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Workforce System Operational Standards and Guidelines

Financial Aid for Educational and Training Services

Financial Aid Policy

Standard 
402
Workforce Solutions offices will provide eligible customers with financial aid for a full range of educational, training and supportive services by awarding scholarships in order to help them get a job, keep a job or get a better job.

Intent

Workforce Solutions provides workforce information and services to employers and residents of the 13-county Gulf Coast region in order to provide employers with skilled workers and residents with good jobs.

Services are provided to residents in a multi-tiered approach that includes basic and expanded services and services requiring financial aid.  Each tier or level of service provides the customer with additional assistance and resources along with the expectation the customer will either obtain or maintain a job providing a self-sufficient wage.  The third tier, financial aid, provides the customer with the most resources and is targeted at customers that need the greatest amount of public assistance in order to obtain or maintain a job.  This last tier includes all supportive services greater than $200 during a twelve month period requested through Workforce Solutions.

Workforce Solutions uses an individual referral model to connect customers needing scholarships  with organizations approved to provide these services.  Educational and training services are purchased individually, not in bulk or in classroom size quantities.  Supportive services are purchased individually as well.  The model uses a vehicle called an Application for Financial Aid to identify available and needed resources for educational, training and supportive services (the scholarship).  Workforce Solutions Application for Financial Aid must be used to provide Workforce Solutions customers with educational, training and supportive services, other than child care, regardless of the funding stream that underwrites the scholarship – the funding source.  The exception to this policy is a customer receiving a scholarship for education or training service through an organization other than Workforce Solutions.  

Providers of educational and training services are selected through a locally administered vendor procurement process in which organizations provide information to Workforce Solutions Board staff.  When the educational or training program is approved, it becomes part of Workforce Solutions Education and Training Provider Network – Workforce Solutions vendor or provider list that includes both the TWC maintained list of approved occupational skills programs and Workforce Solutions maintained list of approved educational service programs/services.  Providers of supportive services are procured in several different ways depending on the type of service offered.  Workforce Solutions offices may competitively procure one or more organizations to provide day care services when that office will pay the provider directly.  For other customers, child care services are arranged through Workforce Solutions child care broker.  Financial aid for customers to purchase gasoline may be procured by Workforce Solutions office with the customer receiving either an allowance or a voucher.  For customers in the greater Houston area, Metro bus tokens are often provided to customers.
· The individual referral process is designed to allow Workforce Solutions offices to provide scholarships for a variety of educational, training and supportive services that meet individual customers’ needs.  Educational, training and supportive services are usually just part of a bundle or group of services that are provided to customers.

· Educational and training services include the following: basic skills instruction (literacy, adult basic education, GED preparation, English as a second language), occupational skills training (retraining and first-time training), occupationally-specific skills enhancements training (e.g. AutoCad training provided to a draftsman) and computer skills instruction (e.g. Word, Excel, Access).

· This Financial Aid Policy applies to any individual referred from Workforce Solutions to educational, training and supportive services when Workforce Solutions pays for the service regardless of the funding stream providing the scholarship.  Financial aid funding streams include Workforce Investment Act (WIA) adult, youth and dislocated worker; Temporary Assistance to Needy Families employment services (TANF Choices), and Food Stamp Employment & Training (FSE&T).
· This Financial Aid Policy applies to any individual requesting child care services in the following situations:

· Workforce Solutions office will directly arrange and pay for child care services; or

· Any customer requesting child care services for a TANF recipient.

· Many of the funding streams that pay for Workforce Solutions services have specific legal requirements that apply to the use of funds.  This Financial Aid Policy does not replace any of those legal requirements.

· Consistent with Workforce Solutions Standards and Guidelines, customers must be afforded access to basic, and expanded services before processing an Application for Financial Aid and referring the customer to educational, training and supportive services.
· Workforce Solutions staff must complete a thorough assessment of a customer’s needs (including employment related, financial, supportive services, living expenses and medical), education level, career interests and aptitude before arranging any type of educational, training or other financial aid. Although, Workforce Solutions staff is responsible for ensuring that any educational, training or supportive service provided to customers is appropriate and necessary to meet that customer’s employment goal, customers must be afforded a great deal of choice in setting goals, developing employment strategies and choosing providers.

· Workforce Solutions staff is responsible for developing an employment plan with customers before arranging for any type of educational, training or supportive service.  The employment plan must be developed with the customer and the customer must have significant input into the development of the employment plan.  It is the development of an employment plan that triggers the application for Workforce Solutions Application for Financial Aid.  In other words, if the employment plan is properly developed and if the customer's employment goal dictates educational, training or supportive services are needed, an Application for Financial Aid may be submitted.

