in contact with, counsel, or refer to other services persons no longer receiving direct WIA services. Follow-up is offered at program exit to eligible Adults and Dislocated Workers. Follow-up is a required activity for youth. This activity is not the process of determining program performance.

G. Gateway: An event or activity that must be completed prior to going to the next service tier.

H. Individual Employment Plan (IEP): A form with information showing how a person will attain goals leading to employment.

I. Jobs for Military Families (J4MF): Special, time limited program conducted under WIA rules to assist families of military service members who have been displaced from employment due to the service member’s orders to Ft. Hood. (See J4MF policy Manual).
J. Out of School (OOS)/Older Youth: An eligible youth who is a school dropout, or 19 years or older, or an eligible youth who has received a secondary school diploma or its equivalent but is basic skills deficient, unemployed, or underemployed. (The Act: Sec 101, 33 A, B).

K. Self-sufficiency Wage: The wage at which persons are considered able to support themselves and their families. The Central Texas Workforce Board has set this wage as follows:

(1). Persons who attain employment, with benefits, through WIA services at a wage of 130% of the Poverty Level income for Central Texas.

(2). Persons who attain employment, without benefits, through WIA services at a wage that is 160% of the poverty level income for Central Texas.

L. Service Tiers: Levels of service based on definitions in The Act. Tiers are Core, Assisted Core, Intensive, and Training services. 

M. Trade Adjustment Act (TAA): An employment/training program administered by the Centers for dislocated workers eligible because of the loss of a job related to overseas outsourcing, as approved by USDOL.
WIA Customers/Applicants:

1. First time center customers receive information about center services. This includes a brief verbal or computer directed orientation of basic career center activities supplemented with printed material.

2. Basic career center/Basic Core services require no WIA eligibility.

3. Customers may return to Core, Assisted Core, or Intensive Services during or after Training Services.

4. Worker Profiling: Worker profiling may qualify persons for WIA Dislocated Worker services. Persons being worker profiled are required to receive an orientation that contains information about WIA services.

A. Intake for WIA services must begin within 45 days following the date of the orientation. If not completed by the 45th day, customers cannot be considered eligible for WIA under worker profile rules.

B. Persons wishing to apply for WIA services under worker profile eligibility should contact a workforce center as soon as possible after receiving the orientation. Since the worker profile indicates some amount of job search requirements (a Core or Assisted Core Service), the first activity may be WIA eligibility certification followed by Intensive Services.

5. UI Wages and WIA Placement Verification: WIA performance is calculated using UI wage records. UI records do not always show wages because of employment situations. Procedures to document employment for those not appearing in the report of wage records are outlined in Appendix G. Customer contact should be maintained following placement and exit until it has been determined whether or not they are included in performance.

6. Family Violence: Specialists may hear from customers about violence directed against the customer or members of their family. 

A. Accounts of violence related by a customer may have to be reported to appropriate authority. (Such as Child Protective Services or local Families in Crisis.) When an account of violence is told to a workforce specialist, the specialist will inform their direct supervisor and/or the Center Administrator. 

B. The administrator shall decide on what action, if any, to take. Since this information is sensitive, care will be taken as to how it is related in case notes. Any information of this nature will be treated as strictly confidential. 
APPENDIX A

TIERED SERVICE STRUCTURE

1. Customers select activities in each tier that best fill their personal employment needs. Job seeker services in career centers are accessed first. The WIA service tiers are Core, Assisted Core, Intensive, and Training. 

2. The Jobs 4 Military Families policy may differ from policy covered here.
3. WIA eligibility must be established prior to providing Assisted Core services or, if not provided, prior to entry into Intensive Services. 

4. WIA eligibility must be established prior to commitment of program funds to pay for program services in these tiers. Activities accomplished prior to establishment of WIA eligibility will not be considered for reimbursement following establishment of eligibility.
3. Follow-Up Services are offered to all customers upon exit from WIA. The customer may accept or refuse them. A final case note will indicate that Follow-Up has been offered and if the customer accepted it or not.

4. First contact: General information is given to customers at first center contact. The information may include: 

A. Job seeker registration and EEO Information.  

B. Information about the center and services offered.

C. Labor market information about local and state demand, emerging, and targeted occupations. 

D. Resource information about other local service agencies and their locations.  

5. Movement through Core, Assisted Core, and Intensive Services is self-paced. Movement to the next tier requires completion of gateways. There is no time limit for completion except in Training Services.

Basic Core Services:  During Basic Core Services, new customers receive job seeker or other workforce information and job seeker activities.   

1. Basic Core Services include those that are:

A. Self service, informational, or instructional.

B. Activities with low cost per unit.

C. Services benefiting job seekers but of primary value to employers (recruitment, screening, or short-term employment).

D. Oriented to seeking employment.

2. Basic Core Services include, but are not limited to: 

A. Preparation of resumes and letters of transmittal

B. Job search

C. Fax and copy services 

D. Labor market information 

E. Self directed assessment requiring little or no staff assistance. 

(1). Includes non intensive and self-directed, basic assessment of skill levels, aptitudes, and support service needs using counseling results, work history, and the WIA Needs Assessment Form. 

(2). Administration of the Tests of Adult Basic Education (TABE) is a Core Service when used to determine basic education needs or for literacy referrals and pre-vocational activities. 


F. Applicant screening and recruitment for employers 


G. Information about filing for UI benefits 

H. Information about, and assistance with, application for financial aid at colleges and schools 


I. Referrals to other service agencies

J. Basic information about center activities

K. WIA orientations

L. Establishing customer e-mail accounts

M. Workshops teaching subjects related to gaining employment and job retention.

N. General group orientation.

O. Referral to WIA for application and eligibility certification. This activity is accomplished when it is determined that entry into Assisted Core or Intensive Services is required.

P. Any other service requiring limited staff or no assistance that is not staff intensive.

Assisted Core Services: Gateways into Assisted Core Services are: (1). At least one documented Basic Core Service (2). Demonstrated need for Assisted Core Services (3). Assignment of a WIA specialist and (4). Certification of WIA eligibility.

1. Assisted Core Services require more staff assistance to complete. They may be the same as Basic Core but require a workforce specialist to oversee or assist. Assisted Core Services requires WIA eligibility to be determined, a workforce specialist assigned, and an IEP completed.

2. When it is determined that Assisted Core Services are required, the Core Services Form will be completed by a Career Center specialist showing job seeker services provided. This is a referral to Assisted Core or Intensive Services.

3. Assisted Core Services may be bypassed if it is indicated that the customer should move into Intensive Services.

4. Follow Up Services. Offered at exit from WIA.
Intensive Services: Gateways for entry into Intensive Services are: (1.) At least one documented Core or Assisted Core service (2.) assignment of a workforce specialist, (3). demonstrated need for Intensive Services and (4). Certification of WIA eligibility.  
1. Intensive services involve in-depth job seeking assistance and preparation for training services. 

A. Upon determining that Intensive Services are required, and Assisted Core Services are to be bypassed, the Core Services Form will be completed by a Career Center specialist showing job seeker services provided in the Career Center. 

B. Adults, Dislocated Workers, and OOS youth entering Intensive Services must be certified as WIA eligible and a case manager assigned.  

2. Intensive Services include, but are not limited to:

A. Staff-intensive job seeking assistance.

B. Development of an Individual Employment Plan (IEP). 

C. Counseling and career planning activities that include the identification of practical needs and barriers to employment, services referral, and other assessments.

D. Case management.

E. Pre-Vocational Services: These are short-term (6 months or less) services such as instruction on interviewing and job search techniques, punctuality, desired workplace behavior, personal appearance, and professional conduct. Also, the development of learning skills or basic literacy (reading, writing, math, speaking English, or problem solving) for work readiness when as a stand-alone activity in a learning lab. May also include short internships or work experience not related to job training. 
F. Providing a WIA vocational training list and counseling about available services. Also, referrals to schools for general information on training programs and applying for financial aid.

