IMPORTANT REQUIREMENTS FOR
CUSTOMERS IN TRAINING

When a customer begins a training program, he/she continues to be obligated to remain in monthly contact.  The customer is no longer bound by the 28 day rule; however, he/she is required to maintain monthly contact by filling out a Monthly Contact Form, and turning in attendance/mileage forms on a monthly basis. 

On-Line Class Requirement:

If the customer is taking on-line classes, verification of participation is required.  Each month, the customer must request written documentation (an email is acceptable) from the instructor (s) to verify continued participation in on-line classes.  Failure to provide this will be cause to enter in a “Ceased Participation in Training” line into the TAA/TGAAA Status screen.  The customer’s money may stop until the documentation is received.  Please do not overlook this important requirement!

Absences from school:

 Attendance/mileage forms must be filled out completely with all of the instructor’s signatures accounted for each week.  Check to make sure the customer has signed and dated the form.  Case managers will need to double check to make sure customers are not putting down days they attended when the school was closed.  This happens often and case managers should be familiar with the college schedules to be able to accurately determine whether the school was open or closed.  Customers and case managers should be familiar with the school’s schedule and know what days holidays fall on and any other school activity where the college may be closed.  The customer must bring in documentation from school if there is a closing due to inclement weather.  There is usually a posting on the college website that states they are closed due to weather. A printout of this is required for the file.

If the customer missed school and did not discuss the absence with his/her case manager, this is cause for a Ceased Participation to be entered and possible suspension of benefits until the customer notifies the case manager as to why there has been an absence from school.  The case manager must make a determination if the reason for absence is Justified or Unjustified.  Whether the absence is Justified or Unjustified, the case managers must document this in a case note as to why they made this decision.  When a customer turns in attendance forms, check very carefully for any absences and immediately contact the customer for an explanation.  This is looked at carefully by monitors and case managers must determine whether absences are justifiable and document this decision.  Any absence, whether justified or Unjustified, MUST be entered into the TAA Status screen as a “Ceased Participation in Training” entry. The case manager has a choice to excuse or not excuse the absence in this entry.  EVERY MISSED DAY OF SCHOOL MUST HAVE AN ENTRY INTO THE TAA STATUS SCREEN UNDER “CEASED PARTICIPATION IN TRAINING.”

Failure to turn in Attendance forms

When a TAA customer fails to turn in a monthly attendance form on or before the due date, a “Ceased Participation in Training” entry must be added in the TAA Status Screen.  Do not delay doing this.  The customer must prove each month he/she is attending school.  If case managers do not receive attendance forms, this entry must be immediate. This entry is recognized by the IDES system and causes the customer’s Unemployment benefits to STOP until the attendance form is turned in. Usually this will get the customer’s attention and prohibit any further delays in receiving attendance forms.  The case manager should not be making repeated attempts to contact the customer to get attendance forms. The customers are adults and were given schedules to follow.  If they do not turn in attendance forms, the money may stop. If the customer does not respond, the case manager should notify the TAA Coordinator.  The customer risks being exited from the program and forfeiting all further TAA benefits should he/she remain non-compliant with attendance.

If two months have passed with the customer failing to turn in documentation, a Potential Suspension must be entered.  This entry sends the message to IDES that the customer remains non-compliant and the training will be terminated.  Be sure to document any attempts to contact the customer before making a decision to enter a Potential Suspension.  Please contact the TAA Coordinator before entering any Potential Suspension!

General Reminders regarding TAA Training
TAA customers in training continue to get paid while they are going to school.  As long as the customer makes monthly contact and turns in attendance forms, there is no problem.  The case manager will enter in a case note a summary of what the customer wrote on his/her contact form as well as document that attendance was turned in.

TAA customers must attend Full Time training each semester! Customers cannot drop classes that cause them to fall below FT status or they may find themselves responsible for tuition payment and paying back their UI benefits. They must sign up for Full time and they must STAY in Full time, even if it means taking a failing grade. 

NOTE! TGAAA customers who meet criteria for part- time training are exempt from full time status rule.  However, TAA customers must maintain FULL TIME status every semester. TGAAA customers who choose part-time training will NOT receive TRA benefits! Very important!  Always encourage TGAAA customers to remain in training FT in order to continue receiving UI/TRA while they complete school.
When a customer requests supplies, tools, etc., these must be listed on the Syllabus at the beginning of the semester.  Any supportive service that is not listed will not be covered.  TAA does not accept notes from instructors stating additional supplies will be needed.  If a customer does get an addendum to the supply list that is not on the syllabus, case managers do have the option to pay for it from WIA funds since the customer will most likely be co-enrolled.  Licensure exams, certifications, etc. cannot be paid from TAA funds. Use WIA funding for this. Reminder!  Graduation fees should be added to the ITA at the beginning of the training program so these expenses can be charged to the TAA/TGAAA grant.  

Grades must be received from the customer at the end of EACH semester. This is a requirement for the TAA/TGAAA file. 

IMPORTANT!!  If the customer is a continuing student, vouchers should be issued ONLY if the customer has turned in grades from the previous semester and all attendance forms have been accounted for from the previous semesters.  Do NOT issue a voucher unless these items are in the file!
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