· Workforce Solutions staff assume the role of career counselor or career guide and not decision maker.  Workforce Solutions Application for Financial Aid process provides the customer with a great deal of latitude in making career and training decisions. Workforce Solutions staff should challenge customers to examine all options and decisions in terms of what is appropriate for them given the customer's specific educational and professional background, available in the local economy and feasible to accomplish with the financial aid awarded.

· In order for customers to make good career and education/training decisions, they must be provided with current, reliable and easy to use information, and Workforce Solutions staff must provide customers with the information they need to make an informed choice.  Specifically, Workforce Solutions staff must provide customers with current labor market information such as information on occupations currently in demand by employers, the long-range outlook of those occupations, the training and educational requirement of occupations and wage data for occupations.  Workforce Solutions staff must provide customers with information on the education and training provider community such as organizations that offer educational classes and occupational skills training, training organizations that are part of Workforce Solutions Education and Training Provider Network (Board approved vendor list), financial aid opportunities and performance data.

· After analyzing current labor market information, education and training provider information, financial aid information, and the customer's needs assessment, the customer may choose an education, training or supportive service provider to receive services.  A customer wanting education, training or supportive services may not be able to pay for these services and therefore be interested in financial aid.  Workforce Solutions staff should help the customer in obtaining financial assistance from all sources.  A customer wanting financial aid from Workforce Solutions must complete Workforce Solutions Financial Aid Application and submit it to any of Workforce Solutions offices.  When appropriate, Workforce Solutions staff will assist a customer in completing the application.

· In general, a customer's eligibility for financial aid depends on two criteria - a demonstrated economic need based on a customer's income and other financial resources, and a demonstrated employment-related need for the service in order to get a job, keep a job or get a better job that pays a self-sufficient wage.

Implementation Guidelines

Processing Workforce Solutions Application for Financial Aid

The following guidelines detail staff procedures for processing Workforce Solutions Application for Financial Aid.  

1. Workforce Solutions customer has been using basic and expanded services and still does not have a job, is still in danger of loosing a job because of a skills deficiency or is trying to get a better job - unemployed or underemployed. 

Workforce Solutions staff review the customer’s situation and make the decision to further assess the individual’s employability – the comprehensive needs assessment.  Appropriate counseling notes are recorded in TWIST reflecting the staff decision to further assess the customer.
2. If the customer has been provided the comprehensive needs assessment, counseling and had an employment plan developed, GO TO STEP #7 below.

3. If a customer has not been provided a comprehensive needs assessment, counseling and had an employment plan developed, Workforce Solutions staff should provide these services to customers that are considering education, training or supportive services if Workforce Solutions might be providing the financial aid.  Results from any and all tests are assessed and fully discussed with the customer.  A comprehensive needs assessment of customers’ skills, abilities, interests and aptitudes, a thorough interview with the customer, and developing an employment plan are tools Workforce Solutions staff must use to accurately evaluate a customer’s employment situation, develop a realistic employment plan including a specific employment goal and recommend appropriate services.  

4. The customer’s specific barriers to employment identified through the assessment and interview process are recorded in the employment plan in TWIST.  The customer’s employment goal(s) is recorded in the employment plan.  The services recommended by Workforce Solutions staff should address these employment barriers and provide a path to the customer’s employment goal.  

5. The assessment and employment planning process are the most critical steps in assessing the customer's employment-related need for education, training and supportive services and determining what additional services may be provided from Workforce Solutions.  In other words, the assessment and employment planning process determine if a customer needs education, training or supportive services in order get a job, keep a job or get a better job (achieve self-sufficiency).  If Workforce Solutions staff cannot verify through the counseling and assessment process that the customer must have the requested service(s) in order to get a job, keep a job or get a better job, Workforce Solutions will not provide financial aid for that service.  In this case, advise the customer and do not require them to complete and submit Workforce Solutions Application for Financial Aid.
If the customer continues to want educational, training or supportive services, advise the customer that Workforce Solutions can help the customer find appropriate providers, research other sources of financial assistance and help the customer with enrollment.  However, Workforce Solutions will not provide any type of financial aid for the service.  

In other words, Workforce Solutions staff can continue to provide information, counseling and referral services to the customer because they have already passed through the gateway to receive expanded services but Workforce Solutions will not provide financial aid because The staff has been not been able to determine the customer needs the educational, training or supportive service in order to get a job, keep a job or get a better job – passed through the gateway for educational, training and supportive services.

6. Workforce Solutions staff should be knowledgeable of the local labor market and be able to counsel the customer on the types of occupations that have the best employment possibilities and the industries in which these occupations are found.  After reviewing current labor market information and discussing employment possibilities with the case manager/counselor, a customer may change his or her employment goal.  If so, the customer’s employment plan in TWIST should be modified to reflect the change in employment goal.  Appropriate TWIST counselor’s notes should reflect any changes to the customer’s employment plan and employment goal, and be data entered into the customer’s one-stop record.