G. Follow-Up Services. Offered at exit from WIA.

Training Services: Gateways to Training Services for Adults, OOS Youth, and Dislocated Workers are: (1).  Receipt of at least one Intensive Service and (2). Documented need for training services.  

1.Training Services may be provided to eligible customers who are unemployed or underemployed adults, OOS/Older youth, and dislocated workers who:

A. Have received Intensive Services.

B. Are unable to obtain or retain employment at self-sufficient wages without training.

C. Have the educational skills and qualifications to be reasonably assured of successful completion of training (suitability).

D. Are unable to obtain adequate assistance for their training needs elsewhere and cannot, therefore, attend training without WIA assistance.

2. Training Services include:


A. Occupational skills (vocational) training.

B. Upgrading skills to reach self-sufficiency.

C. Adult education and literacy remediation.

D. Customized training with an employer who is committed to hire the trainee upon completion (not on-the-job training).

E. Training in the workplace (not on-the-job training).

3. Except for customized, OJT, and workplace training, all WIA training activities will be conducted at state-certified WIA training providers or under rules established in the WIA regulations. Only training programs approved by the Central Texas Workforce Board may be used.  (Note: Certain exceptions apply to OOS/Older Youth. See Appendix C).

APPENDIX B

VOCATIONAL SKILLS TRAINING

Training Services emphasize successful completion of training and employment at a self-sufficient wage.

1. Priority of Services: Priority of training is applied equally to all who are eligible for this service. Most in need for Training Services, therefore, is an issue only when a choice must be made because demand for training exceeds available funds. In this case, priority will be accorded on a first come, first served basis, subject to suitability for training.

A. Vocational training is provided to eligible persons who demonstrate suitability. Suitability is the ability to accomplish training within the established period of time and attain employment at or leading to self-sufficiency. 

B. Suitability is determined, in part, through assessment of academic skills, possible barriers, disabilities, personal situations, and other circumstances relating to training and employment. Persons who cannot meet the requirements of paragraph A. may be referred to remediation or other service in lieu of training until they can demonstrate suitability.

2. Training providers and programs are limited to those on the Texas list of certified WIA training providers, or those for which a contract is executed under WIA rules. Sponsored training programs for Adult Title I and Dislocated Worker must be those published on the local WIA training list or those for which a successful case can be made by a customer requesting special circumstances as outlined in paragraph 3 below. The WIA training list and use of an ITA may also apply to Out of School and Older Youth. (See Appendix C for Youth exceptions).
A. Sponsorship is not limited to local schools. 

B. Customers train for jobs that are in demand or targeted. Locally certified WIA training programs meet this requirement. 

(1). Training programs at schools outside the local area may be used if they are WIA-certified by any workforce board and meet Central Texas Workforce standards. 

(2). Out of area providers may have differently named programs making it difficult to determine if the training matches locally approved programs. If the Classification of Instructional Programs (CIP) code of the program offered outside the local area is the same as that of the local program, it may be considered as meeting the requirement to train in local demand or targeted occupations. CIP codes for approved local programs are in Appendix D.

C. Cost caps are located in Appendix D. If the cost for a school outside the local area is above the cap, the customer is responsible for the difference.
3. Customer Requests for Non-Certified Training: Customers wishing to be sponsored in non-certified programs may submit requests for special consideration to the Central Texas Workforce Board. A final decision may require several weeks so the customer must submit requests in an expeditious manner. 

A. The customer should submit information about the demand for jobs relating to the desired training, both locally and statewide. The request must show the occupation(s) they will be seeking upon completion of training.   

B. The specialist submits the request through the administrator and the Centers Director to the Board.

C. Upon receipt of the request, the Board will determine if it meets current Board requirements. If so, the training provider will be asked to submit a training provider application for the program under consideration.  

D. If a submitted program is approved by the Board and by TWC, the program will be added to the list of approved WIA training programs and the customer allowed sponsorship. If disapproved, the customer will be informed and encouraged to either consider another program or contact another workforce area that may sponsor the training.

4. Vocational assessment determines the customer’s basic skills, barriers, and suitability for WIA training. 

A. Basic assessment may begin at first entry into the center and continue in varying degrees throughout the customer’s experience. All customers undergo detailed assessment prior to entry into training.

B. Some vocational programs may require a background assessment to determine if the customer can be admitted to training and attain employment upon completion. Specialists do this by using the centers approved system for background checks.

(1). Customers must sign the Background Consent Form prior to the check. If the customer refuses to agree, the background check may not be accomplished and the specialist may refuse sponsorship in a program requiring the check.

(2). Background checks require a large degree of responsibility for confidentiality. Written background reports are confidential and must not be kept in the customer’s file. Reports shall be placed in a separate file with limited access. When the customer file is closed and sent to the 37th Street office, the reports shall be sent separately in a sealed envelop and filed separately in a limited access area. They may be destroyed when the customer file is destroyed.

(3). Case notes concerning information in the background check should not contain specific information but rather be general in nature and refer to the report for specifics.

C. Assessment using sensitive physical or mental health reports shall be safeguarded in the same manner as in B. above, regardless of what agency provides them. 

5. Support services may be provided to customers enrolled in Training Services. They are based on need and available funds and are not entitlements. Specific policy and procedures covering WIA support services are located in the Centers Support Services Policy Manual.
A. Special procedures and eligibility requirements for support services apply to the J4MF Program and are contained in that policy.

B. Customers receiving TAA services may also be enrolled into WIA for support services purposes. Services and the administration of these services will be the same as those provided to WIA customers.

C. Housing support is allowed for persons attending training, living more than 30 miles from the campus, and having a demonstrated need for it. 

(1). On-campus housing assistance does not require eligibility for support services to be established and does not require use of the forms and methodology indicated in the Support Services Policy.  

(2). Off-campus housing not associated with the school and not invoiced by the school requires eligibility for support services to be established. The forms and methodology indicated in the Support Services Policy Manual are used to account for the expense. In most instances, this housing must be procured and requires arrangements separate from school enrollment. The specialist should investigate several housing sources and select the best value consistent with the level of housing required.

(3). Deposits for housing, cleaning, and utilities are not paid by WIA.

D. Per Diem is allowed at a daily rate. School meal plans are not paid.  

(1). Support services eligibility will be established prior to awarding per diem  

(2). Except in extenuating circumstances, per diem should not be awarded to persons whose residence or families are less than 30 miles from the school.  

(3). Per Diem will not be provided to customers receiving food stamps.      

(4). The daily rate is paid only for days the student attends class and, in the case of distant schools, for non-training days spent at the school’s location.  

(5). Payment is based on the attendance record. Days missed are subtracted from the next week’s payment. If a student at a distant school comes home, per diem is not paid for those days.

(6). Requests for exceptions, accompanied by a financial assessment, will be sent to the Administrator for approval.

E. A $200.00 stipend may be paid to graduates of tractor-trailer driver training to assist with the cost of getting to a sometimes-distant dispatch base and incidental expenses on the road until the first paycheck is received. Eligibility determination is not required.

6. Entry Into Training: The following are accomplished, as applicable, prior to enrollment in WIA training:

A. formal assessment including SAGE, TABE, financial, the general and practical needs assessments, background checks, and other instruments as required.

B. status of the customer relating to THIA and/or remediation requirements.

C. modification of the Individual Employment Plan (IEP).

D. completion of the appropriate Vocational Orientation Form, WIA Information Release, and Authority to Enroll.

E. attendance forms received by customer

G. support services request forms started or completed as applicable.

H. completion of an Individual Training Account (ITA).

 I. customer application started for student financial aid as applicable.

J. coordination with the Program Specialist for Training if a training agreement is required (schools other than CTC, TSTC, Tarleton-Central Texas, Region 12, and TC). (See 7 A. below)

 7. Training Provider Enrollment Procedures: Course enrollment follows local school requirements and may be negotiated to fit WIA needs.

