REVOCATION OF A WAIVER/EXIT INSTRUCTIONS

 FOR CUSTOMERS THAT HAVE 
BEEN ISSUED 4TH REVOCATION LETTER
Before you revoke and exit, check the following:
****Do not revoke a waiver unless you have all 28 day waiver review entries 
up-to-date with reference to customer being issued 1st, 2nd, 3rd Suspension letter, and 4th Revocation letter in 28 day Status Screen and casenotes
(Check to make sure the Potential Suspension was also entered in Status screen)
****Check work search records to make sure they are accounted for and documented in Status screen , case notes, and Form 15.
NON-COMPLIANT RECALL CUSTOMERS:

****Employment Questionnaire must be completed with Recall information if customer was RECALLED but still Non-compliant
**** Recalled Employment history must be added to the Work History screen in IWDS to reflect day customer was called back to work  OR if customer obtained NEW employment, new Work History screen needs completed
Step-by-Step Instructions

1. Click  “Application Menu”
2. Click “List Enrolled Services” in Application Menu

3. Click on “Issued Waiver” line
4. DO NOT change the Planned End date line.  Leave this date as is.

5. Fill in the next Box that reads “End Date” with the date you mailed 4th letter(exit date)
6. Go down to the “Current Status” line that reads “Open” and drop down your menu.  Change this line to now read “Unsuccessful Completion” 
7. Go down to the “Comment” line and start a new line. Use the same date you chose to exit and type “Waiver revoked. Customer continued to be non-compliant with 28 day contact and turning in work search. 4th certified letter mailed to customer.”
8. SAVE

9. Click on  “Application Menu”

10. Click on “List TAA Status”

11. Click “View” on “Waiver from Training Requirement” line

12. Go to “Status End Date” line and CHANGE this date to the same date you chose to exit file (date you sent 4th letter)
13. SAVE

14. 14.  Click “View” on “Waiver from Training Requirement” line again.

15. Click on “28 Day Review” Button

16. Click on “Add 28 day Review” button

17. Fill in “Review Date” with the same date you chose to exit file
18. Fill in “Method of Contact” line with “Other” from drop down menu

19. Fill in “Outcome” line with “Waiver revocation initiated” from drop down menu

20. In Comment section, type “Waiver revoked. Customer continued to be non-compliant with 28 day contact and turning in work search. 4th certified letter mailed to customer.”  If customer was non-compliant, but was Recalled, indicate this in the note.
21. SAVE

22. Check 28 day entries.  Did you document 1st, 2nd, and 3rd letters when they occurred in the 28 day status screen?  If not, add a 28 day status to reflect when these were mailed. Do you see Potential Suspension entry in 28 day Status screen?  If not, add this with the date you mailed the 3rd Potential Suspension letter.
23. Click on “Application Menu”

24. Click on “List TAA Status”

25. Click “Add TAA Status” button

26. In “Status” box, use drop down menu and choose “Waiver Revoked”

27. Fill in “Status Start Date” line with the date you chose to exit file (date 4th letter was mailed)
28. Go down to “Revocation Reason” line and use drop down menu to choose  “Other”
29. In Comment Section, type “Waiver revoked. Customer continued to be non-compliant with 28 day contact and turning in work search. 4th certified letter mailed to customer.”
30. SAVE
31. Click on “Add Case Note”

32. Fill in Contact Date line with the same date you chose to exit file(date 4th letter was mailed)
33. Fill in Program line with TAA/NAFTA from drop down menu

34. Fill in Note Category line with “General” from drop down menu

35. Fill in Note Subject line with the words “Waiver revoked today.  4th certified letter mailed.”

36. In Case Note section, type a summary stating that waiver was revoked due to customer being non-compliant and that customer was sent 1st, 2nd, and 3rd Potential Suspension letter.  Also include that you had no response from customer so the waiver was revoked and a certified letter was mailed to customer to notify of the revocation.

37. SAVE

38. Check case notes and make sure your notes match the dates in the Status screen that you mailed the 1st , 2nd, 3rd, and 4th letters.
39. Find “Revocation” section on the green paper waiver.  In this section write “Customer continued to be non-compliant with 28 day contact and turning in work search records.”  Sign your name in this section and then date this section with the same date you chose  for exit.

40. For older files that have the TAA Form #015, enter in a line on this form with the same date you chose to exit, circle “No” on the first question and “Yes” on the second question.  Write “Waiver revoked. Customer remained non-compliant with contact”  
41. Check TAA Form #015 to ensure that entries were made to reflect when 1st, 2nd, and 3rd letters were sent out.
42. Click on “Application Menu”

43. Click on “Exit Summary” on bottom right of page

NOTE: NUMBER 44-62 is only to be followed if the customer was Recalled but still non-compliant with contact. If customer has simply received 4th letter due to Non-compliance of 28 day contact and did not go back to work, skip to Number 59

44. At the “Employment at Exit” line, click “Update”

45. Click “Pick Job” in box

46. Click “Add job”

47. Using your printout of the old information from trade-impacted employer, begin typing in the new information to reflect RECALL.

48. Type company name customer was recalled to

49. At “Employment Status” screen, drop down menu and choose “Recalled”

50. At Start Date”, type in date customer was recalled to work

51. Complete the rest of the boxes with the information you see on your printout.  If wage, job, etc., has changed since the customer was recalled, make corrections in these areas.  Otherwise, type in the same information you see on the printout. Answer “Received Rapid Response Services” NO on this new screen.

52. SAVE

53. Click “Pick” on NEW employer information (make sure you choose the newest entry!)
54. On “Source Employed” line, select “Written documentation” from drop down menu (This is supported by having the Employment Questionnaire on file)
55. On “Job Type” line, select “Covered under UI” from drop down menu

56. On “Related to Training” line, select Yes or No if new job is related to training completed prior to new employment
57. On “Determination Method” line, select the bottom circle “Other appropriate method” if the new employment does not relate in any way to training
58. SAVE (This will automatically insert the new employment in the “Employment at Exit” box on the Exit Control Panel page.)

59. Stay on the Exit Control Panel page. Look at the top of this page and locate the box that shows “General”. Click on “Update” 

60. Type comment  “Waiver revoked. Customer continued to be non-compliant with 28 day contact and turning in work search. 4th certified letter mailed to customer.” However, if customer was Recalled and non-compliant, type “Waiver revoked today.  Customer was recalled to (company name) and has been working FT permanently since  (type recall date).  Customer has remained non-compliant during Recall”
61. Click drop down box on “Exit Reason” and choose “Voluntary” if the reason is strictly non-compliance or pick “Recalled” if customer was recalled but remained non-compliant with contact.
62. SAVE

63. An automatic message will come up that reminds you if you choose to exit, it cannot be changed.  Click “Exit Customer”

64. Send file to TAA Coordinator for Exit Review