A customer's employment plan may have several employment goals - short term and long term employment goals.  The short term goal(s) should be occupations the customer can obtain with minimal, if any, training.  Examples of these kinds of jobs can be found on Workforce Solutions list of demand occupations, they are readily available and abundant.

Sections 7 - 11 pertain to a customer that has requested Workforce Solutions Financial Aid for educational or training services only.  They do not apply to customers that have requested Workforce Solutions Financial Aid for supportive services.

7. Workforce Solutions staff should discuss with customers the concept of demand occupations and targeted occupations.  The list of Demand occupations is the universe of occupations for which jobs exist without regard to wages, # of job openings and training needs - every kind of job from lawyers and physicians to waiters and maids. Workforce Solutions has chosen a subset of these occupations that are appropriate to award financial aid to customers for educational or training programs.  This reduced list of occupations is called targeted occupations - a smaller list of occupations Workforce Solutions targets for spending Workforce Solutions money on occupational skills training.

8. In general, Workforce Solutions will only award financial aid for occupational skills training in an occupation listed on the most recent version Workforce Solutions Targeted Occupations found at http://www.theworksource.org/2customer/targetedoccupationsindustries.html.

However, Workforce Solutions list of targeted occupations is not intended to be a comprehensive document as the market is constantly changing.  In other words, there are and always will be occupations in demand by employers and are appropriate for Workforce Solutions financial aid that does not show up on the Board's list of targeted occupations.  

9. If a customer’s employment plan includes training in an occupation that is not on Workforce Solutions targeted occupations list, the customer may pursue financial aid from Workforce Solutions in that occupation as long as the customer and the career counselor document a specific demand for workers.  This means the customer and the career counselor must justify and document a demand by employers for persons in the occupation for which the requested training is preparing the customer.  In other words, the key question is whether the customer will be able to find a job at the completion of the training program.  The documentation must be recorded in the customer’s employment plan and in the counselor’s notes in TWIST in the customer’s one-stop record.  Remember the training provider must be approved and on Workforce Solutions Education and Training Provider Network.
10. There are training programs listed on Workforce Solutions Education and Training Provider Network that provide training in occupations not on the Board's targeted occupations list.  These provider organizations presented an argument or documentation of employer demand during the program application and review process.  In other words, training organizations may provide documentation that good jobs exist in the Gulf Coast region for persons with the skills they are teaching in their programs.  This does not put the training occupation on Workforce Solutions Targeted Occupations List.
If the data are sufficient as determined by Workforce Board staff and assuming all other application criteria are met, the training program may be placed on the Board's approved training provider list.

However, customers and career counselor must still provide documentation and a justification for these training programs at the time Workforce Solutions Application for Financial Aid is submitted for the specific customer requesting the financial aid.

11. NOTE:  If an education or training service is appropriate, Workforce Solutions staff may strongly encourage the customer to enroll in a course or program that is funded with non-Workforce Solutions money.  An excellent example of this situation is the many basic skills courses for TANF recipients that are available through various organizations in the region funded through the Texas Education Agency.  Another example is the many basic skills courses for the general public available through community organizations also funded through TEA.

12. If education or training services are appropriate, the customer chooses a provider from Workforce Solutions Education and Training Provider Network - the list of education and training programs that have been approved for Workforce Solutions financial aid.  The customer uses any available performance and cost data to help him/her choose the best provider.  Workforce Solutions Education and Training Provider Network located on Workforce Solutions website at http://www.wrksolutions.com.  This list of approved education and training programs includes all organizations and programs approved to provide education and training services funded under WIA, TANF, FSET and WTW.  Information on the program, the provider and expected completion dates are recorded in the customer's employment plan.

Note:  Workforce Solutions Education & Training Provider Network has two components – the TWC maintained list of approved occupational skills training programs and Workforce Solutions maintained list of approved educational services.

If child care services are appropriate and Workforce Solutions career office is arranging and paying for the services, the customer may choose a provider from Workforce Solutions office’s list of approved providers.

If child care services are appropriate and Workforce Solutions child care services broker is arranging and paying for the services, the customer may choose the provider.

13. Workforce Solutions staff should ask the customer to complete Workforce Solutions Application for Financial Aid and submit it to any of the career offices.  Although customers may choose to work with another office, it is acceptable for staff to encourage customers to return to their office.  Be sure to advise the customer on all documentation requirements associated with processing the application. 

Staff review the Application for Financial Aid for completeness.  If the application is not complete, return it to the customer, point out the incomplete sections giving specific advice on how to correctly complete the application, and ask the customer to resubmit the application when all sections are complete.  Be sure to advise the customer on all documentation requirements associated with processing the application. 