A. A first-time training provider must have a training contract prepared by the Program Specialist for Training. The WIA specialist will inform the Program Specialist when this is needed.
B. Fiscal determines the use of forms relating to payment of fees/tuition and books/supplies. All billed costs must be reconciled with the completed payment forms prior to submission to fiscal. Payment by credit card is the exception. 

8. Customers enrolled in training and attending classes must submit attendance reports to show participation in sponsored activities whether or not WIA training funds are being spent for the customer’s courses.   

9. Specialists must have regular contact with the customer in training. Contacts are recorded in case notes.

10. Customers withdrawing from a class during the school’s refund period will be reported to fiscal as soon as possible to alert fiscal to expect a possible refund.  

11. A class schedule or other school document showing classes taken during the enrollment period should be attached to the Authorization for Payment Form.

Individual Training Accounts:

1. An Individual Training Account (ITA) shall be established for all persons enrolled in Training Services, including Older/OOS Youth.  

2. Customers in Training Services have a choice as to the school they attend. Specialists should not encourage one school over another but may provide known facts about schools.  

3. Local Training Review Committee: Prior to preparing ITA’s, local centers will conduct a review of persons eligible for and wanting training services. 

A. This is accomplished by a center review committee that looks at the customer file to ensure equity of access, suitability for training, and ability to benefit. (Reference: Central Texas Workforce Board Plan). The committee considers eligibility, case notes, the IEP, and customer suitability based on total assessment. 

B. If the person is found eligible, has met the gateways for the previous service tiers, is suitable for training (academic assessment, etc.), and is selected by the committee, an ITA is prepared.
4. The ITA is a cost disclosure between the WIA program and customers. It establishes a customer account and indicates the amount budgeted for training. It is based on actual cost estimates, not the published cost cap.   

A. An ITA is valid for the duration of the training and need be issued only once unless a break in training of 6 months or longer occurs or if an amendment is required. A break in training of more than 6 months requires that the ITA be reissued upon return.

B. ITA’s are issued for training programs with a published duration of two years or less, or for baccalaureate degrees where no more than 70 credit hours remain toward a bachelor’s degree. They are valid for a maximum of three years. 

5. ITA Budget: The budgeted amount of the ITA is the estimated state resident cost of training less any costs that must be paid from other sources.

A. Financial aid applied first to the cost of tuition/fees includes GI Bill, any scholarship, Veteran’s Administration (VA) assistance, and Texas Rehabilitation Commission (TRC) assistance. WIA pays books and supplies. Note: The GI Bill is paid to the customer directly and is based on the number of semester hours taken, therefore, the financial aid office should be consulted if customer receipt of the GI Bill is known or suspected. 

B. Support services, including housing and per-diem, are not included in an ITA. 

C. Required uniforms and tools are included in the ITA, even if paid using support services procedures.

D. Cost caps are established for each training program and school. ITA’s must not exceed the cap. See Appendix D. 

(1). Caps are computed based on costs reported by the training provider and increased 25% to accommodate changing costs.  

(2). Costs exceeding the cap will be borne by the customer.

(3). Actual expenses may be below the ITA amount. The fact that an amount is established does not mean that funds remaining in the account after payment of all expenses are owed to the customer! 
E. All grants, student loans, and federal work-study assistance received by the customer are awarded to the customer to cover added expenses associated with attending training. They are considered assets when computing support services eligibility.

6. Allowable training costs include books, fees and tuition, tools, supplies, uniforms or specialized clothing, immunizations and/or health tests required for entry into the program of instruction, and educational materials required to complete training as determined by published course requirements. NOTE: The customer may be reimbursed for expenses paid out-of-pocket if the expenses meet the requirements of policy and were not incurred or paid by the customer prior to the date of WIA eligibility. In addition, Reimbursements shall not be submitted to fiscal for payment prior to enrollment into a WIA activity.

A. Supplies usually not purchased include writing pencils (including mechanical), erasures, ball point pens, lined ring binder paper, stationery, writing tablets, ring binders, folders, scantron cards, and computer printer paper. These items may be provided from center office stocks if required.

B. Supplies usually purchased include special paper for art and computer classes, special art and drafting pencils and paper, rulers, and other items considered specialized and not generally available at places other than the bookstore or a designated supplier. Also included are required computer disks and photographic film. The specialist ensures that only the required quantities are purchased. Provide these from center office stocks if available.

C. Tools include hand and power tools and toolboxes, measuring devices, safety items, and calculators. Calculators costing more than $50.00 are not purchased regardless of class requirements. Customers requiring a high dollar calculator may be provided one on loan from a center, if available. Centers may purchase a stock of these for temporary use if desired.

D. Computers and cameras are not purchased.

E. Books include textbooks, dictionaries, workbooks, and others required by the program and on the program’s book list. Study guides or notes and books not required by the course are not purchased.

F. Courses funded are those published in the school’s program of instruction or those accepted as authorized substitutions. Electives are subject to the following rules:

(1). Core electives directly related to the training program may be sponsored (computer elective for a programming degree, etc.).

(2). Electives not identifiable as program-related and that do not compliment or enhance employability or academic enrichment will not be sponsored. Included are electives such as ceramics, swimming (when not part of a required physical education course), photography, music (other than music appreciation or music history), dancing, or jewelry making. These may be sponsored only if specifically required by name for the sponsored program.  

7. Specialists should maintain awareness of their customers’ financial aid status through periodic contact with the school’s financial aid office. Information of this nature requires an information release to be on file at the school.

8. The Authorization for Payment and the Authorization for Bookstore Payment forms show training costs paid for a specific period of enrollment. Copies of the authorization forms are filed in the official customer file, at fiscal, and a copy given to the school at either registration or payment reconciliation.

9. The specialist should track expenditures and advise the customer about ITA account balances as required. If funds in the account become exhausted or costs increase above the cap, the specialist may amend the ITA and, as applicable, the Youth Cost Projection. The administer must approve increases above the cost cap.

VOCATIONAL TRAINING

1. General: The following are general guidelines about vocational training, applicable to all centers. This does not apply to learning considered to be Short-Term Prevocational Services under the Jobs 4 Military Families grant.

A. Non-traditional occupations for women are those in which women constitute 25% or less of the people employed in that occupation. These occupations should be emphasized to women who are not sure of their goals for employment.

B. If they have not already done so, customers should visit a training provider and learn about entry and educational requirements prior to WIA Training Services.

C. Customers unsure about jobs related to a training program should be referred to a career center to research job requirements prior to deciding upon the training.

D. Some training requires state-mandated entry testing that may result in required remediation. Due to the adverse affect remediation has on the customer’s ability to move through training and complete within the time allotted by WIA, and/or the possibility that the customer may not complete remediation, the following applies:

(1). WIA will not pay for required remedial courses. Persons requiring remedial courses may not be suitable for sponsorship at that time (See exception at 2. below). In this case they may be referred to remediation or enroll in training on their own, returning to WIA when they have attained skills mastery. They may also wish to change to a program requiring less skill.  

(2). Specialists may approve sponsoring a highest-level remedial course after a review of assessment, grade reports, educational background, and other related facts. This is appropriate when the specialist is reasonably assured that a customer can begin core courses and has a reasonable chance of successful completion of the remediation within the time allotted.  

E. Some programs require successful completion of prerequisites prior to being considered for enrollment. WIA does not pay for prerequisites if enrollment in the core program depends on passing the prerequisites first. Prior to WIA sponsorship, persons will show that all prerequisites have been completed and that they have been admitted into the core program.  

