TAA Training Requests-Approval Process
Step 1:
The first step in approving a training program is to calculate approximately how many weeks the customer has left for UI/TRA benefits. Customers only have 104 weeks of UI/TRA benefits (130 if in Remedial) and 104 weeks of training (130 if in Remedial). If the customer has been laid off for a long period of time, this means he/she has gone through a significant amount of their benefit money. For example, if they have already drawn UI benefits for 6 months, this means they only have about 18 months left to complete a training program and still get paid while in training.  If they are requesting a 2 year degree program, the customer could potentially run out of money before completing the training program.  Be very careful when calculating training weeks and help the customer to understand that while he/she always has 104 weeks of training, part of the money has already been used and does not always coincide with training weeks.  If they do not have enough money to complete the program, their request may be denied.  However, if the customer has a backup plan such as borrowing money from family, using savings, etc. and will put this in writing that they plan to complete training even if they run out of UI benefits, the training could potentially be approved.  Case managers will want to discuss this option with the TAA Coordinator BEFORE approval of this type of training request.

STEP 2
When a customer requests a specific training program, case managers will need to search for the requested program on IWDS to see if the training program has already been approved.  

To access this screen, follow these steps:

1.  Go to Staff Menu in IWDS and find the heading “Training Provider Information”. 
2.  Click on “Search Training Programs.” 
3.  Type the name of the training institution/school in the line “Training Provider Name.” 4.  Click “Search”.  
5.  Scroll down the list of programs to see if the one you are seeking is on this list.  Once you find it, look over to the far right under the heading “Approval Status/Approval Date” to see if it states “Approved” on the program you are seeking.  If it says “Approved”, no other steps need to be taken to secure an approval for this program. 
6.  Print out the program description and cost page by clicking “View” next to the program you are seeking.

7.  Print the screen “Training Program Summary”

8.  Click the button “Print Training Program”.
9.  Click “Print” (required for file.  Place in Section 3 of TAA file)
10. Also find requested training program in school catalog/on-line catalog.

Copy or print page with training program details and add to Section 3 of file.
Special Note: If the program is on the list but states it is “Pending, Captured, or Denied”, please contact TAA Coordinator to inquire about the status of the program.  It is not considered an approved program at this time and case managers will not be able to enroll until the program is at an “Approved” status.
NOTE!! If the program you are seeking is not on the approved IWDS list at all, the next step is to contact the TAA Coordinator with a request for a new program.  The request must include the name of the school/training institution, an accurate name of the requested training program, and an estimate as to how much the training program will cost.  This cost sheet must include costs for tuition, fees, supplies, etc. Customers should request this cost sheet from the training institution where their requested program is offered and bring it to his/her case manager to expedite the training request process.  No programs will be approved without a Cost Estimate.
STEP 3:

The case manager’s next step is to go into the ONET website and type in the name of the occupation that the customer is interested in going to training for.  For example, if a customer requests to go into Accounting, type in this word to acquire information regarding this occupation.  The steps are as follows:  

1.  Go to http://online.onetcenter.org/
2.  Click on “Find Occupations”

3.  In Keyword box, type in the word “accounting”.  

4.  Click GO

5.  Look at the list of occupations and choose the one that most closely matches what the 
     customer is requesting.  If the customer is beginning an Associate’s Degree in   

     Accounting, the closest choice would be “Bookkeeping, Accounting
     and Auditing clerks”

6.  Click on Bookkeeping, Accounting, and Auditing clerks.

7.  Scroll all the way down to the bottom of this page until you see a heading “State and

     National” Use the drop down box and select the state “Illinois”.

8.  Click GO

9.  Scroll down this page until you see the heading “State and National Trends”.  Look at the line for Illinois.  What do you see under Percent Change heading?  Does it show a positive growth (+ sign) or a negative growth (-sign) in this box?  If it shows positive growth, the program request will most likely be approved.  If it shows negative growth, the program request will most likely will be denied. 