When the application is complete, collect the application and the required documentation.  If possible, Workforce Solutions staff should process the application as the customer waits.  If not, staff should process the application within one (1) week of the date the application was received by Workforce Solutions office.  Processing the application means a staff person reviews the application, verifies the customer data including income.  Within one (1) week of the date the application was received by Workforce Solutions office, the customer should be notified of any problems with the application and asked to correct the problem such as to supply additional documentation of income.

Each time the customer submits additional information for the Application for Financial Aid, Workforce Solutions staff should process that information and notify the customer as to the status of the application within one (1) week.

As staff reviews and processes the Application for Financial Aid and errors in the customer-supplied information are discovered such as an incorrect amount for a training program tuition has been indicated, staff should mark through the customer supplied information, initial the strike-through, and indicate the correct information on the application itself.  

14. Data enter into TWIST customer data & documentation used to verify Family Size, Social Security Number, Eligible to Work in the United States and Income.  Documenting these customer data items as a part of a customer’s qualifications for Workforce Solutions Financial Aid should be conducted according to these procedures and not Federal or State procedures including the TWC eligibility Technical Assistance Guide.

Family Size

	· Self Certification



Social Security Number

	· DD-214, report or transfer/discharge/disability
	· Pay stub

	· Employment record
	· Social Security benefits

	· IRS documentation – W2 form
	· Social Security card

	· IRS form letter 1722
	· Telephone verification

	· Letter from social service agency
	· Self certification


Eligible to Work in the US

	· Alien Registration Card indicating Right to Work (INS Form I-151, I-94, I-688A)
	· Social Security Card (“Work Eligible”) with I.D.

	· Baptismal Certificate (if birth place is shown)
	· Food Stamp Records

	· Birth Certificate
	· Naturalization Certification

	· DD-214, report or transfer/discharge/disability
	· Public Assistance Records

	· Native American Tribal Document
	· U.S. Passport

	· Foreign Passport Stamped Eligible to Work
	· Self certification

	· Hospital Record of Birth
	· Telephone verification


Income

	· Applicant statement
	· Letter of compensation or award

	· Award letter from VA
	· Pay stub

	· Court award letter
	· Pension statement

	· Court documentation, alimony agreement
	· Public assistance record

	· Employer verification
	· Social Security benefits

	· Farm or business financial record
	· Telephone verification

	· Housing authority verification
	· UI documentation/printout

	· IRS quarterly estimated tax (Schedule C)
	· Self certification


Income considerations:  Use twenty-six (26) weeks of income data.  That is, 26 weeks back from the date on the customer’s Application for Financial Aid not 26 weeks from the date the customer registered to work or 26 weeks the customer’s TWIST file was created.  When documenting income use the following guidelines:

· Verify 65% of the 26 weeks worth of income, may estimate the other 35% (do not require customers to verify 100% of their income)

· Self employed customer may use a self- attestation to income

· For non-self employed customer, use self-attestation as a last resort but it is acceptable

· Use Workforce Solutions desk aids

The TWC 60-day edit process will not affect data entry of income data.

Note:  For those customers receiving TANF and/or Food Stamp benefits, no income verification is needed.  Use the TANF and/or Food Stamp certification as proof of an economic (income-based) need.

Use the following definition of family. Two or more persons related by blood, marriage, or decree of court, who are living in a single residence, and are included in one or more of the following categories:

A. A husband, wife and dependent children;

B. A parent or guardian and dependent children; or

C. A husband and wife.

· References to “dependent children” do not include grandchildren.

· For purposes of Category B above, references to “guardian” refer to a legal guardian.

· Family size is determined based on those individuals meeting the above definition at the time the customer submits Workforce Solutions Financial Aid Application.

· An “individual with a disability” must, for purposes of qualifying for Workforce Solutions financial aid, be considered to be an unrelated individuals who is a family unit of one.

· The phrase “living in a single residence” with other family members includes temporary, voluntary residence elsewhere (e.g., attending school or college, or relatives that are visiting).  It does not include involuntary temporary residence elsewhere (e.g., incarceration or placement as a result of a court order).

· The definition of dependent child is best understood in terms of a definition of “independent child”.  An independent child would be an individual who may be living with a parent or guardian but is not dependent on a parent or guardian for food, shelter or other forms of required support.  In other words, the independent child can demonstrate, if necessary, self support exclusive of a parent or guardian.

· In a situation where a customer is claiming (for the purpose of defining his/her family)to be in a common-law marriage, written attestation must be obtained from both parties affirming the fact. (Texas Family Law places no age restrictions on ‘informal’ marriages commonly known as common-law marriages.)

· A customer’s family, as determined consistent with the definition and notes above, may meet more than one category (A, B or C above) or more than one configuration within a category.  In these cases, the determination should be based on which family configuration will most benefit the customer in qualifying for Workforce Solutions Financial Aid.