F. Persons entering programs requiring a high level of math or science ability (trigonometry, chemistry, physics, etc.), shall demonstrate through the TABE at least 12.0 grade level in reading, math, and language. In addition, SAGE minimum numerical aptitude shall be no less than Above Average and reasoning no less than high school. Passage of all levels of a required entry exam fulfills this requirement. Specialists should also examine the results of other school testing or grade reports from previous college work. Delay of sponsorship and referral to a literacy program is appropriate if required literacy levels are not attained, or low or failing grades are noted in grade reports.

G. The customer is expected to accomplish registration/enrollment at the school in accordance with the school’s policy and procedures.

H. Customers under the age of 21 may not be sponsored in Tractor Trailer Driver training. Also, federal regulations require that drivers be able to read and speak English enough to converse with the general public and make entries in reports and records. As a condition for sponsorship, therefore, candidates for this training must have a TABE reading grade level of no less than 6.0.
I. WIA maintains participant accident insurance coverage on all customers enrolled in training programs. See Appendix F.

J. Texas State Residency: WIA customers are funded at the state resident cost only. The state determines residency requirements. Specialists must learn the customer’s status before sponsorship as this may have and effect on the customer’s financial condition and sponsorship status. The following are general facts regarding Texas residency and may change without notice.

(1). Persons not connected with the military claiming Texas residency must submit to the school a combination of the following: Texas high school transcripts from the previous year; Texas college transcript from the previous year; valid Texas driver’s license at least one year old; employer’s statement of dates of employment in Texas; Texas voter registration card at least one year old; a lease agreement at least one year old containing the student’s name and period of the lease; a Texas county property tax statement from the previous year; canceled checks from a Texas bank at least one year old; a utility bill at least one year old; or other documents requested by the school.

(2). Persons 18 or older who have been employed in Texas for a consecutive period of 12 months before enrollment are residents.  (There may be exceptions for military. See below).

(3). Persons enrolling in school before they live in Texas for 12 months are not residents. They remain nonresidents until they have been out of school for 12 consecutive months.

(4). Persons who are nonresident at first enrollment remain nonresident for the period in which they continue as students, regardless of changes after enrollment.

(5). The legal residence of minors, and dependents over 18 is that of the parent or guardian claiming the person for income tax purposes, both at enrollment and for one tax year before enrollment.

(6). Active duty military and their family members stationed in Texas are eligible for resident tuition as long as they retain active military status. If, during this period, service members and their family wish to be classified as Texas residents, they must have proof that the sponsor entered the military from Texas or provide a leave and earnings statement dated one year prior to enrollment showing Texas as the tax state of record.

(7). Persons (and their family members) separated or retired from the military during the past year must prove Texas residency obtained during active military service by providing a leave and earnings statement dated one year prior to enrollment showing Texas as the tax state of record. They may also provide a DD214 showing entry into military service from Texas or prove ownership of real property in Texas for one year prior to enrollment. This does not include automobile registration or purchase!

(8). Persons who purchased real property in Texas one year before enrollment are residents.  If property ownership is less than one year old, but is in a college district, a waiver may be obtained in some areas.

3. Accountability of Attendance: Customers must account for time spent in WIA vocational training activities by completing attendance records.

A. Weekly attendance records shall be turned in at least every two weeks. If support service payments are based on attendance, the customer must be told of the consequences of late attendance submission. Time between training periods (semester break, holiday periods, etc.) is not accountable.

B. The specialist must ensure that required signatures are present, that there are no discrepancies, and must sign the attendance record prior to placing it into the file. 

4. Vocational Sponsorship: Sponsorship is based on the attainment of Core, Assisted Core, Intensive Services, the total assessment picture, and the recommendation of the center selection committee. 

A. WIA sponsorship is limited to programs of published duration of two years or less. The customer has three years to complete. Any remedial courses sponsored by WIA are included in the three years. Customers attending a 4-year or upper level university for a bachelor’s degree must have no more than 70 credit hours remaining and be able to complete within three years.

B. Involuntary withdrawal of a customer by a school for any reason shall result in loss of WIA sponsorship at that school. Depending on the circumstances, other services (including further training) may be conducted under WIA but the ability to complete must be evaluated. The program chosen as a continuation can be in the same field as the previous one but time elapsed will be applied. In this case, customers should be guided toward reduced training and rapid employment. 

C. Persons without a high school diploma or GED may not be considered for vocational training at college level even though the school may accept them pending attainment of a GED. Matters such as no diploma or GED, or other basic adult literacy issues, should be addressed prior to the Intensive or Training tiers.

D. Except in the case of customized institutional training where a curriculum has been developed for specific skills training, customers may not enroll under WIA sponsorship in courses that are neither part of the approved school curriculum for the enrolled program nor bonafide core substitutions for program courses. 

E. WIA will not pay for courses that are not in the training program and/or are being taken only to increase credit hours for the purpose of obtaining or retaining financial aid.

F. WIA will not pay for courses repeated for any reason.

G. Payment for tuition/fees, books, tools, equipment, and other required items for classes will not be paid in advance of the time (Semester or course period) for the course. 

H. WIA sponsorship may be ended for any one of the following reasons:

(1). Behavior detracting from completion of training such as failure to attend school regularly, drug or alcohol abuse, violations of acceptable behavior, or serious violations of published school rules.

(2). Consistently failing grades.

(3). Circumstances where a customer is found to have been ineligible for WIA at the time of application.

(4). Voluntary or involuntary withdrawal from training imposed either by self, the school, or WIA.

(a). Self-withdrawal may be for health or other valid reasons. The specialist must review the circumstances and decide if the customer merits continuation.

(b). If, due to failing grades the customer cannot be allowed to continue in that program of training, they should be guided toward a short-term, less demanding training that will result in a good possibility for employment.

(c). Upon notification of a withdrawal, a WIA Withdrawal Form will be sent immediately by the specialist to the school to serve as formal notification that sponsorship has ceased and that further WIA payment for this customer will not be made. A copy of this form will also be sent to fiscal.

(5). Consistent failure to abide by established WIA rules concerning sponsorship such as failure to submit attendance records, etc.

(6). Other reasons as recommended by the specialist and approved by the administrator.

I. WIA Probation: The specialist may impose WIA probation for any of the reasons stated in 4. H above and for (1). below. Probation will be imposed in writing to the customer with terms explained.

(1). A customer whose semester grade point average (GPA) is below 2.0 on a 4.0 scale, or who has consistently poor grades, or who has substantive withdrawals from class regardless of GPA, will be placed into probation

(2). While on probation the customer may not fail or drop any course or continue the behavior that prompted the probation. To do so requires a review by the specialist toward cancellation of sponsorship.

K. Customers in default of a student loan or other form of financial aid may not be able to receive school credit, a certificate, or a diploma despite academic standing. In this case the specialist must confirm it prior to sponsorship. If it is determined that the customer will not receive credit, a certificate, or diploma, the customer will not be able to benefit from training and must be considered for other services.

L. Sponsorship is at the Texas resident rate only. Persons not considered Texas residents for tuition/fees purposes will be responsible for the difference in cost.  

(1). Unless previously declared residents of Texas, military dependents are considered state residents only while their sponsor (spouse or father/mother) is on active duty in Texas. If the sponsor leaves the military service, the state resident status of the customer is ended unless they have met the state resident requirements from the start.

(2). The Temple College out-of-district category is considered State resident.

M. If WIA sponsorship is ended before the customer finishes training, the case manager must seek the return of all books, tools, uniforms, and non-expendable items purchased for that person by WIA. This will be indicated in the exit letter to the customer signed by the administrator.

