Step-By Step Instructions for TAA/TGAAA

 Rapid Response Meetings
STEP ONE:

 When beginning the process of a TAA/TGAAA Rapid Response event, all potential TAA/TGAAA customers whose names appear on the official company layoff list will receive a Rapid Response Meeting Notice by mail from CEFS Staff.  This Meeting Notice will notify customers of a designated date, time, and location for the scheduled TAA/TGAAA Rapid Response meeting. Rapid Response may be conducted at a designated location, on-site at the trade-impacted workplace, or at a specified LWIA facility.  In addition, an email will be sent to all State partners alerting them to the planned Rapid Response.  An attachment of the Meeting Notice will be included in the email.
STEP TWO:

Rapid Response Orientation packets will be assembled and shall include the following paperwork:  


1.  TAA or TGAAA Standard Application



2.  TAA Bona Fide Application for Training (TAA ONLY )


3.  TAA or TGAAA Benefit Rights and Obligations



4.  TAA Waiver of Training (TAA ONLY). 

                             NOTE: TGAAA Waiver will be issued at Intake appt. ONLY, not 

                             at Rapid Response! 


5.  Customer Profile



6.  WIA Survey for Workers Assistance



7.  Illinois workNet flyer


8.  CEFS-LWIA 23 Office Contact Information List



9.  Agenda
                       10. Date Finder (generic, which will provide 28 day contact dates)
                       11. Personal letter from CEFS Director

                       12. HCTC Customer Information Sheets

                       13. TAA or TGAAA and WIA brochures
                       14.  Pens for customers 

                       15.  Bi-Folder to place forms inside

 STEP THREE:         
Upon arrival to the Rapid Response meeting, CEFS Staff will hand out Rapid Response Orientation packets and also give customers a printout of their IDES Basic Claim Inquiry Screen.  This form is temporarily given to customers in order to confirm their “Last Day of Work” as it is reflected in the IDES system. This form is NOT for customers to keep.  ALL IDES Basic Claims must be collected after the required forms are completed as this form becomes a part of their TAA or TGAAA file documentation. CEFS staff will review all paperwork turned in by customers before the meeting is adjourned.  If an IDES Basic Claim is missing, the customer will be asked to turn it in.  The IDES Basic Claim is used at Rapid Response to ensure accuracy when customers complete the required forms as they are required to write down their last day of work in multiple places on the required forms.  This procedure has proven to prevent errors on TAA/TGAAA required forms and ensures CEFS data is compatible with IDES data for entries into IWDS and for monitoring purposes.

In addition, CEFS staff will direct all customers to complete the Customer Profile and the WIA Survey for Workers Assistance Form. (These two forms are attached to the outside of the Orientation packet for customer convenience). These will be collected by CEFS staff.  
STEP FOUR:

CEFS staff will extend a Welcome to TAA/TGAAA customers, make introductions of State presenters, and provide opening remarks.  A brief history of why the company was approved for TAA benefits will be provided by CEFS staff.  CEFS staff will then review required forms with customers in detail to ensure benefits, obligations, and eligibility requirements are understood by the customers.  CEFS staff will assist customers in completing required forms accurately by reviewing forms step-by-step. The Date Finder will be reviewed and customers will have knowledge of requirements for 28 day contact. An explanation of the 28 day contact dates on the Date Finder will be explained as well as informing customers of potential consequences if the 28 day contact rule is not followed.  After completion of the required forms, these forms are collected and copies will be made for the customers while they listen to the rest of the scheduled presentations. Originals of required forms will be retained by DWS staff.  In addition, the IDES Basic Claims will be collected as well as the Customer Profile and Worker Needs Survey.  Reminder! All IDES Basic Claims must be accounted for before the meeting is adjourned!
STEP FIVE:

 An IDES staff representative will also attend Rapid Response meetings and will review information regarding UI/TRA benefits and assist customers in completing IDES Form #55, which is the form to apply for TRA benefits.  State representatives from the Department of Insurance, Department of Financial and Professional Regulations, AFL-CIO, and Healthcare and Family Services will also attend Rapid Response Meetings to provide pertinent information on HCTC, Cobra insurance, Credit management, stress management, healthcare options, etc.

STEP SIX:

 A Question and Answer period will be offered to ensure customers’ understanding of eligibility and customer responsibilities.  Once all questions are addressed, the customers are directed to schedule Intake appointment times.  Intake days have already been designated prior to Rapid Response, so schedules are at the checkout tables and customers simply indicate a time that works best for them.

DWS Staff will provide customers with an Intake Documentation Checklist to ensure customers bring appropriate documentation to the Intake appointment.  The appointment date and time will be written at the top of the customers’ Documentation Checklist. TAA/TGAAA customers will be reminded to check the Documentation Checklist before coming to the Intake Appointment to ensure they have all documentation in order to complete the Intake process.