· Members of a customer’s nuclear family [(1)a husband, wife and minor children; (2) a parent or guardian and minor children; (3) a husband and wife] may not be separated from the family for purposes of defining “family size”.  Separation of individuals from a customer’s family must be consistent with the definition and notes listed above; i.e., a 17-year old customer (a minor by law) with a child, who is living with parents that provide for basic subsistence, is considered dependent on the adult parents and may not be counted under category B as the parent.

Collect data on other family financial resources (severance payment, one-time settlements, employer sponsor educational or tuition benefits, veterans educational benefits) through the customer’s Financial Worksheet.  The Financial Worksheet is part of Workforce Solutions Application for Financial Aid; it is the last page of the application.  Staff are not required to verify or document these other family resources as recorded on the Financial Worksheet.  The information collected on The Financial WorkSheet is NOT used in the income or economic eligibility determination process.  It is collected to help Workforce Solutions counselor in working with the customer to determine if the customer can contribute towards payment of the requested service.  This information is collected to help the counselor in his or her discussion with customers as to the amount of money, if any, the customer can contribute towards the requested service.

15. There are three (3) categories of customers when determining whether a customer qualifies for Workforce Solutions financial aid – recipients of public assistance (TANF & Food Stamps), dislocated workers and adults (everyone else).  As stated above, the initial qualification is that the customer has a genuine employment-related need for the requested service.  After affirming this point, the qualifying question becomes, is the customer economically in need of financial aid from Workforce Solutions?

The reasoning behind these categories is an assumption that recipients of public assistance (persons receiving TANF cash benefits and/or Food Stamps) have an economic need.  Furthermore, an economic need has been established by the Texas Department of Humans Services during the application process for these benefits.  We also make an assumption that dislocated workers have an economic need because he/she has lost his/her job – the customer lost his/her primary income stream.  Therefore, public assistance recipients and dislocated workers automatically “qualify” in terms of an economic need for financial aid from Workforce Solutions.  This reasoning is also consistent with the funding stream statutes.

NOTE:
If a customer is a dislocated worker and up front attests to having an income greater than or equal to 300% of the poverty level, then staff should not collect the income data.  Make a note in the counseling notes.

(1) Is the customer a recipient of TANF or Food Stamps?

· The customer income data provided on the completed Application for Financial Aid will show whether or not the customer is receiving benefits.

· If Yes – the customer qualifies in terms of economic need.

(2) Is the customer a dislocated worker?

· The Work Application Addendum will show whether or not the customer is a dislocated worker.

· If Yes – the customer qualifies in terms of economic need.

· Look at the customer’s household/family income.  The customer income data provided on the completed Application for Financial Aid will show whether or not the customer is receiving benefits.

· Income < 200% of the poverty level indexed to the size of the household - the customer qualifies for financial aid from Workforce Solutions – 100% of the tuition, fees, books, etc. for requested educational, training or supportive service.

· 300% of poverty > income > 200% of poverty – customer qualifies for financial aid from Workforce Solutions - for a 90% scholarship with a 10% co-pay.

· Income > 300% of poverty – customer qualifies for financial aid from Workforce Solutions - for an 80% scholarship with a 20% co-pay.

(3) If No – look at the customer’s household/family income.

· Income < 200% of the poverty level indexed to the size of the household – the customer qualifies for financial aid from Workforce Solutions – 100% of the tuition, fees, books, etc. for requested educational, training or supportive service.

· Income > 200% of poverty – customer does not qualify for financial aid from Workforce Solutions.

16. If a customer is requesting financial aid from Workforce Solutions for an educational or training program for which Pell grants are available and the customer is eligible, Workforce Solutions will assist the customer in applying for and receiving a Pell grant.  In other words, if a customer has selected a program for which Pell grants are available, Workforce Solutions will require the customer to apply for a Pell grant.
17. Workforce Solutions staff works with the customer to identify the resources that are needed and all resources that are currently available to pay for education, training or the supportive service including the customer's financial resources, Workforce Solutions resources, Federal financial aid and others.  All resources must be identified including Pell grants.  Workforce Solutions does not expect customers to take out loans in order to pay for needed education, training or supportive services and will never make this a consideration of receiving assistance from Workforce Solutions.

18. Workforce Solutions staff reviews the customer's expected expenses and income, including all forms of financial aid for education, training or supportive services.  After all available resources are identified, Workforce Solutions staff determines the resources required from the career office to pay for education, training or supportive services.  The amount of Workforce Solutions money needed is the amount that will be awarded as financial aid.   Financial aid is simply a specific amount of money that is earmarked by Workforce Solutions for a particular customer to pay for particular educational, training or supportive services.  Financial Aid represents Workforce Solutions's obligation to pay a specific amount of money towards tuition, fees, books and supplies for education or training, and supportive services.