5. Training Service Requirements: Customers reaching Training Services receive a general orientation on vocational services and complete the required assessment. They must be accepted by the school for the training and certified by the center committee. Specific pre-enrollment activities required for vocational customers are: 

A. The WIA orientation. (Basic or Assisted Core Service).

B. Formal assessment. Conducted prior to training. Minimum required formal assessment for WIA training is indicated below with a *. Others may be administered as desired.

(1). * System of Assessment and Group Evaluation (SAGE).

(2). *Tests of Adult Basic Education (TABE). (Some exceptions apply. See assessment Policy))

(3). School Assessment and Testing Instruments, if available.  

(4). *Self-administered WIA General Assessment.

(5). * Practical Needs Assessment

(6). Assessment Reports from Other Agencies. 

(7). O-Net Interest and Work Importance Profilers.
(8). Other formal assessments offered in a center, school or other agency to support various requests, including background checks.

C. Vocational forms\actions as applicable:

(1). Vocational Training Agreement Form and/or the Truck Driver Orientation as applicable.

(2). Information Release and Information Disclosure Forms

(3). Authority to Enroll if required.

(4). IEP.

(5). Financial Assessment Form if required.  

(6). ITA and OOS Youth Cost Projection Form if required).

(7). Background Consent Form if required.

(8). Completion or initiation of a financial aid application. This is a sponsorship requirement. The specialist must see either the completed application or SAR report.

APPENDIX C.

VOCATIONAL TRAINING FOR OUT-OF-SCHOOL (OOS) AND OLDER YOUTH

1. OOS/Older Youth vocational training services are case managed by WIA workforce specialists. OOS/Older Youth are subject to the same general training program sponsorship rules as adults.

2. Unique support services are allowable for OOS/Older Youth. See the Support Services Procedures Manual.

4. With the exception noted below, OOS/Older Youth in Training Services will be co-enrolled into both Youth and Adult or Dislocated Worker services. Enrollment into Adult or Dislocated Worker activities is for services not provided under youth activities and for case management.  

A. The exception to 4. above applies to the 5% youth eligibility exemption. No more than 5% of youth enrolled in WIA Title I youth services can be those who do not meet economic eligibility requirements but have at least one serious barrier to employment. These barriers are:

(1).  School Dropouts

(2). Basic Skills Deficient

(3). Behind Grade Level

(4). Pregnant or Parenting

(5). Disabled, Including Learning Disabled

(6). Homeless or Runaway Youth

(7). Offender

(8). Lacks Resources Necessary to Complete an Educational Program (Local barrier approved by the Workforce Board)

B. Individuals made eligible through the 5% window are only eligible to be served in Youth Services. These persons will not be co-enrolled into the Adult or Dislocated Worker programs. All activities will be funded through Youth Program funds.

C. All 5% youth requests must be approved by the Youth Program Administrator prior to enrollment into a WIA-funded program. The request may be sent via e-mail. The e-mailed approval will be attached to the WIA application.

5. Training Procedures and Policy: OOS/Older Youth will not be enrolled into WIA training solely in the Adult or Dislocated Worker categories without approval from the Youth Manager.
A. Expenditures of Youth funds will be coordinated with the Youth Manager.

The OOS Youth Cost Projection Form will be prepared at entry into Training Services.

B. Texas has obtained a waiver from DOL to allow Older and Out of School Youth to be subject to the WIA certified list of training and the use of an ITA for training, thereby eliminating the requirement to competitively procure youth training so long as the training is WIA-certified. Use of an ITA and the requirement for WIA customers to attend only training at WIA-certified schools and programs may, therefore, apply to Youth and Older Youth in the same manner as Adults and Dislocated Workers. 

C. OOS/Older youth may also attend procured training that is not WIA certified subject to the following:

(1). When suitable training for the youth is not available under the list of certified WIA training; that is, the youth cannot for one reason or another participate successfully in certified training, suitable training may be procured.

(2). In this case, training need not be WIA certified but must be competitively procured in accordance with The Act. The selection shall be done by the case manager using written or telephonic methods. The case manager shall document the process in the customer’s case file to include the reason for choosing the training provider.

(3). Once the training provider is chosen, the Program Specialist for Vocational Training will prepare both an individual referral contract and a general contract with the training provider.
6. Priority of WIA training services is to OOS/Older Youth who meet income guidelines and one of the hard-to-serve criteria listed below. They must also meet suitability for training guidelines.  

A. Deficient in Basic Literacy Skills (8.9 GE or below in Reading, Math, Language).

B. Homeless/Runaway/Foster Child

C. Pregnant or Parenting

D. Offender

E. School Dropout. (Person not attending any school)

F. Person who is enrolled or seeking enrollment in a high school or post secondary school, has not graduated or completed, is in need of additional assistance to complete an educational program, OR who has registered with TWC and is unable to obtain employment. (Local Board-approved criterion.).

7. Follow up services for no less than one year is mandatory for youth.

APPENDIX D

INDIVIDUAL TRAINING ACCOUNT COST CAPS

1. A cost cap is the maximum amount of funds that may be obligated in an Individual Training Account for a specific program. Caps are based on the state resident cost of each program as reported by the school in the application for training provider certification, and for books and supplies.  

2. Cost caps include only tuition/fees, books, and supplies/tools.  

3. The Classification of Instructional Programs (CIP) code may be used to determine if a TWC certified WIA training program at a school not in this list, with a different program name, might be sponsored. The specialist must ensure that it is a valid program for sponsorship and that the CIP code falls within one of those on this list. 

4. Caps are applicable in or out of the workforce area. If a customer attends training outside the Central Texas Workforce Area, the highest local cap applies. If the cost exceeds the local cap, the customer is liable for costs exceeding the cap. 

5. In extreme circumstances caps may be exceeded as exceptions to policy.  Administrator approval is required to exceed the cap. Requests to exceed the cap will be accompanied by a current financial assessment, a list of all financial aid being received by the customer, and an explanation of circumstances requiring the request.

CENTRAL TEXAS COLLEGE:


Program




CIP

Cost Cap
Computer Electronics AAS

       

150402
$7100

Computer Science Bus/Prog Analyst AAS   

110201
$6500

Heating/Air Conditioning/Refrigeration


470201
$5800

Medical Lab Technician Assoc Degree
       

511004
$7100

Network Systems Specialist Certificate       

110201
$4200

Network Systems Specialist Assoc Degree  

110201
$7100

Nursing Assoc Degree


       

511601
$5800

Professional Truck Driver


       

490205
$4500

Vocational Nurse (LVN)


       

511613
$4500

EDUCATION SERVICE CENTER REGION 12

Teacher Preparation and Certification


131206
$7300

TARLETON STATE UNIVERSITY-CENTRAL TEXAS:

BBA Computer Info Systems



110101
$10,000

BS Interdisciplinary, Early Childhood 4


130101
$11,250

BS Interdisciplinary, Mid-School Lang/Soc Studies
130101 
$11,500

BS Interdisciplinary, All Levels Special Education
130101
$11,375

BS, Interdisciplinary, Generalist



130101
$11,500

BS Computer Info Systems, Network Dev/Mgt
140901
$10,000

BS Computer Info Systems, W/Comp Sci Cert
131321
$10,000

BS Computer Info Sys, Software Eng/Database
110101
$10,000

BS Interdisciplinary Middle School Math Spt Area
130101
$11,250

TMATE Teacher Cert. Early Childhood-4 Generalist
131015
$  8,350

TMATE Teacher Cert. High School Content Area
131399
$ 6,850

TMATE Teacher Cert. Special Education Generalist  131015
$ 8,250

TMATE Teacher Cert. Middle School (4-8) Generalist 130101
$ 6,900

TMATE Teacher Cert. Middle School (4-8) Content
  130101
$ 6,900

TEMPLE COLLEGE:







In Dist.  Out Dist.
Computer-aided Design AAS

       

