Step-by-Step Instructions for

TAA/TGAAA Customer Intake Procedures

STEP ONE:

Prepare the TAA/TGAAA file by using a 4-Section green file folder to organize information.  The following forms shall already be in the TAA/TGAAA file before the customer comes in for their Intake appointment.   The TAA file must contain the following forms:

1. TAA/TGAAA File checklist

2. TAA/TGAAA Individual Employment Plan form

3. Copy of TAA Decision (Petition Certification printout)

4. TAA/TGAAA Date Finder (completed with accurate dates for each customer’s file)

5. Customer Profile (customer already completed this at Rapid Response)

6. IDES Basic Claim Inquiry Screen (customer is required to turn this in at Rapid Response after TAA/TGAAA required forms have been completed as it becomes part of the file)

7. Customer Complaint Procedure form

8. Customer Service Agreement form

9. Self-Sufficiency Review form

10. Authorization to Verify Employment form

11. ONET Labor Market Information for trade-impacted employment (2 copies needed for two locations in the TAA file)

12. TAA/TGAAA Waiver from Training Fact Sheet

13. Original and completed TAA Hard 4 Forms or TGAAA Standard Application and Benefit Rights and Obligations (BRO). Double check that all required forms are correctly filled in and signatures are accounted for.  NOTE: Most customers will have already signed these during the Rapid Response Meeting, however, if a customer has not completed the required forms yet, these will need to be completed at the time of Intake. 

STEP TWO:

Write customer name on green file folder label and place on file tab.  File is now prepared and ready for Intake with customer.

STEP THREE:

Follow steps to add application into IWDS. (See step by step instructions on adding a TAA/TGAAA application into IWDS).  Be sure to enter information from the Pink TAA/TGAAA Standard Application.  As you are filling in the required screens, double check the dates of the “Last Day of Work.”  This date must be the same on the TAA Additional Info Screen in IWDS, the Work History screen in IWDS, the TRA BASIC Claim Inquiry Screen, and the TAA/TGAAA Standard Application, TAA/TGAAA Waiver and Bona Fide Application for Training (if applicable)forms. 
 NOTE: Entering in the TAA/TGAAA application prior to the Intake appointment with the customer saves time.  You will need to verify all screens with the customer when he/she comes in for Intake to ensure accuracy in your entries.  If you did not have time to enter in the application prior to the customer’s Intake appointment, you will have to complete this step when you are completing the rest of the Intake process.
STEP FOUR:

1. On day of Intake, greet the customer and have customer complete the WRAT  
       Math Test, Job Corp Reading Test, GOE, and Transferable Skills Checklist. Grade
       tests and review test results with the customer and provide feedback.
2.  Review the TAA application screens in IWDS with the customer to ensure accuracy. 
       Double check the Work History screen in IWDS, TAA Additional Info screen in 
       IWDS, Standard Application, Waiver from Training, and Bona Fide form (as 

       Applicable for TAA customers) to be sure it matches the Last Day of Work listed

       On the TRA Basic Claim Inquiry printout!

       In addition, make copies of required documentation the customer has brought in. Check off items on the TAA/TGAAA checklist as you gather documentation. Obtain customer signatures on all required Intake forms.

3. IMPORTANT! If you are working with a TGAAA customer, you must issue a Waiver from Training on the day of Intake after completion of assessment and testing! (TAA customers have already completed a Waiver at Rapid Response).  Double check the Last Day of Work to make sure it matches the TGAAA Standard Application form, TRA Basic Claim form, Work History screen in IWDS and the Additional Info screen in IWDS!

4. Begin the process of the Individual Employment Plan.  Review Transferable Skills checklist and also obtain past work history as required on the IEP.  Have customer sign the form. If customer brought in Illinois Skills Match copy, use some of these skills to assist you in completing the Individual Employment Plan.
5. Provide customer with a copy of his/her Date Finder and remind customer of next 28 day contact.

6. Provide customer with name and contact information of assigned case manager if the customer will be assigned to another case manager.

7. Inquire as to whether the customer is interested in training.  Assist customer in looking at potential training programs.  Schedule a time for the customer to complete Career Scope.  Give copy of FAFSA application and Request for Training packet for the customer to complete and return (give deadline for these to be returned).

8. Enter in the TAA/TGAAA Rapid Response case note and the TAA/TGAAA

Intake case note at this time. The case note must contain reason why customer is eligible for TAA ( i.e. customer has qualifying separation from Trade-impacted company and is eligible for UI benefits, name appears on official company layoff list).  In addition, enter in IEP case note. (See samples of these case notes in training manual)
9. Enter TEST scores into IWDS.
10. If you have not obtained the TRA Basic Claim printout from RACF, check RACF to see if TRA Basic Claim is now available so the customer’s “Last Day of Work” date can be verified.  Add TRA Basic Claim printout to file if it is not already in file. 

11. Arrange all documentation and forms in TAA/TGAAA file according to TAA/TGAAA File Checklist.

12. Give TAA/TGAAA file to TAA Coordinator for review.  TAA Coordinator will approve for Certification and Enrollment and initial appropriate box for approval on TAA/TGAAA checklist.  If documentation is missing from the TAA/TGAAA file, certification may be delayed until documentation is obtained.  

13. Follow step by step instructions on certifying a TAA/TGAAA file by enrolling with an IEP training service record and also entering the Waiver training service record. TAA Status screen entries will also need to be completed as required at this time. (Refer to step by step instructions for certification.)