19. Available Workforce Solutions funds  (including WIA, TANF, and FSE&T) should be spent on education, training and supportive services after Pell money is earmarked for specific  expenditure items.  Some of Workforce Solutions financial aid sources are restricted to paying for tuition, fees, books, supplies and supportive services, and cannot be used for customers’ living expenses even though the customer may need assistance with living expenses while attending training or school.  Pell grants are less restrictive and should be used to pay for such things and then the cost of training services in excess of Workforce Solutions amount and supportive services as appropriate.

20. Educational and Training Services.  Workforce Solutions staff determines the financial aid that will be awarded to a customer. Workforce Solutions staff are encouraged to pay for customers’ services from appropriate funding streams and to make the best and most efficient use of all resources for which a customer may be eligible.  Available funding streams are WIA, TANF, FSE&T.
All financial aid awarded by Workforce Solutions up to $3,500 per year for two (2) years MUST be reviewed and approved by the office manager.  Individual career counselors no longer have the authority to make decisions about awarding financial aid.  Workforce Solutions may award financial aid greater than $3,500 per year or for more than two (2) years if approved by a higher level of management at Workforce Solutions office operator's organization.

Workforce Solutions office operators must have a process for determining financial aid awards that is both flexible in order to serve customers in a timely manner and provides the needed checks and balances on financial aid expenditures.

Individual contractors may not set caps on financial aid below $3,500 as outlined in Workforce Solutions Standards and Guidelines.  

This should not be construed to mean that every customer is issued $3,500 in financial aid.  Providing quality assessment, career counseling, employment planning services is extremely critical in this process.

21. Workforce Solutions staff must discuss with each customer receiving financial aid from Workforce Solutions the specifics of the award determination process including all resources used to fund the education or training activity and supportive services.  The customer should fully understand the amount of financial aid awarded, the scholarship, what Workforce Solutions financial aid can and cannot be spent on, the duration of the financial aid and the method of disbursement of financial aid money.  (e.g., Workforce Solutions Financial Aid will be paid directly to the provider and not to the customer)

Workforce Solutions office must mail a letter to each customer requesting financial aid informing him/her of the outcome of his/her request and if financial aid has been awarded, the amount of the award.  We strongly advise against giving customers detailed information about the sources of Workforce Solutions financial aid.  

Each of Workforce Solutions office operators is responsible for developing a process for tracking individual financial aid awards (obligations), encumbrances and expenditures.  In other words, Workforce Solutions office operators must be able to report actual financial aid obligations, encumbrances and expenditures at the contractor, office and individual customer levels.

22. Some customers may be enrolled in a multi-semester or multi-year educational or training program.  Staff must inform the customer that although any financial aid awarded is for a specific amount of money, individual vouchers will be issued to service providers on a semester by semester basis.  Before a new voucher is issued, the customer’s financial situation and employment-related need must be reassessed using Workforce Solutions Financial Worksheet.  For budgeting and planning purposes, offices and contractors should obligate student financial based on the entire amount, not the initial voucher.  
23. Prior to issuing a new voucher, Workforce Solutions staff must reassess a customer’s financial situation by asking the customer to complete another Financial Worksheet or, at a minimum, staff must review the original Financial Worksheet and amend as needed.  As with the original determination, these data are only used to help assess the customer’s ability to contribute toward paying for the requested service – the data are not used in the income eligibility determination process.
The determination as to whether a customer receives another voucher for the requested services hinges upon the second criteria for receiving Financial Aid – the customer’s employment-related need.  (See # 5 above)

Ask the following questions:

· Question 1:  Did the customer get a job?

· Answer 1a:  No - Continue with the educational, training or supportive service and issue the customer another voucher.

· Answer 1b:  Yes – 

· Question 2:  Did the customer meet his or her employment goal as stated in the customer’s employment plan?

· Answer 2a:  No – Continue with the educational, training or supportive service and issue the customer another voucher.

· Answer 2b:  Yes – 

· Question 3:  Can the customer keep or retain his/her job without continuing to receive the requested educational, training or supportive service from Workforce Solutions and financial aid?

· Answer 3a:  No - Continue with the educational, training or supportive service and issue the customer another voucher.

· Answer 3b:  Yes – Do not issue another voucher.

For Question 3, look at things like whether the customer needs the degree, certification, license, etc. to keep his/her job.  For example, a customer is working towards a teaching degree or certification and she obtains a teaching job but needs to finish the classwork and receive the teaching certificate in order to keep her job.

Sections 24 - 44 pertain to a customer that has requested Workforce Solutions Financial Aid for educational or training services only.  They do not apply to customers that have requested Workforce Solutions Financial Aid for supportive services.