480101
$6625   $8125

Computer Info Sys-Bus Software


110201
$6250   $7500

Computer Info Sys-Network Admin Cert

110101
$5000   $6250

Dental Hygiene AAS




510602
$8586   $10,518

Geographic Information Systems AAS


450702
$5000   $6500 


Medical Lab Technician AAS

       

511004
$6625   $7875

Microcomputer Applications Tech AAS       

110201
$5625   $6875

Network Administration Option AAS
       

110101
$5250   $6500

Nursing ADN



       

511601
$6875   $8125

Nurse Assistant/Aide, Certificate


511614
$  445

Respiratory Care AAS


       

510908
$6250   $7500

Surgical Technology Cert


       

510909
$5000   $6150

Vocational Nursing-LVN


      

511613
$5875   $7125

Web Technology Option AAS



110101
$5250   $6500

Welding, Industrial Basic




150603
$2400   $3400

TEXAS STATE TECHNICAL COLLEGE, WACO:
Air Conditioning/Refrigeration Tech
       

150501
$6900

Auto Collision and Management Technology

470603
$8500

Auto Body Collision Repair



470603
$4250

Automotive Technology AAS

       

470604
$7500

Computer Maintenance Technology AAS

110101
$6000

Computer Science Technology

       

110201
$6600

Computer Networking/System Admin


110101
$6800

Welding Technology AAS


       

480508
$6800

APPENDIX E.

WIA FORMS

1. This appendix defines forms applicable to WIA services. These forms may not be amended or changed by a local center except by approval of the Centers Director. 

2. The forms are not included in this policy but may be viewed on the Workforce Centers Intranet.  

3. Forms used by individual centers for general orientations, sponsorship committees, providing information about local services and service agencies, worksheets for TWIST entries, TWIST forms, and those for sign-in purposes may vary by location or are covered by other publications and are not in this manual.   

4. Assessment forms are covered in the Centers Assessment Manual. Fiscal and support services forms are covered in the Programs Support Services Manual.

5. Copies of all forms completed by the specialist, or generated as the result of assessment or other WIA activities, shall be placed into the customer’s official file maintained at the local office.

ENCLOSURE 1 TO APPENDIX E

INDIVIDUAL REQUEST FOR NON-CERTIFIED TRAINING PROGRAM 
1. This form is used by persons requesting consideration of a training program not on the list of sponsored training programs. 

2. The customer is responsible for completing the form, attaching supporting documents and comments, and returning them to the specialist. Due to the length of time it may take to process a request, it should be forward expeditiously.

3. Additional customer comments may be attached to the form. The specialist will forward the request with comments as desired through the administrator and the Director to the Workforce Board, Attention: Contracts Manager.

ENCLOSURE 2 TO APPENDIX E

INDIVIDUAL TRAINING ACCOUNT (ITA)

1. The ITA provides information about the training account established in the name of the customer. It shows the amount of funds budgeted for the training and provides information to the customer about the account.

2. The ITA is completed after selection for sponsorship and prior to entering training under WIA sponsorship. The customer, the workforce specialist, and the administrator sign it.

3. The original is sent to fiscal, a copy retained in the customer file, and one provided the customer. 

4. The form is completed as follows:

A. Indicate the exact name of the training program and the training provider.  

B. The account total is the projected actual cost to WIA of the training less any financial aid or other funds being applied first. This entry cannot exceed the cap. If the school attended is outside the local area, the cap is the highest established locally for that program. If the cost is above the cap, the customer is liable for the difference.

C. The training account expires on a date the specialist determines is the most likely training completion date and will not exceed three years. The ITA remains valid until completion unless there is a break of more than 6 months in the training cycle or there are significant changes in cost data. It should be reissued if the customer returns after a break of more than 6 months.

D. The date of the certification of WIA eligibility and the date of the enrollment into the first activity shall be indicated on the form.

ENCLOSURE 3 TO APPENDIX E.

WIA INDIVIDUAL EMPLOYMENT PLAN (IEP)

1. The Individual Employment Plan outlines customer goals and activities for Title I Adults, Dislocated Workers, and OOS/Older Youth in Adult Intensive and Training Services. 

2. The IEP may be initiated early in Assisted Core or Intensive Services. It is intended that the IEP be completed in partnership with the customer during counseling and discussions with the customer. It will not be completed solely by the specialist or the customer. 

3. The IEP may be amended to reflect changes or additional information. Case notes may be used to supplement the IEP as long as they are identified as additional or changed information.
4. The form is completed as follows:

A. Customer Employment Goals: The person’s ability to get employment at self-sufficiency wages should be discussed.

B. Steps to Achieve Objectives: How will the customer and the program attain the customer’s goals? 

C. Employment Goal: Provided by the customer. Helps plan job seeking activities as well as training if required.

D. Education: Self-Explanatory. 

E. Work/Skills: Indicated and defined by the customer.

F. Assessment: Record the results of assessment. The results of any preliminary assessment such as those completed in Core/Assisted Core Services (TABE, O-Net, etc.) would also be discussed here.

G. Barrier Identification: This is part of the assessment process gained through counseling or assessment of practical needs. This information helps decide if referral to other agencies is to be considered.

H. Employment and Training Needs: Based on the specialist’s assessment with input from the customer. Further job seeking activities would also be included here.

I. Steps to Achieving Goals: indicate the activities the customer will be going through or has already accomplished. This should progress toward employment or training and then employment.

J. Comments: Place comments relating to progression through the tiers of service, documentation of job searches, etc., or comments relating to anything else considered necessary. If available, the SAR is part of the IEP, as well as other documents or assessments necessary to support the IEP.

K. Items of Discussion: The specialist must personally cover all items with the customer as they apply to the activities being considered. If, for example, it is determined that the customer will get a job out of Intensive Services and is not in need of training, the indebtedness to financial aid would not be discussed.

L. Specialist Comments: Any other information or comments not heretofore covered.

5. Both the customer and the specialist sign the IEP together. The specialist should review the IEP periodically to ensure that the information is still applicable and correct. 
ENCLOSURE 4 TO APPENDIX E.
AUTHORIZATION FOR PAYMENT FORMS

1. These two forms specify costs to be paid by WIA for the customer, one for tuition/fees and the other for bookstore expenses. The costs indicated on them should total the costs of tuition/fees, books, supplies, and other non-support services due the school from WIA for that enrollment period. Any item not indicated on the form as allowed for payment will not be paid and is the responsibility of the customer. The forms are sent to fiscal with the invoice as supporting documentation.  

2. The forms must be signed by both by the specialist and the customer. 

ENCLOSURE 5 TO APPENDIX E.

WIA CORE SERVICES FORM

1. This form is completed by career center staff. It documents Core Services completed by customers being considered for referral to Assisted Core or Intensive services. It is required prior to initiating the WIA application. The career center specialist completes and signs the form based on activities completed and sends it to the WIA technician.

2. The technician completes the bottom of the form indicating the name of the assigned workforce specialist and referral date to the specialist. The form will be filed in the customer file. 

ENCL0SURE 6 TO APPENDIX E.

EEO/ADA INFORMATION SHEET

This form is used to inform customers about their rights under equal opportunity and disability conditions. It is provided at the WIA orientation. The customer keeps the form. 

ENCLOSURE 7 TO APPENDIX E.

WIA ATTENDANCE RECORD
1. WIA customers enrolled in training shall account for daily classroom attendance. The attendance forms are completed on a weekly basis by the customer and the teachers/instructors concerned.

2. These records are subject to formal audit and must be completed in ink. Forms completed in pencil shall be returned to the customer to be redone. Changes may be made on the forms but will be initialed and dated. Liquid or tape corrections are not acceptable.

3. The customer places the clock time in and out on the form for each class on each day attended. If absent, the word “absent” should be placed in the blanks. The instructor/teacher signs at the right side of the form at the end of the week attesting to the correctness of the information relating to his/her class.

