28 DAY ENTRY DIRECTIONS INTO THE TAA STATUS SCREEN
Directions on how to see when 28 day contacts are due:

Every Monday morning, case managers need to look at the 28 Day Waiver Review” report in IWDS.  Go to Staff menu and click on “Reporting Menu” at bottom right of screen. Scroll down to the TAA Monitoring Section and click on “28 Day Waiver Review”. At “Case Manager” line, drop down box and find your name.  Click “View Report”. This will bring up a list of all registered Waiver customers on your caseload.    Look in the column “Greater than 30 Days since reviewed” If there is nothing listed in this column, it means all of your reviews are up to date.  However, if you see “YES” in the column next to a customer’s name, it means that they are past due with 28 day contact and you must take action immediately.  Do not delay!  Get these cleared up ASAP by taking action on the delinquent list.
FOLLOW THE DIRECTIONS BELOW FOR 28 DAY WAIVER ENTRIES:

Step by Step Instructions
1.  Go to the Staff Menu

2. Click “Search Customer”

3. Type in customer’s Social Security number

4. Click “Search”

5. Click “View” next to correct customer’s name

6. Click “List Applications”

7. Click “View” on TAA/NAFTA application

8. Click “List TAA Status”

9. Click “View” on “Waiver from Training requirement” line

10. Click “28 Day Review” button

11. Click “Add 28 day Review” button

12. Fill in “Review Date” with the date you received the customers Work Search Records.

13. Fill in “Method of Contact” line with appropriate type of contact with the customer

14. On the “Outcome” line, drop down the arrow and select “Waiver Continuation approved”

15. In the “Comment” section, you must provide details of what you observe on the customer’s work search records.  28 day entries must be specific to each customer, so do not use generic entries for the 28 day “Comment” section.  Review the work search and identify if the customer is searching within his/her skill level.  If so, state this in your note.  Also review the types of jobs they are looking for and identify those in your case notes.  If you observe that the customer had an interview, sent out multiple resumes online, etc., report this is the comment section.  
Here is an EXAMPLE ONLY of an appropriate 28 day entry for Job Search Customer:

“Received customer’s work search records today through 09-20-09.  It appears that the customer is looking within his skill level by focusing his search in manufacturing, electrical, and maintenance.  He reports he had 1 interview at Lange Electric but has not heard back.  He also sent out 12 online resumes this month.   Customer continues to make adequate contacts each week and appears motivated to find employment.  Waiver to be continued.”
Here is an EXAMPLE ONLY of an appropriate 28 day entry for a customer that is not turning in adequate work search records:

“Customer turned in work search records through 9-20-09.  However, this customer continues to look for work at the same two locations that he did last month.  He continues to report just one contact per week.  I had discussed with him last month that this is not appropriate work search and that he will need to make more contacts and expand his area of search.  He has not improved this month. I will contact him to see if he will correct this.  If no response, IDES will be notified that work search is not appropriate and a Potential Suspension will be entered.”
Here is a SAMPLE ONLY entry for a RECALLED customer:

Customer called today to report he continues employment back at North American Lighting.  He is hopeful that the position will change to FT status at the beginning of the year.  He continues to work as a temp at this time.  Waiver to continue.

Here is a SAMPLE ONLY of a customer who has become employed and is currently in 90 day follow up:

Customer called in today and stated the new job at Wessel’s is going great. He continues to be satisfied and plans to remain in this position. Reminded customer of 90 day follow up agreement upon employment and that we have one more month of contact before we close his file.  He reports he will call back next month to update me.  After next month, if everything is going well and job appears stable, this file will be closed as successful.”

Here are SAMPLES ONLY of 28 day entries when the customer is
 Non-Compliant with 28 day contact:

“Customer missed 28 day contact date and no work search was received and there has been no contact from customer.  1st letter of Non-Compliance was mailed out today.  Waiver to continue.”

Fill out the 1st letter and make a copy for the file.   Mail to the customer and if the customer does not respond to the 1st letter in 7 days, fill out 2nd Non-Compliance letter, make a copy for the file, and mail to the customer.  You will then make this entry in to the28 day Status screen:
“Customer was given 7 days to respond to 1st Non-Compliance letter.  There was no contact from the customer or no work search received.  2nd letter of Non-Compliance was sent out today.  Waiver to continue.”

