EPJ Recruitment and Intake:
INTRODUCTION:

Welcome to the Emergency Public Jobs Information Session.  EPJ is a program that puts people to work earning a wage while helping public and private service agencies with flood recovery.  In order to be eligible for this program, you must:  

· Have lost your job because of the flood; or 

· Be unemployed and eligible for UI benefits; or 

· Be long-term unemployed (actively seeking but have not worked in 15 weeks or more)

EPJ participants can work up to 1040 hours, or earn up to $12,000, depending on the needs of the worksite.  Wages and job requirements vary according to worksite.  
1. Document a case note (including date) about your meeting with the individual.  We need this to go into their file and common intake.  Use Case Note Sheet provided in Intake Folder.
a. Include eligibility criteria:  dislocated due to flood; dislocated per WIA definitions; long-term unemployed
2. Complete the eligibility verification for Iowa Tornado/Flood 2008 NEG

a. Attached the appropriate document to verify eligibility.

3. Review completed application and ensure all information is completed.

4. Complete Worker Skills, Interest, ad Work Requirement Assessment Form

5. Complete Consent to Share Wage & Employment Information

6. Complete Accident Information/ Medical Release for the WIA Employment and Training Program
EMPLOYMENT DOCUMENTS
7. Complete W-4 Form.  

8. Obtain Photo Copy two forms of identification (See Employment Eligibility Verification Instructions) one form of identification from list A; OR one form of identification from list B AND one form of identification from list C  (OC will complete I-9 form using these documents)
9. Applicant must complete Kirkwood Community College Payroll Direct Deposit Authorization Form (send return envelope if they need to get account information)
10. Complete Personal Health and Medical Record Form, provide voucher for physical.  Have applicant take form to physician with return envelope to KRC –to be filed with the intake file.  If doctor won’t accept voucher, advise participant we can reimburse
11. Review Participant Handbook, have participant sign, keep signed copy of signature page in file, give handbook to participant.
12. Review the SAMPLE timesheet and SAMPLE Worksite Employment Agreement with the applicant and explain that they will receive these when they are assigned to a worksite.  They can take the samples with them.
13. Inform the applicant of next steps:

a. Once the physical has been returned, you will be notified when a worksite becomes available, the types of jobs needed on the worksite, and when you will start to work. Worksites will become available periodically, so placement at a worksite will depend on the number of jobs available and your placement and skills in the worker pool.  Safety training may be required by worksite prior to placement.
14. DUA, UI, and FIP will be impacted by wages earned through EPJ employment.  If you need more information, please contact an IWD UI advisor or your DHS Income Maintenance Worker.
