LWIA 23 Merit Staff Procedures for 
Change in Training Plan
1. STOP!  Before modifying a training plan, contact the TAA Coordinator to discuss reasons for the modification request and to obtain local level approval before making any entries into IWDS.  Do NOT notify customer of approval until AFTER the State has responded.
2. If a customer has to modify his/her training plan, this must be documented on the IEP in a case note, and on the “IEP” Status entry screen.  The change has to be approved by the State.  Caution:  If a customer is requesting to add additional training weeks onto the original training plan, the case manager must be very cautious to ensure that the customer is not going over his/her allowable weeks.  Once the case manager has established the customer has enough weeks to extend a training plan and the modification has been approved at the local level, you may proceed to the next step:
3. Fill in the section of the IEP that indicates there is a change in training.  This section requires a signature by the customer and the case manager.

4. For new customers who came into the program after 2/14/11, an “IEP” entry should already exist in the Status screen as this would have been entered when the customer started training.  Directions for new customer on or after 2/14/11:  In order to change-modify the training plan, it is necessary to click on the existing “IEP” entry and enter   additional information into the Comment section of the IEP to reflect the reason for the revision.  This additional information needs to be specific and should include detailed reasons to justify why the customer needs more time to complete training.  The reason must be specific as to why the customer failed to meet the deadline for graduation.  In addition, the added expenses should be included in this section with a dollar amount as to what will be added to the ITA.  Also, the State wants case managers to be clear as to how many weeks of training have been completed and how many additional weeks the customer is requesting in order to extend the training plan to be able to complete. Directions for older customers who do not yet have an IEP entered on the Status screen:  It will be necessary to add an “IEP” entry into the Status screen to reflect that a change-modification has been requested/approved.  For both new and older customers, it is necessary to write in the Comment section as to why the modification/change in training plan is necessary.  This additional information needs to be specific and should include detailed reasons to justify why the customer needs more time to complete training.  The reason must be specific as to why the customer failed to meet the deadline for graduation.  In addition, the added expenses should be included in this section with a dollar amount as to what will be added to the ITA.  Also, the State wants case managers to be clear as to how many weeks of training have been completed and how many additional weeks the customer is requesting in order to extend the training plan to be able to complete.
5. Add a case note to reflect the change in training plan and reasons why it is necessary.  You may copy and paste the case note from the comment section of the IEP to ensure all information has been included in the case note.
6. Modify the #007 Individual Training Account Projection to include any additional expenses in tuition, fees, travel, etc.  Draw one single line through total and initial, writing new totals to the side to reflect changes. Change the Projected End Date on this form as well by crossing through one time only and writing new date in.  All changes have to be initialed by the case manager on this form.  Once the changes have been completed, the case manager will write “Modification” in the top right corner of the Form.
7. Change the Projected End Date in IWDS on the Training Service Record to reflect the modified training plan.

8. Change the Projected End Date on the Notice of Selection to reflect the modified training plan.

9. Send an email with attachments of the revised #007, the revised IEP, and written confirmation in this email that IEP Status entry has been updated, the Notice of Selection End Date and the Projected End Date have been changed in IWDS.  The TAA Coordinator will review attachments and IWDS entries.  If everything is in order, the information will be sent to the State for approval.

10. The State will respond by email to the TAA Coordinator with an approval/denial of training plan change-modification request.
11. The TAA Coordinator will forward the State’s confirmation email to the assigned case manager.  The assigned case manager MUST print out the confirmation email and attach it to the #006 Verification of TAA Training form in the file.  A case note must be added to reflect approval of Change in Training plans.
12.  Give copy of revised Notice of Selection to IDES for their records to notify them of the change in training plan.
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