Referral Process

24. Workforce Solutions staff provides the customer with information on the education or training provider including a contact name, address and telephone number.  Workforce Solutions staff complete Workforce Solutions Individual Referral Form and forwards it to the education or training provider that has been jointly selected by the customer and staff.  This form may be faxed, mailed, hand delivered by staff, picked up by the training provider or sent with the customer.  A copy of the referral form is placed in the case file.  An initial meeting with the provider may be arranged by staff if the customer so desires.

25. In the initial meeting with the customer, the provider reviews schedules, books, supplies, necessary tests, registration and any financial aid available.  Workforce Solutions staff may send a copy of the employment plan to the provider if appropriate.

26. The provider notifies Workforce Solutions of the customer’s intent to enroll in a class or program as soon as possible.  The training provider completes the box marked “Completed by the Provider” on the Individual Referral Form and returns it the career center by fax, mail or email.

27. Data enter the activity into the appropriate education or training activity in TWIST using the following codes:

· (01) Occupational/vocational training – Use for customers enrolled in occupational skills training when service is paid through any of Workforce Solutions funding streams

· (02) Basic educational skills/ABE/GED/ESL – Use for customers enrolled in any of these activities when service is paid through TANF, WtW or FSET funding streams

· (70) Short term/pre-vocational (computer skills instruction, literacy, adult basic education, GED prep, ESL) – Use for customer enrolled in one any of these activities when service is paid through the WIA funding stream; OR use for customers enrolled in any type of training (particularly occupational skills training) when a non-WorkSource funding stream is paying for the service
· All programs of occupational skills training, regardless of the funding stream that will pay for the financial aid must be an approved program and part of Workforce Solutions Education & Training Provider Network.  (Remember, Workforce Solutions Education & Training Provider Network is comprised of both the TWC maintained list of approved occupational skills training programs and Workforce Solutions maintained list of approved educational services.)  All educational services, regardless of the funding stream that will pay for the financial aid must be an approved program and part of Workforce Solutions Education & Training Provider Network.

· Always identify the training provider under the Training Work Site.

· Under the “Planned Training $” field in TWIST, enter a “0” if the customer is receiving an educational or training service NOT funded with Workforce Solutions funds - the customer’s financial aid is from another source.  Enter “99” if the customer is receiving financial aid from Workforce Solutions for an educational or training service.  (Note:  an estimated reporting of planned funds is not required except for OJT.)  This procedure allows us to separate reports for customers receiving educational and training services paid from another source.

· Key in voucher amount awarded by Workforce Solutions in the “ITA and Financial Assistance” tab under Assessment.  Record the amount of the voucher issued in “Individual Training Account” field.  Identify the funding stream in the “Comments” field.

· If staff knows the amount of financial aid from a source other than Workforce Solutions (e.g. Pell grant), record this amount in the “Financial Assistance” field.

· If the customer is receiving an occupation-specific training, use the appropriate OES code for that training occupation.  TWIST populates the field with the appropriate code because all occupational programs must be on the TWC maintained list of approved programs and are therefore coded into the TWIST database.

· Always identify the type of educational or training service provided by entering the appropriate code in the OES code field in TWIST.  For a complete list of special OES codes, see TWIST support tables.  The most commonly used codes are listed below.

OES Code



Type of Training

99994




English as a second Language (ESL)

99995




GED

99998




Basic education skills

99987




Literacy instruction

99997
Job specific skills – use for computer literacy and non-occupation specific software training

28. The provider may provide and Workforce Solutions staff may request additional information regarding tuition, costs, schedules, estimated cost for books, etc. from the provider by using the Individual Referral Cost Obligation Report.  If used, the office manager or designee must sign it.  Do not use this form for on the job training services (OJT).  This form may be used as a tool to track obligated dollars and to complete the Authorization for Enrollment Voucher.

Workforce Solutions Education and Training Provider Agreement

29. Workforce Solutions staff complete Workforce Solutions Education and Training Provider Agreement.  The agreement is not to be altered in any way.   Workforce Solutions office contractor may not negotiate prices for approved educational and training programs and may not negotiate pay points tied to the customer obtaining employment.  Workforce Solutions office operators may choose to have agreements executed with providers en masse prior to a customer expressing an interest or just prior to the customer referral.  However, the signing of an agreement should not in any way hinder the referral process.
Authorization for Enrollment

30. Workforce Solutions staff completes the Authorization for Enrollment Voucher and mails or faxes it to the provider.  If faxed, the original should be mailed to the provider.  Workforce Solutions Authorization for Enrollment is a voucher.  This voucher is very important as the provider uses it to request payment from the career office for the service provided to a particular customer.  Typically the voucher is mailed to the career office or its designated fiscal department along with an original invoice from the provider.

31. Workforce Solutions staff indicate the funding stream(s) that will pay for services, as marked on the customer's Application for Financial Aid, and checks the appropriate boxes on the Authorization for Enrollment Voucher.  Staff may select different funding stream to pay for tuition, fees, book, supplies, equipment and uniforms.  Staff is encouraged to use all the resources available to the customer.

