DIRECTIONS ON HOW TO EXTEND A WAIVER
ALL WAIVER EXTENSIONS MUST BE COMPLETED AT LEAST 
2 WEEKS PRIOR TO EXPIRATION!!!  

Directions on how to see a report of when Extensions are due:

Every Monday morning, case managers need to look at the “TAA 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 “TAA Waiver Review”. Click “View Report”.  This will bring up a list of all case managers in the LWIA.  Search for your name. Look at the column “Waiver End Date”.  This column shows you which customer is getting close to needing a Waiver Extension.  Mark your calendars at least 2 weeks ahead of time, BEFORE the waiver expires, and follow the directions below to how to extend waivers.
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 Enrolled Services”
9. Click “Issued Waiver-TAA” line in center (Service Provided column)

10. At “Planned End Date” line, look at the date.  This date needs to be changed by adding 6 months to this date. Take out the old date and put in the new date.
11. Go down to the “Comment” section and type the date of when you extended the waiver.  Here is an example:  “9-30-09-Extended waiver today”

12. Click “SAVE”

13. Click “List TAA Status” on Application Menu

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

15. At “Status End Date” line, look at the date.  This date needs to be changed by adding 6 months to this date.  Take out the old date and put in the new one.

16. Click “SAVE”

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

18. Click “28 Day Review” button

19. Click “Add 28 Day Review” button

20. At “Review Date” line, put in the date that you extended the waiver

21. At “Method of Contact” line, drop down box and choose “Other”

22. At “Outcome” line, drop down box and choose “Waiver continuation approved”

23. In comment section, you must justify your reason for extending a waiver.  Please indicate why you feel the customer needs a waiver extension. 

 Here is a SAMPLE ONLY case note:
“Waiver was extended today for this customer.  Customer has been actively seeking employment and work search records are timely and are sufficient.  Customer continues to look within his skill level but has not secured employment at this time” A waiver extension is necessary to allow customer more time to seek and obtain employment at a self-sufficient level.”

24.  SAVE

25. Copy and paste this entry into your case notes.

26. Now it is time to extend the Waiver in the file.  Take out the customer file and pull out the green paper waiver.  Find the section for Extension and put in the same dates as you entered into IWDS.  

27. If you have an old TAA file, you will also need to enter this information on your TAA Form #15.