If the customer still does not respond in 7 more days from the 2nd letter being mailed, fill out 3rd Potential Suspension letter, make a copy for the file, and then mail the 3rd “Potential Suspension” letter.  You will then make this entry into 28 day status screen:
“Customer has not responded to 2 letters of Non-Compliance.  Potential Suspension letter was mailed out today.  Customer has 7 days to respond to this letter.  If no response in 7 days, Waiver Revocation letter will be sent by Certified mail to notify customer. Potential Suspension entry was completed in 28 day Status screen”

VERY IMPORTANT NEXT STEP!!!  
ADD POTENTIAL SUSPENSION ENTRY INTO STATUS SCREEN!!!

Go the customer’s Application Menu 
Click on “List TAA Status”

Click “Add TAA Status”

At “Status” line, drop down box and choose “Potential Suspension Request”

Fill in “Status Start Date” with the day you mailed the 3rd Potential Suspension letter

At “Suspension Request Reason” line, drop down box and choose “Failure to meet qualifying requirements of TRA”

Click “SAVE”

NOTE:  If the customer resolves the issue of non-compliance, come back to this entry and close it by using the date the customer re-initiates contact and provides any documentation needed.  Make a 28 day status entry that the customer made contact and is back on track.  Explain what the customer did to resolve the issue of non-compliance.

If the customer does not respond to the 3rd Potential Suspension letter within 7 days, fill out the 4th and final “Waiver Revocation” letter, make a copy for the file, and send by certified mail.
Make a 28 day Status entry with the date you mailed out the certified letter and state the following:  
“Customer did not respond to 1st and 2nd Non-Compliance letters.  He also did not respond to a Potential Suspension letter”  4th Certified letter was mailed today notifying customer that the waiver has now been revoked.  File to be closed.”

Once you have completed entries into the 28 day Status screen, you will want to copy and paste activities into your case notes.  Please remember that if you have additional personal information that you would like to document, this should be added to the case note, NOT the 28 day status screen.  Please use the status screen for job activities only! Here is the procedure to copy and paste your 28 day entries into case notes:

16.  Highlight and copy the Comment” section in the Status screen before you save. You will be pasting this to a case note.

17. Click “SAVE” before you exit the Status screen

18. Click “Add Case Notes” on the Application Menu
19. Fill in box with the same date you used in the 28 day stats screen entry.

20. Drop down “Program” box and select “TAA/NAFTA

21. Drop down “Note Category” and choose “General”

22. In “Note Subject” line, identify action taken on this day.  Do NOT make “Note Subject” lines repetitive or generic.  Make it easy to identify what is happening with your customer! 
23. In “Case Note” section, you can copy and paste your 28 day status entry into this box.  If you have additional personal information you want to document, add it at this time.

24. Click “Save and Return”
Be sure to file all of the customer’s Work Search records in the file with the most recent date on top.  File Waiver Contact Cards on top of the Work Search if the customer fills one of these out.
IMPORTANT!  For customers on a waiver who are looking for employment, please be cautious to NOT do the following:  If a Work Search record is due and the customer calls in to say he will be sending it soon, this is NOT an appropriate 28 day contact!  The point of the 28 day contact is to review the work search records and provide feedback and assistance to customers in the areas of job search assistance.  It is acceptable to make a case note that the customer contacted you by phone to say he/she was mailing the records, however, this is not a 28 day contact if you do NOT have Work Search Records in your hand at the time the contact is due!  Do not enter in a 28 day Status entry if you have not received appropriate work search!  Follow procedures for non-compliance and mail out the Non-Compliance letters.  Do not wait around for work search records that may or may not be coming in the mail.  Past experience shows that sending out the Non-Compliance letters in a timely manner when the work search is past due is the most effective.  Once the customer has missed the 28 day contact date, send the Non-Compliance letters out immediately!  When or IF they do turn them in, you may then enter in the 28 day contact into the status screen.