10.  Print out this form and place in Section 3 of TAA file.  This is your NEW occupation labor market research (first one at top of Section 3 checklist)
STEP 4:
Customers must complete a “Request for Training” packet. (no blank spaces allowed on this form). Explain the purpose of this form and review the Sections with the customer. The customer should be instructed to contact his/her case manager once this form has been completed.  Once the customer contacts the case manager to confirm this form has been completed, the case manager must review the form with the customer and have a discussion as to the results of the customer’s labor market research.  Does the customer’s research support the labor market information found on ONET? Does the customer and case manager agree that there is a growth in the occupational area and that self- sufficiency can be attained?  If the case manager agrees that the customer’s Request for Training packet supports the requested program through supportive labor market information, then the case manager will sign and date the form and notify the customer that his/her training program has been approved. If the Request for Training packet is incomplete or does not support the requested training program, the request must be denied.
Place this completed form in Section 3 of the TAA file.

STEP 5:
Customers must complete Career Scope (comprehensive computer based aptitude test) prior to approval for school.  Case manager should review results of this test with customer and confirm that test results support the training program the customer has chosen.  
A printed copy of Career Scope results go into Section 3 of TAA file.  In addition, the case manager should add results of Career Scope under “Tests” in customer’s Application Menu screen.  Follow this procedure:
1.  Go to application menu of customer and click on “Tests”

2.  Click “Add Test”

3.  Select Category as “Other” and click “Next”

4.  Fill in “Functional Area” with “Aptitude” from drop down menu and click “Next”

5.  Fill in “Test Date” with the date in which customer completed Career Scope

6.  Fill in “Test” with “Career Scope” from drop down menu

7.  Type in comment section a summary of the results of Career Scope and why these scores support the training program the customer has chosen.

8.  Click  “Save and Return”

STEP 6:

Customers must apply for Financial Aid.  This is a requirement of the program. Direct the customer to the FAFSA website to complete this process for free.  The website is: http://www.fafsa.ed.gov   The customer must bring in proof of filing for Financial Aid by printing off their application.  Also, once the customer receives the Student Aid Report in the mail, the case manager must also receive a copy of this report. 
Add Financial Aid information from customer to Section 3 of TAA file.

STEP 7:
Case managers must complete TAA Form #005 (Eligibility Determination for TAA Transportation Assistance form) to determine eligibility for TAA transportation.  Steps to follow for this procedure are:

1.  Go to Illinois Route Map (first choice), Mapquest, Yahoo or Google Maps to determine the distance between the customer’s home address and the training institution/school they are requesting to attend.

2.  Type in customer address and training institution address to determine total miles to and from the training institution.  The customer must drive OVER 25 miles one way in order to receive TAA Transportation assistance.

3.  Print the mileage verification (i.e  IRM, Mapquest, Google  report for your file
 and add to Section 4 of TAA file.
4.  If the customer drives over 25 miles, multiply the total miles by the federal allowable rate to determine daily reimbursement for mileage.  For example, if the customer drives 
33.4 miles one way to school, multiply 33.4x2 to get round trip miles.  Then multiply 66.8 miles (round trip) by the federal allowable rate.  It is currently at 50 cents per mile.  The total mileage due to this customer will be 33.40 per day.  

FOLLOW  INSTRUCTIONS TO COMPLETE TAA FORM #005:

1.  Follow instructions for Form #005 that are provided on DCEO website.
2.  If customer does NOT drive over 25 miles one way, he/she is still required to sign and date Form #005; “I understand I am not eligible under the TAA program for transportation assistance”.  If the customer does drive over 25 miles one way, complete Form #005 according to DCEO website instructions.
If the customer is eligible for subsistence, go to the following website to obtain most updated rate for per diem:   http://www.gsa.gov. When you get to this website, click Per Diem Rates on left side of page.  You will now see a USA map.  Click Illinois. Notice this line: 