32. If the cost of service changes from what has been agreed upon and documented on the voucher, the provider must notify Workforce Solutions staff person designated as the contact person.  Workforce Solutions office must notify Workforce Solutions Board Provider Relations Specialist of any such discrepancies.  Programs and services are approved at very specific prices.

33. Typically the career offices send a copy of the voucher to its fiscal department, but this may vary by Workforce Solutions office contractor.

34. If a customer is being enrolled in a multi-semester or multi-year program, Workforce Solutions staff should issue a separate voucher for each semester to allow for the customer’s financial situation to be reassessed.

Attendance and Progress

35. The Attendance and Progress Report is completed by the provider, if possible, once a month for each customer enrolled with the provider.  Some customers may have to complete the report themselves depending on the circumstances at the institution.  If possible, the customer asks the instructor(s) to initial the report.  In either case, an Attendance and Progress Report must be completed in its entirety including appropriate signatures and appropriate comments.  The purpose is to document that the customer is making progress according to the employment plan and to address any additional barriers that may surface during training.  The report must be mailed or faxed to the designated Workforce Solutions staff and placed in the customer’s file.

On no less than a monthly basis, customers' attendance and progress information must be entered into TWIST as counselor’s notes under the customer’ one-stop record.

36. If additional counselor notes are made by the training provider, GCC staff should request a copy from the provider.

Employment

37. Prior to completion of an education or training program, Workforce Solutions staff and the provider may discuss with the customer plans for job search and employment.  The customer is urged to use any placement services available through the provider to augment the placement services provided at Workforce Solutions.  However, Workforce Solutions offices have primary and ultimate responsibility for assisting the customer in finding suitable employment.
Workforce Solutions must keep in contact with the customer and provide the customer with any and all services necessary to get her a job.  If the customer received Workforce Solutions Financial Aid for an occupational skills training program, staff should assist the customer in obtaining a training-related job.

38. At completion of training, the provider or customer should notify the career counselor of the customer’s status by a phone call, a fax or by mail.  If the customer is not employed at the end of the education or training program, the customer should come back to Workforce Solutions for a job search workshop, the job club and to use the employment resources at the career office.  Again, Workforce Solutions career office has primary and ultimate responsibility for assisting the customer in finding suitable employment.

39. A Placement Verification Form should be completed by the provider when a customer finds a job with the help of the provider.  It is the responsibility of Workforce Solutions staff to verify employment and provide follow-up services for a minimum of one (1) year after the customer completes the educational or training program.

40. Whether the customer finds employment on her own, finds a job through the provider’s placement services (if available) or finds a job through Workforce Solutions, Workforce Solutions staff enter an appropriate final completion reason into TWIST.  Entering the final completion reason code triggers the inclusion of this customer in the cohort for calculating the Workforce Investment Act credentialing performance.

41. If the customer fails to complete the educational or training program, the provider mails to the designated staff person any counseling notes or other information related to the customers training.  Workforce Solutions staff includes this information in the customer’s case file and data enters the appropriate information into TWIST as counseling notes.

It is Workforce Solutions career counselor's responsibility to know the customer's status at all times and have that information entered into TWIST.

Post-employment Services

42. Workforce Solutions staff assigns a mentor or counselor to the customer to provide ongoing contact, counseling, and employment retention assistance to the customer.  Workforce Solutions should provide post-employment services for up to twelve months (1 year) after the customer is given a final completion reason in TWIST.  Follow up or post-employment counseling services are often critical to assisting customers stay employed, and for Workforce Solutions office in maintaining satisfactory performance.

Tracking

43. Workforce Solutions staff are responsible for maintaining up-to-date customer records in TWIST that accurately reflect customers’ activities at any given point in time.  Workforce Solutions staff are responsible for developing and maintaining up-to-date Employment Plans.

44. Workforce Solutions offices must track and be able to report educational and training expenditures in several dimensions including the following:  by customer, by funding stream and by political jurisdiction (county and city of Houston).  Each career office contractor is responsible for developing and maintaining sufficient tracking systems.

Review

H-GAC will review Workforce Solutions contractors and individual offices periodically to determine if the standards and guidelines regarding Financial Aid described herein have been implemented and are currently in use.  This standard will be used in review of Workforce Solutions offices application for full-service status.  Failure to meet this standard will prevent an office from receiving full-service certification.  Attachments:

· Application for Financial Aid

· Financial Worksheet

· Economic Need desk aid

· Employment-Related Need desk aid

· Individual Referral Form

· Individual Referral/Cost Obligation Form

· Education and Training Provider Agreement & Attachment A

· Enrollment Voucher

· Attendance and Progress Report  
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