4. In the case of customers who attend a distant school and live at the school’s location, the Saturday and Sunday boxes will be completed as well.  If the customer stays at the school over the weekend, the Saturday and Sunday boxes will be initialed by the customer to show this. If they do not stay at school over the weekend, they leave the boxes blank.

5. The customer must sign the form indicating that the information is correct. The specialist also signs the form.

6. Original copies of the attendance records are kept locally unless they are required in fiscal for support services documentation.

ENCLOSURE 8 TO APPENDIX E.

DEMAND/TARGETED OCCUPATIONS LIST
1. This list may be provided as labor market information to customers. It indicates occupations the customer may have a good chance of getting in the local area due to demand and includes the median wage in the State of Texas. Local pay scales for these occupations may vary from state wages due to location and labor market situation. 

2. Many occupations on the list are not those for which WIA provides training.

3. Information is subject to change without notice.  

ENCLOSURE 9 TO APPENDIX E.

AUTHORITY TO ENROLL FORM

The purpose of the form is to inform the training provider that the person may enroll as a WIA participant. It is not a funding commitment. It is not used unless a training provider requires it. The form is completed and signed by the specialist and given to the customer to present to the school. 

ENCLOSURE 10 TO APPENDIX E.

STUDENT INFORMATION RELEASE FORM
1. Various kinds of information are required from the school. This includes information that is generally considered as protected by the schools or by law under rules of confidentiality. This form is used to allow the school to provide normally protected information to the Workforce Specialist about financial aid, grades, etc.  
2. The form must be completed at or prior to enrollment and sent to the school. It must indicate an expiration date of 6 months following the estimated date of completion of training.  

2. While a customer may refuse to release the information, it is imperative that specialists gather grades and financial aid information; therefore, persons refusing to sign the release will be personally responsible for providing the required information and those not providing it in a timely manner may be exited for cause.

3. The original, signed copy of the release will be provided to the appropriate office at the school (usually the records or registration office but this may vary). Copies will also be given to the customer and placed into the official customer files.

ENCLOSURE 11 TO APPENDIX E.

MONTHLY INSURANCE REPORT

1. A center Workforce Technician and the Youth Manager complete this form monthly. It documents the number of persons enrolled in WIA activities and is used to compute monthly earned premium costs for payment to the WIA accident insurance carrier. It is in memo format, is completed as of the second Friday of each month. Forward it to the Program Specialist for Vocational Training. It includes the number of customers enrolled in WIA activities covered by the insurance on that day for adults and Older/OOS youth. (See Appendix F.)

2. The form may be sent via e-mail or in writing.

ENCLOSURE 12 TO APPENDIX E.

WIA VOCATIONAL AGREEMENT (VERSION 1)

1. This form is completed for all training participants enrolled in programs of more than one enrollment period (semester, quarter, etc.). It orients participants to WIA rules for participation in training and is an agreement by the customer to abide by them.

2. The specialist completes paragraph 4 by filling in the spaces with the exact name of the program, the school attending, and the amount of the ITA.

3. The specialist indicates by circling the appropriate comment in paragraph 7 if the customer is or is not enrolled in training for a demand occupation in the Central Texas Workforce Area. The customer must initial the space showing agreement to the requirement to seek employment outside this area if the training is for employment not in demand in this area.

4. The specialist and the customer sign the acknowledgment. The original will be kept in the local customer file and a copy provided to the customer.

ENCLOSURE 13 TO APPENDIX E.

WIA VOCATIONAL AGREEMENT (VERSION 2)

1. This form is completed for persons enrolled in programs of specific duration with only one enrollment period. While it is similar to Version 1, it does not reference items relating to more than one period such as semesters or quarters. 

2. The form is completed and filed in the same manner as Version 1 above.

ENCLOSURE 14 TO APPENDIX E.

NOTIFICATION OF WITHDRAWAL OF SPONSORSHIP

1. This form is required upon withdrawal of the customer from a program or school for any reason to include normal graduation or program completion.

A. It informs the school that WIA is no longer liable for training expenses incurred by the customer.

B. It informs Fiscal that the ITA issued for the person is void as of the date of withdrawal or completion and that any remaining funds encumbered by this ITA are released for other training uses.

2. This form is time sensitive. It must be sent to the school and Fiscal as soon as possible to avoid disallowed costs.  

3. The original is sent to the school and copies are sent to fiscal and the local customer file. 

ENCLOSURE 15 TO APPENDIX E.

WIA JOB PLACEMENT INFORMATION FORM

This form may be provided to the customer as early as Assisted Core Services.  With it, the customer can report employment and other information to the specialist via mail. The customer should be encouraged to send the form to the specialist at the time of hire. The form may also be used by the customer to update addresses, phone numbers and points of contact as appropriate.

ENCLOSURE 16 TO APPENDIX E.

ORIENTATION, TRACTOR-TRAILER DRIVER

This form is used to impart information about the tractor-trailer driver training. It is filed in the local customer file and a copy is given to the customer at signing.

ENCLOSURE 17 TO APPENDIX E.

WIA EMPLOYEE RELEASE

1. Many employers will not release detailed information about employment without a release signed by the employee. A signature on this form by the customer indicates to an employer that this information may be released to WIA. Not all employers will honor the release. 

2. The customer may be asked to sign two forms during Intensive Services. The forms should be kept on file pending verification of employment. As necessary, the signed form should be sent to the employer along with the request for the information. 

3. This form may also be used whenever it is necessary to obtain verified employment information for customers whose wages do not appear on UI Wage records (see Appendix G.)

ENCLOSURE 18 TO APPENDIX E.

CUSTOMER INFORMATION DISCLOSURE FORM

1. This disclosure informs WIA customers about the use of information gathered and stored in files during the WIA process. It must be completed for all customers no later than the orientation.

2. The customer must be assured that WIA staff will respect their right to confidentiality when information is provided, shared, or discussed. 

3. Indicate to the customer that some information must be shared with other agencies who have a need to know it to assist in providing the best service and that this will be handled discretely.

4. If a customer is not willing to provide or release information necessary for the WIA application or for proper administration of WIA activities (such as SSN, address, phone number, income, grades, etc.), they may not be able to receive WIA services and must be informed of this fact at that time.

INCLOSURE 19 TO APPENDIX E.

OUT OF SCHOOL /OLDER YOUTH COST PROJECTION

1. This form is used to provide cost information to the Youth Manager for Older/OOS youth enrolled in vocational training.

2. Total costs are computed using the cost less any support services and/or financial aid to be applied first. They include Tuition/Fees, books, and supplies. Support services are not included and cost caps apply.

3. The specialist completes this form at enrollment into Training Services. It is completed as follows:

A. Enter the name and SSN.

B. Enter the activity in which the customer is co-enrolled. It is understood that the customer is enrolled in OOS/Older Youth.

C. The specialist may submit this form as an amendment if it is determined that the projection is not holding true.

D. The expiration date is the best estimate of training completion and will not exceed 3 years. 

E. If the customer is released from sponsorship for any reason, to include program completion, the section relating to this will be completed and sent to the Youth Manager and fiscal to inform them that the balance of the funds will no longer be required and may be released. 

4. The specialist signs the form and sends it to the Youth Manager for signature and dispatch to fiscal. The original is filed with fiscal and copies kept in the local files. The Youth Manager has approval authority for this fund category and may, based on availability of funds, negotiate with the specialist and fiscal the amount of costs to be charged to the youth program.

ENCLOSURE 20 TO APPENDIX E.

WIA EMPLOYMENT VERIFICATION FORM

1. This form may be used to obtain hard-copy employment information from an employer for WIA placement purposes. The information conforms to TWC requirements for supplemental TWIST entries to document employment for those who do not have UI wages recorded for performance.