“If neither the city nor the county is listed, the location is a standard CONUS destination with a rate of $70.00 for lodging and $46.00 for meals and incidental expenses (M&IE).”
These two totals of 46.00 and 70.00 equal 116.00.  Subsistence Rate is ½ of this amount or $58.00. Customer is eligible for $58.00 maximum daily amount of mileage reimbursement.
STEP 8:
Case managers must complete TAA Form #007 “Individual Training Account Projection” to estimate total costs for the approved training program.  These estimates can be from the Cost Estimates from the training institution or if it is already an approved program in IWDS, the costs may already be entered into the IWDS system.  IWDS does not specify costs of tools, supplies, etc. in every case, so be careful to include ALL estimated costs of the requested program.  Remember, the soft cap of a TAA training program is $20,000.00.  This should include all training costs and transportation costs if the customer is eligible for TAA transportation.  The training tuition, fees and books should not be over the soft cap.  Special permission from the state will need to be obtained if the training request for tuition, fees, books go over the soft cap and the customer can find no alternate choices for training. However, if TAA mileage projections cause the cost to go over the soft cap, this can be approved, but a specific case note MUST be added to explain the excessive cost for the training program.  
The following case note MUST be added in the event the total training cost goes over the soft cap due to TAA Transportation costs:
In the Subject Line of the case note, just type "Explanation of training cost projection"

Type this case note:

"Customer is attending a training program that is located at a distance that meets eligibility requirements for TAA transportation reimbursement.  The customer lives in a rural area in which travel is necessary to attend the closest college providing this training.  The cost estimate for this program is calculated to be over the $20,000.00 cap due to transportation costs."  
STEP 9:

This is a very critical step! All TAA customers starting their FIRST semester of training must have a TAA Form #006 (Verification of TAA Training Enrollment” form signed and dated by the college they are attending within 30 days of the first day of school. If this form is not completed, the customer CANNOT attend school! This form only needs to be completed once at the beginning of the training program.  Case managers should put a reminder on their calendars to mail or give this form to their customers within 30 days of the start date of school.  The customer must sign this form, then the customer must take it to the college for an authorized signature.  Stress to the customer the importance of this form and that it needs to be returned immediately  The last signature on this form is from the case manager.  Make sure ALL signatures are dated BEFORE the first day of school.  If this form is not completed accurately and in a timely manner, the customer cannot attend training.
STEP 10:
Case managers will schedule a time to meet with each customer who plans to start a training program.  
The following forms must be completed with each customer prior to the first day of school:

1.  Form #005- Eligibility Determination for TAA Transportation Assistance

2.  Form #004a-Training Requirements Fact Sheet

3.  CEFS Authorization to Release Information (training form)

4.  CEFS Classroom Training Orientation form

5.  Customer Request for Supportive Services (if applicable for WIA mileage or Child Care)

6.  CEFS Supportive Service Calculation form (if applicable)
7.  CEFS Training Voucher for tuition

8.  CEFS Book Store Authorization

9.  TAA Form #006 (should already be done)

10. TAA Form #007 Individual Training Account projection (should already be done)

These forms should be given to the customer at Training Orientation:

1.  Bi-weekly Verification of TAA Training Attendance forms 

2.  TAA Attendance/Child Care/Transportation Record forms 

3.  Student Monthly Contact forms 

The customer must bring in the following to the case manager:

1.  A class schedule 
2.  A bill for the current semester. 
3.  Book list of required books

4.  Proof of filing for Financial Aid if it is still missing from TAA file
IMPORTANT REQUIREMENTS FOR CUSTOMERS IN TRAINING

When a customer begins a training program, he/she continues to be obligated to remain in monthly contact.  The customer is no longer bound by the 28 day rule; however, he/she is required to maintain monthly contact by filling out a Monthly Contact Form, and turning in attendance/mileage forms on a monthly basis. 
On-Line Class Requirement:

If the customer is taking on-line classes, verification of participation is required.  Each month, the customer must request written documentation (an email is acceptable) from the instructor (s) to verify continued participation in on-line class.  Failure to provide this will be cause to enter in a “Ceased Participation in Training” line into the TAA Status screen.  The customer’s money will stop until the documentation is received.  Please do not overlook this important requirement!
Absences from school:

 Attendance/mileage forms must be filled out completely with all of the instructor’s signatures accounted for each week.  Check to make sure the customer has signed and dated the form.  Case managers will need to double check to make sure customers are not putting down days they attended when the school was closed.  This happens often and case managers should be familiar with the college schedules to be able to accurately determine whether the school was open or closed.  Customers and case managers should be familiar with the school’s schedule and know what days holidays fall on and any other school activity where the college may be closed.  The customer must bring in documentation from school if there is a closing due to inclement weather.  There is usually a posting on the college website that states they are closed due to weather. A printout of this is required for the file.
If the customer missed school and did not discuss the absence with his/her case manager, this is cause for immediate suspension of benefits until the customer notifies the case manager as to why there has been an absence from school.  The case manager must make a determination if the reason for absence is Justified or Unjustified.  Whether the absence is Justified or Unjustified, the case managers must document this in a case note as to why they made this decision.  When a customer turns in attendance forms, check very carefully for any absences and immediately contact the customer for an explanation.  This is looked at carefully by monitors and case managers must determine whether absences are justifiable and document this decision.  Any absence, whether justified or Unjustified, MUST be entered into the TAA Status screen as a “Ceased Participation in Training” entry. The case manager has a choice to excuse or not excuse the absence in this entry.  EVERY MISSED DAY OF SCHOOL MUST HAVE AN ENTRY INTO THE TAA STATUS SCREEN UNDER “CEASED PARTICIPATION IN TRAINING.”
Failure to turn in Attendance forms

When a TAA customer fails to turn in a monthly attendance form on or before the due date, a “Ceased Participation in Training” entry must be added in the TAA Status Screen.  Do not delay doing this.  The customer must prove each month he/she is attending school.  If case managers do not receive attendance forms, this entry must be immediate. This entry is recognized by the IDES system and causes the customer’s Unemployment benefits to STOP until the attendance form is turned in. Usually this will get the customer’s attention and prohibit any further delays in receiving attendance forms.  The case manager should not be making repeated attempts to contact the customer to get attendance forms. The customers are adults and were given schedules to follow.  If they do not turn in attendance forms, the money will stop. If the customer does not respond, the case manager should notify the TAA Coordinator.  The customer risks being exited from the program and forfeiting all further TAA benefits should he/she remain non-compliant with attendance.
General Reminders regarding TAA Training
TAA customers in training continue to get paid while they are going to school.  As long as the customer makes monthly contact and turns in attendance forms, there is no problem.  The case manager will enter in a case note a summary of what the customer wrote on his/her contact form as well as document that attendance was turned in.

TAA customers must attend Full Time training each semester! Customers cannot drop classes that cause them to fall below FT status or they will find themselves responsible for tuition payment and paying back their UI benefits. They must sign up for Full time and they must STAY in Full time, even if it means taking a failing grade. 
NOTE! TGAAA customers who meet criteria for part- time training are exempt from full time status rule.  However, TAA customers must maintain FULL TIME status every semester and TGAAA customers who do not meet criteria for part-time training must also attend FULL TIME training each semester!
When a customer requests supplies, tools, etc., these must be listed on the Syllabus at the beginning of the semester.  Any supportive service that is not listed will not be covered.  TAA does not accept notes from instructors stating additional supplies will be needed.  If a customer does get an addendum to the supply list that is not on the syllabus, case managers do have the option to pay for it from WIA funds since the customer will most likely be co-enrolled.  Licensure exams, certifications, etc. cannot be paid from TAA funds. Use WIA funding for this.

Grades must be received from the customer at the end of EACH semester. This is a requirement for the TAA/TGAAA file. 

IMPORTANT!!  If the customer is a continuing student, vouchers should be issued ONLY if the customer has turned in grades from the previous semester and all attendance forms have been accounted for from the previous semesters.  Do NOT issue a voucher unless these items are in the file!

