REVOCATION OF A WAIVER/MERIT STAFF APPROVAL/EXIT INSTRUCTIONS

 FOR CUSTOMERS THAT HAVE BEEN EMPLOYED 90 DAYS
Before you revoke, check the following:
****New Merit Staff Procedure:  Form 003a MUST be signed by the customer before revocation can be completed for 90 day follow up! 

****Employment Questionnaire must be in file

****Do not revoke a waiver unless you have all 28 day waiver review entries 
up-to-date with reference to 90 day follow-ups for the last 3 months 

****All work search records must be in file prior to employment!

Step-by-Step Instructions

1.  Search customer’s name.  Click  “View” on TAA application

2. Click “List Enrolled Services” in Application Menu

3. Click on “Issued Waiver” line

4. Fill in the Box that reads “End Date” with the date that reflects 90 day completion of follow-up (this date should be at least 90 days since 1st day of new employment.) 

DO NOT change the Planned End date line above this.  Leave this date as is.

5. Go down to the “Current Status” line that reads “Open” and drop down your menu.  Change this line to now read “Successful Completion”

6. Go down to the “Comment” line and start a new line. Use the same date you chose that reflects 90 day completion of follow-up and then type “Waiver revoked. Customer completed 90 day follow-up and remains in full-time employment.”

7. SAVE

8. Click on  “Application Menu”

9. Click on “List TAA Status”

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

11. Go to “Status End Date” line and CHANGE this date to the same date you chose that reflects 90 day completion of follow-up.

12. SAVE

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

14. Click on “28 Day Review” Button

15. Click on “Add 28 day Review” button

16. Fill in “Review Date” with the same date you chose that reflects 90 day completion of follow-up
17. Fill in “Method of Contact” line with “Other” from drop down menu

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

19. In Comment section, type “Waiver was revoked.  Customer completed 90 day follow-up and remains in full-time employment

20. SAVE

21. Click on “Application Menu”

22. Click on “List TAA Status”

23. Click “Add TAA Status” button

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

25. Fill in “Status Start Date” line with the date you chose that reflects 90 day completion of follow-up
26. Go down to “Revocation Reason” line and use drop down menu to choose  “Other”
27. In Comment Section, type “Waiver revoked. Customer completed 90 day follow-up and remains in full-time employment.”

28. SAVE

29. Click on “Add Case Note”

30. Fill in Contact Date line with the same date you chose that reflects 90 day completion of follow-up
31. Fill in Program line with TAA/NAFTA from drop down menu

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

33. Fill in Note Subject line with the words “Waiver revoked today.  Customer completed 90 day follow-up”

34. In Case Note section, type a summary stating that waiver was revoked due to customer completing 90 day follow-up since becoming re-employed.  Also include the name of the new employer in this case note and a brief summary of customer’s satisfaction with his/her new employer and his/her plans to remain permanently.
35. SAVE
STOP!  
Step by Step Instructions on how to request revocation approval from the State!
1. STOP!  Before requesting a revocation, review all Status screen entries to ensure nothing is missing and all 28 day entries are accounted for.  Check case notes to ensure they match Status screen entries. Review the green paper waiver for accuracy (double check to make sure you have any extensions documented) After all entries have been checked, complete the following steps:
2. Double check to make sure you have a signed #003 Waiver Termination form in the customer file before requesting a revocation from the TAA Coordinator.
3. The case manager will generate an email to the TAA Coordinator to officially request a Waiver Revocation.  In the Subject Line of the email, type “Waiver Revocation Approval for (Customer name) from LWIA 23.”  In the body of the email, type “Please review waiver revocation entry on (date)in IWDS.”

4. The TAA Coordinator will review request for revocation and if all is in order, TAA Coordinator will forward request to the State for approval.
5. The State will respond by email to the TAA Coordinator with an approval/denial of waiver revocation.
6. 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 place in the customer file.  A case note MUST be added to reflect the State has approved the Revocation.
7. Case Manager must complete the Revocation section of the green paper waiver AFTER the State has approved.  Use the date the State approves revocation as the date on the green waiver.

8. Once the State has approved the revocation, continue on with exit procedures.

9. Go back to the Application menu

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

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

12. Click “Pick Job” in box

13. Click “Pick” on NEW employer information (make sure this screen is completed!)

14. On “Source Employed” line, select “Written documentation” from drop down menu (This is supported by having the Employment Questionnaire on file)

15. On “Job Type” line, select “Covered under UI” from drop down me

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

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

20. Type in Comment Section “Customer has been employed 90 days and plans to remain in this position. Waiver revoked.”

21. Go to “Exit Reason and click drop down arrow.  Select “Entered Unsubsidized Employment”

22. SAVE

23. The computer warns that you are about to exit the customer.  Click “Exit Customer” and computer will automatically exit for you
24. For older files that have the Form #15, enter in a line on this form with the same date you chose that reflects 90 day completion of follow-up
25. Circle “No” on the first question and “Yes” on the second question.  Write “Waiver revoked. Customer completed 90 day follow-up” and then put your initials on the line.

26. Send file to TAA Coordinator to complete the Exit process.  TAA Coordinator will send to Central Office.
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