WIAMIS Guidance for Electronic Participant File Documentation for EWTF Grants for Lay-off Aversion
Individually-Based Training

References:
· TEGL 30-09 Incumbent Worker Training for Layoff Aversion;
· TEGL 17-09 WISARD Reporting (Attachment A); and,
· CCWD State Policy 589.20-4 Employer Workforce Training Funds;
· TOC/OWA Policy WIA-45-R02/08 Employer Workforce Training Fund;
· TOC/OWA Policy WIA-49-10/08 Scholarship Program;
· TOC/OWA Policy WIA-23-R11/10 On-the-Job Training; 
· OJT Handbook; and,
· WSO Program Guide.

Grant Period:  November 1, 2010; continues until rescinded.

Hard copy file will include:
· Participant Screening Questionnaire
1. If Scholarship:
a. Participant Scholarship Application
b. Participant Scholarship Application Review Tool
· If OJT:
a. OJT Employer File Participant Tracking Checklist
b. OJT Contract, to include:
· Job title and description
· OJT Training Plan
· Employer Certification of Employer Assurances and Compliance Items
· Any Contract Exception Requests
· any Contract Modifications

c. Documentation on determining OJT Reimbursement Rate
d. Documentation on determining OJT Duration
e. Copies of OJT Invoices and Related Documentation (i.e., timesheets, etc.)
f. Any Documentation of Onsite Visits, Monitoring and Assessments
g. CCWD Employer Pre-Award Review Form, as applicable

To establish an Electronic Participant File in the WIAMIS:
1. Participants must complete WOMIS registration.
WIN not required.

2. Staff pull the participants record into WIAMIS, case note EWTF eligibility and attach the EWTF funding stream to the record.

3. Staff set up the work history record as follows:
a. Employment type = Current Employment
b. Employer = Enter current employer
c. Start date = Enter participants start date
d. End date =  Leave Blank
e. Last Wage = current hourly wage
f. ONET = enter appropriate code for participants current job
g. Hours = enter weekly hours worked (if OJT then should be 30 or more)
h. Training Related – check the box
i. Job Title – enter participants current title
j. NAICS code – enter the participants current code 

4. Electronic ISP not required.  

5. Staff code appropriate training or skill development activities related to the type of skill development or training engagement, examples include:
a. Assessment/Reassessment
b. Basic Skills Remediation/Tutoring
c. ESL Training
d. GED – HS Diploma
e. Short-Term Pre-vocational Services
f. Skill Development – Independent
g. Skill Development Workshops
h. Occupational Skills Training
i. On-the-Job Training
j. Workplace Training/Related Instruction  

6. Staff enter outcomes as appropriate to skill development or training completion:
a. Associates Degree
b. Bachelors Degree
c. GED
d. HS Diploma
e. Industry Recognized Credential
f. Occupational Certificate
g. Occupational License
h. Other

7. Staff code employment retention on the Exit tab as follows:
a. Employment type = Employed
b. Employer = enter current or new employer
c. Start date = Enter participants start date
d. End date =  Leave Blank
e. Hourly Wage = Enter participants current wage
f. ONET = enter appropriate code for participants current job
g. Hours = enter weekly hours worked (if OJT then should be 30 or more)
h. Training Related – check the box
i. Job Title – enter participants current title
j. NAICS code – enter the participants current code 

8. Case note documentation for Eligibility, Plan, Scholarship (if scholarship and not OJT) and Direct Client Payments are required. Follow A/DW casenotes templates for scholarships/training and for OJTs.  The eligibility casenote is specific to individually-based EWTF projects, however.
a. Example template for individually-based EWTF project eligibility:
** Eligibility casenote**  PARTICIPANT was determined eligible for EWTF - Individually-Based project funding because:
· PARTICIPANT WORKS IN AN INDUSTRY OTHER THAN INFORMATION, EDUCATIONAL & HEALTH SERVICES and LEISURE & HOSPITALITY
AND/OR 
· PARTICIPANT’S EMPLOYER HAVE BEEN AFFECTED BY LOCAL OR REGIONAL LAYOFFS OR LAYOFFS IN OTHER INDUSTRIES.
Participant has identified a skill or credential that you lack that would reduce or eliminate risk of layoff with current employer or make the participant more competitive for employment with a new employer. Staff checked that WORP and DOB verification was completed on ++/++/++.

b. Plan note should describe the type of skills development or training that is planned and note length of planned training.
  
· Example Plan Casenote template, for scholarship EWTF project: 
· **Plan**  PARTICIPANT is employed as a JOB TITLE and engaged in an Individually-Based EWTF project.  Employer is: NAME OF EMPLOYER in INDUSTRY. Participant believes training to attain new skills will help assure continued employment with current employer or a new employer. To gain necessary skills, participant will attend TRAINING FACILITY beginning ++/++/++ for DURATION.  

· Scholarship Note required.

· Example Plan Casenote template, for OJT EWTF project:

· **Plan**  PARTICIPANT will engage in an Individually-based EWTF On-The-Job Training (OJT) with EMPLOYER in INDUSTRY. Current Job Title: JOB TITLE. Participant believes training to attain new skills will help assure continued employment with employer. The focus of the OJT is to gain the skills lacking to reduce or eliminate risk of layoff with employer. Skills to be gained are:  SKILLS TO BE GAINED. OJT is for DURATION weeks, ++ hours per week at $PAY per hour. Local region will pay ++% of wages for the OJT duration.  OJT begins on +/++/++ and ends on ++/++/++. Total cost is not to exceed $COST. 

· All standard OJT casenotes are required for EWTF OJTs.

· Direct Client payment notes required.

Please refer to current WSP Program Guide for additional detail related to WIAMIS participant record coding and case note requirements.  


