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C.E.F.S.  Economic Opportunity Corporation 
Workforce Investment Act (WIA)

Information Sheet

Registration:  Each semester, your case manager will help you decide which classes are needed.  You will then register for the classes yourself.  Please let us know if you have any difficulty with this process and we can guide you to someone at the college who can help.

Vouchers:  Prior to the beginning of school each semester, your case manager will provide you with a voucher listing coursework which is authorized for payment from your Individual Training Account (ITA).  Please bring a copy of your registration with you to your appointment so your case manager can review it and issue the voucher.  If a class is added at a later date, a new voucher must be issued so that the college will know that we are willing to pay for that class.  It is important that your case manager be informed as soon as there are changes to your schedule so that we can cover all of the eligible costs.
Books and: Supplies  In addition to the costs of tuition and fees, your ITA can also be used to pay for required books.  C.E.F.S. Workforce Programs may also be able to help with the costs for other required equipment and supplies, verified in writing by your instructor.  Any tools or equipment purchased with Workforce Investment Act funds remain the property of C.E.F.S.
Withdrawals Or Changes In Schedule:  Please contact your case manager as soon as possible if you are considering withdrawing from any classes or from school.  In special circumstances, your case manager may allow payment from your ITA to repeat a necessary class which you have dropped.  Your cooperation in keeping C.E.F.S. informed of any changes will help reduce avoidable charges to your ITA.

Contact With Your Case Manager:  At least once each month, your case manager will meet with you to discuss your progress toward training and employment goals.  Please set aside time to meet with us and let us know how things are going.  Feel free to let us know about any concerns or problems you may be having.  Our case managers have the training and experience to help.  We truly care about you and want to help you succeed in any way we can.  Continued enrollment in WIA training is dependent upon satisfactory performance, good attendance, and continued contact with your case manager.
Please help us by informing your case manager about any changes in your name, address, or other pertinent information so that we can keep our information up to date and serve you better.

Release Of Information:  You will be asked to sign a release of information form so your case manager could request any pertinent information concerning your training from the training institution. 

Attendance And Grades:  Since our Workforce Programs are funded by your federal tax dollars, it is important that the monies be used wisely.  ITA’s are reserved for customers who attend training as scheduled and maintain at least a “C” average in their studies.  If you are having difficulty with a class, please let your case manager know.  There may be assistance available in the form of tutoring or study aids.  Please let us know of any other problems you may be experiencing, whether educational or personal, and we will do our best to help you find resources and solutions.

Each semester, your case manager will review your grades with you to make sure that you are making satisfactory progress toward your educational goals prior to issuing vouchers for the new school term.

Additional Financial Aid:  We are required by federal law to coordinate ITA assistance with other financial aid prior to vouchers being issued and the first day of classes.  Your case manager will need a copy of your financial aid award letter each year.  Please bring the letter to our office as soon as you receive it in order to avoid delays in ITA payments or the issuance of vouchers.  If you need help in preparing your financial aid application, please let us know.

Child Care:  In many cases, help in paying for child care for very young children on days when you attend class may be available under our program when other resources are not available.  This is based on the number and age of children for whom other arrangements cannot be made, your class schedule, and the days of attendance (verified by an instructor).  Your case manager will help you determine whether you are eligible for child care assistance and provide the necessary attendance records for your use each month.  Although this assistance is not available to all of our customers and rarely pays the entire cost of child care, it will benefit those with young children who have no other help available.

Transportation:  Help in paying some of the cost of transportation to and from class may be available under our program when help from other sources is not available.  The amounts are based on the distance between your home and the training site and the number of days you attend class (verified by an instructor).  Your case manager will help you determine whether you are eligible for transportation assistance and provide you with the necessary attendance records for your use each month.

Graduation, Testing, and License/Certificate Fees:  C.E.F.S. Workforce Programs can pay graduation fees for customers who are completing their course of study.  It is important for you to file an “Intent to Graduate” with the college before the deadline in order to graduate in the proper semester.  C.E.F.S. may also pay fees for testing, licenses, and/or certificates which are needed in some occupations.  Your case manager can help you determine what is required and provide vouchers or obtain certified checks when necessary.

C.E.F.S. Workforce Programs will generally pay any necessary testing fees the first time.  If for some reason you need to retest, we may be able to reimburse you for the cost of the exam once you successfully complete it.  A valid receipt for payment is required and time restrictions apply.  Speak with your case manager in advance of retesting for further details.

Performance And Job Placement:  Since our program is meant to prepare customer for success in the workforce, we take great pride in helping our customers find suitable employment, both during their training and as they near completion.  Continued funding to help others depends on our success in placing customers into employment and helping them increase their standard of living.  You can help by working hard on your own job search efforts, and by keeping your case manager informed of your progress and success in finding and keeping a job.  We can help you with resume development, labor market information, job search,  referral and placement services.

Follow-up:  After you leave our program, your case manager will be in contact with you each month for up to a year depending on the circumstances.  During this time we will be asking your help in verifying your employment status and offering our assistance to you in continued job search or retention.  Remember that your cooperation is important to future funding of the program.  Help us continue to help you, your family, and others in your community by keeping in touch and providing the information requested.  We truly appreciate your assistance.  
Availability Of Funds:  Although we hope to be able to provide ITA assistance throughout each of our customers’ participation in training, vouchers are issued prior to the start of each semester and are contingent on availability of funds. Issuance of an ITA is not a guarantee of funding to complete a course of training.  Your case manager will keep you informed concerning the status and likelihood of continued funding.
Contact Information:  For further information or assistance at any time, please contact your case manager.  
Thank you for giving us the opportunity to serve you under the Workforce Investment Act.

C.E.F.S. Classroom Training Orientation

Customer Name  ______________________________

My case manager has discussed and answered all my questions about the following items:

______  vouchers

______  registration

______  books and supplies

______  withdrawals and changes in schedules

______  contact with case manager

______  attendance and grades

______  financial aid

______  child care, transportation,  tools, uniforms, and other supportive services

______  graduation, testing, certificate and license fees

______  performance and job placement

______  follow-up

All tools, uniforms, books and other supportive services are the property of C.E.F.S.  After successful completion of your training program they will become yours.  If you drop out or fail to complete your training program, everything that was purchased for you must be returned to C.E.F.S.

I understand that funding for classroom training is contingent upon availability of funds.  It is very important that you complete the training program.  Your success in the program helps C.E.F.S to continue to receive more funding each year to help more customers.

I agree to the above and will be successful in my training endeavors.

Customer Signature                                                                     Date

Case Manager Signature                                                              Date

