TAA/TGAAA CUSTOMER SERVICE AGREEMENT
I have read the following statements and agree to their adherence.

TAA/TGAAA  Waiver Customers:

      1.   Contact with Case Manager: I agree to contact my Case Manager every 28 days in order for my waiver to 

             remain active. I understand if I fail to maintain required 28 day contact, my waiver will be revoked. 
      2.   Notification: I will notify my case manager of any changes in my name, address, phone number, or email.
      3.   Appointments:  I will attend all scheduled appointments or call to cancel and reschedule if necessary.

      5.   Employment:  I will notify my case manager when I obtain full time employment.

      6.   Employment Plan:  I agree to work with my case manager to develop and follow my Individual Employment 

            Plan.

      7.   Other Training Programs: I understand that upon my involvement with TAA/TGAAA services, I may not be 

            eligible for other programs and services funded by the Workforce Investment Act (WIA).
TAA/TGAAA Customers Approved for Training:
8. Prior Approval:  I understand that I need to complete the process for approval of training and that I will   
       obtain approval prior to registration of classes.  I also understand that I will need to contact my case mgr.
       prior to the beginning of each new semester in order to approve coursework and obtain vouchers.

9. Registration: I understand that I am solely responsible for registering for the training classes paid by  Trade Adjustment Act (TAA) and agree to register as a full-time student, as defined by my school. I also understand that I must maintain full-time status at all times to continue to receive TAA benefits. Exception: TGAAA customers meeting specific criteria may be allowed to attend part-time training. Part-time training requests will be assessed by TAA Coordinator to ensure requirements are met before training can begin.
10. Vouchers: I understand I will need to meet with my case manager each semester to obtain vouchers for payment.  I cannot add/remove any items on the voucher without first discussing with my case manager.

 I understand TAA will only pay for the expenses listed on my voucher.
11. Books and Supplies: I understand that TAA will pay up to the amount listed on the voucher for books and related supplies, and that TAA will not pay expenses above that amount without prior written approval.  I understand that any tools and equipment purchased with TAA funds remain the property of TAA, and that I may be allowed to keep these items if I complete training and obtain full-time training related employment.  I agree to return any tools, supplies or equipment purchased on my behalf if I drop out of training. I will return all tools/supplies/equipment within 10 working days of my last day of training. 
12. Withdrawal: If I plan to withdraw from class(es) or training, I will first contact my Case Manager.  I understand that if I withdraw from class(es) that drop me below full-time status or I drop out of training, I 
will be unable to receive further training and my TAA/TRA benefits may be discontinued.  I also understand
if I drop out of training, I will not be allowed to return to training under the same petition. Exception: TGAAA customers meeting specific criteria may be allowed to attend part-time training. Part-time training requests will be assessed by TAA Coordinator to ensure requirements are met before training can begin.

13. Cancellation Policy: I understand that if I attend a school with a cancellation policy that includes a fee for 
       either a class I cancel or if I fail to show for a scheduled class due to my own negligence, that I am 

       responsible for payment of the cancellation fee.

Attendance: I understand I am obligated to attend full time training on the designated days my school schedule indicates. It has been explained to me that I am solely responsible for obtaining appropriate signatures/documentation to verify attendance and participation in training. It has been explained to me that my attendance must be documented.  If I am receiving allowances for transportation and/or dependent care, I agree to provide my case manager with signed attendance forms, Bi-Weekly forms, and Monthly Contact forms.   Instructions for the attendance forms have been explained to me. Exception: TGAAA customers meeting specific criteria may be allowed to attend part-time training. Part-time training requests will be assessed by TAA Coordinator to ensure requirements are met before training can begin.

14. Transportation and Child Care: It is the intent of the program to provide transportation and/or child care 
assistance to eligible individuals when such assistance is not available through any other service provider.  In the event child care assistance is provided but does not cover the entire cost, the WIA program may at their discretion, coordinate benefits not to exceed the predefined daily set amounts.  I understand that presentation of fraudulent information may result in immediate termination of all program services and notification to financial aid award sources.



Fraudulent information may include, but is not limited to:

· seeking reimbursement for the same services from more than one source and/or, 

· reporting of child care assistance for hours outside normal class and/or commute hours, and/or

· claiming mileage reimbursement when riding with others and not incurring out- of- pocket expenses

· fraudulent/forged signatures on required attendance forms/Bi-Weekly forms

       15. Conduct: I understand that by participating in TAA training services, I agree to adhere to the organization’s policies regarding conduct.  I also understand that failure to adhere to these policies may result in dismissal from training and termination from the TAA Program.
       16.  Additional Financial Aid: I understand that I am required to complete the Federal Application for Student Financial Aid.  I agree to provide my Case Manager with a copy of my Student Aid Award Letter as soon as possible after I receive notice of financial aid assistance from other sources; e.g. financial aid award letter indicating MAP and/or Pell eligibility/ineligibility.  I also understand that the receipt of other financial aid assistance may change the amount of WIA/TAA training funds and that WIA/TAA funds do not carry over from year to year.   If I fail to notify my Case Manager of any changes in financial aid assistance, it may result in either suspension from the WIA/TAA program or termination of WIA/TAA funded training.  

      17.  Availability of Funds: I have been informed that my training is contingent on the availability of funds provided by WIA/TAA.
Follow up Activities:
      18.  I agree to participate in required follow-up activities for twelve (12) months after exiting the program by maintaining quarterly contact with my case manager.  Follow up services are offered to retain employment and increase job stability.
What to expect from CEFS Dislocated Workers Staff
Upon being determined eligible, CEFS staff will provide: 
Core Level services:  Intake and initial skills assessment, staff-assisted job search, access to Job Seeking Skills Workshops, and referral to other partners and/or support agencies. After receiving one or more Core level services and self-sufficient employment is not obtained;
Intensive Level services:  Individual employment planning, comprehensive assessment/testing, in-depth interviewing and evaluation of skills, group and/or individual counseling, case management, career planning, application assistance for financial aid, and short term (pre-vocational) training.  After receiving one or more Intensive level services and self-sufficient employment is not obtained;
Training Level services:  Occupational/vocational skills training, on-the-job training, entrepreneurial training, job readiness training, or customized training.
______________________/_________
          ________________________/________

(customer signature)          
 (date)


(case manager signature)                (date)
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