2. Send the form via mail or FAX to the employer. A letter of transmittal should also be sent with the reason for the request and include, as an enclosure, a release for information (Employee Release Form) signed by the customer.  

3. Some employers may not respond to this form.
ENCLOSURE 21 TO APPENDIX E.

BACKGROUND CONSENT FORM

1. This form is used to secure permission from customers to perform a background check and informs them of how the information will be used and its confidentiality.

2. The customer shall sign the form PRIOR to obtaining a background check for any purpose.

3. The form is filed with the case file. The actual report will not be filed with the case file.

APPENDIX F.

WIA CUSTOMER ACCIDENT INSURANCE
1. WIA customers are covered by accident insurance while attending WIA sponsored activities. This coverage is only for eligible WIA customers enrolled in a WIA activity not considered a work program covered by worker’s compensation. The coverage is not general health insurance.

2. Coverage is $2,500.00 per accident per person with a $200.00 deductible paid by WIA. It covers accidental injury incurred while a customer is participating in a WIA activity at the designated site of the activity. It does not cover the customer when en route to or from the activity, at home, or outside the facility or during non-WIA activities. No death or dismemberment payments are included.

3. Injuries not covered by the insurance are not an implied liability to be assumed by WIA. This includes intentionally self-inflicted injuries that are not considered accidents and other injuries not covered by the policy.

4. If the customer is covered by another accident or health policy at the time of the accident, that insurance will be used first as the principal coverage and unless the cost of the medical treatment exceeds the limits of the principle policy’s coverage, no claim will be made against the WIA coverage. If treatment costs exceed the principal coverage, the WIA policy may cover the remainder not to exceed the total WIA coverage of $2,500.00. WIA shall not pay deductibles related to other policies carried by the customer, including all forms of TRICARE.

5. Upon learning of an accident the specialist will immediately notify the Program Specialist for Training who will notify the insurance agent and provide the specialist with the claim form. The workforce specialist must also notify the Center Administrator and/or, in the case of a youth, the youth manager. If it appears that the WIA insurance will be required, the workforce specialist will personally notify the medical treatment facility or doctor that the customer is covered by accident medical insurance, provide information on the limits of payment, and that a claims form will be presented as soon as possible. The specialist may give the doctor or treatment facility the policy number and name of the carrier. (The Hartford, policy  # 46 SR 235555 in the name of the Central Texas Workforce Centers).

6. If the WIA insurance is to be the principle means of payment, the injured customer (Claimant) will be informed that he or she is required to assign payment for medical expenses to the doctor or treatment facility and that WIA will pay the $200.00 deductible. The Claimant will also be informed that written statements are required from him or her and any witnesses to the accident. The claimant is responsible for paying medical expenses above the $2,500.00 limit, or for injuries not covered by the Carrier.

7. In case of an accident covered by this policy, the workforce specialist will:

A. Determine the customer’s medical status and make sure that they are receiving medical treatment for injuries.

B. Immediately inform the center administrator and/or the youth manager. Also notify the Program Specialist for Training.

C. Obtain written statements from the claimant and witnesses. Statements may be handwritten, will be as detailed as possible, and will be completed and signed in ink. Include what happened, when, where, and the address and phones number of the people making the statement. The original copy of the statement will be sent to the Program Specialist for training. Copies will be retained for the customer file.

D. No payment will be made by the carrier directly to the claimant unless up-front, out-of-pocket expenses by the customer were required at the time of treatment, were actually paid by the customer, and this can be proved. If out-of-pocket payment must be made to receive treatment, this fact must be relayed to the Program Specialist.

E. The specialist will ensure that the claims form is completed and that the claimant assigns payment to the doctor or treatment facility. If the treatment facility or doctor retains the original copy of the claims form to send directly to the carrier, a copy will be sent to the Program Specialist. If not retained, send the original.

F. If the doctor or treatment facility will not accept assigned payments, all original documents, to include medical bills, will be sent to the program specialist.  

G. Since there is a $200.00 deductible, the specialist will inform doctor or treatment facility to bill the first $200.00 to the Workforce Centers. The workforce specialist will send the bill to WIA fiscal using support services procedures. If the total cost of treatment is less than $200.00, WIA will pay the entire bill even if the claimant assigned payment to the doctor or the treatment facility. In this case the original claims form, and all statements, will be sent to the Program Specialist and payment settled by WIA.

H. Transportation: The WIA accident policy does not cover customers being transported by WIA staff or by contracted means. If transportation is a direct part of the activity, it will be handled as an exceptional circumstance. If coverage is required for an individual or for group travel (two or more) arranged and/or conducted by either contracted or staff means, arrangements will be made by the Program Specialist with the insurance carrier to provide one-time coverage. The workforce specialist will make the transportation arrangements. Due to the need to procure this coverage, the Program Specialist must be notified of the requirement no later than two months prior to the date of the transportation. Information required includes the number of customers involved, the locations they are being transported from and to, who is transporting them, and for what reason.

8. Workforce centers and the Youth Manager complete and forward the monthly WIA Insurance Report to the program specialist. This report is used to compute the earned premium cost at the end of the program year. 

APPENDIX G.

SUPPLEMENTAL EMPLOYMENT/WAGE DATA

1. Many performance standards are determined through state UI records. Since a customer’s wages may not show up in these records under circumstances such as out-of-state employment, employers who do not report wages, military service, etc., some placements may not be counted resulting in inaccurate performance data. This appendix outlines procedures for supplemental reporting employment of WIA customers who were placed and later found not to have UI wages recorded for purposes of performance. This appendix is based on TWC Letter WD 11-00, dated March 10, 2000, Subject: Supplemental Employment/Wage Data for Calculating Workforce Investment Act Performance.

2. When it is found that they were not counted in performance because UI wages were not reported, documented proof of employment will be obtained and a supplemental TWIST entry made to ensure that performance is properly calculated.

3. TWIST allows entry of customer employment data for those who do not appear in the UI record system. This data is obtained by the specialist, documented, and entered into this section. Required data for entry includes:

A. Customer name and social security number (SSN)

B. Employer name and address

C. Customer’s employment start date with this employer

D. Job title of the position into which the customer was hired

E. Wages earned

F. Quarters and applicable year in which the wages were earned

5. Hard copy documentation is preferable if it can be obtained. The WIA Employment Verification Form, completed and signed by an employer, is considered hard copy backup. This form should be accompanied by a signed customer release and may be mailed to the employer or sent via FAX.  

6. Information may be documented in different ways.

A. Name and SSN are documented in the WIA application and need not be documented again.

B. Company or employer’s name and address may be documented through   current wage statements, W2 forms, or other IRS forms. A letter from the company offering employment or the completed WIA Employment Form may also be used. Any form or document that has the company name and address may be used so long as it relates to the employment of the customer in question.

C. The customer’s employment start date may be documented with a letter, IRS form, a completed WIA Employment Form, or other document, which shows the start date and is related to the customer.

D. Job title may be documented by a completed WIA Employment Form, a letter from the employer, an earnings statement, or other document indicating the person’s job title.

E. Wages earned may be documented in the same manner as B. above.

F. Quarters and applicable year are related to how long the customer has received wages since placement and may be computed using the documented wages earned and the time frames in which they were earned. 

7. The specialist must maintain contact with placed customers until customer wages have been reported and applied against performance. 

8. Telephonic means may be used to confirm and document employment if hard copy documents are not reasonably available or when used in conjunction with hard copy documents. Telephonic information will be documented using the Centers Telephonic Verification Form. In addition to the placement information, case notes will reflect the employer called, the phone number, name, and position of the person providing the information, the time, and the date of the conversation. Some employers may not provide this information by phone. In this case, the specialist should ask about providing the information via mail or FAX with a signed release. 
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