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Participant File Content
e Eligibility
e EEOC information )
e Military service Intake Information
e Selective Service >~
e Disclosure & concurrence
e Enrollment
e Assessment ~
e Participant outcomes

e Current participant status
Case notes throughout
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Intake Information
e Eligibility
— Objective, documented evidence individuals eligible to
benefit from grant funds
¢ |dentity/Residency

— Birth Certificates, Green Cards, Drivers
Licenses, taxes

Statement of Work

— Individuals meet standards outlined in the
proposal/SGA

Income threshold

— Pay stubs, taxes, calculations, Agency
documents

Education level

— Diplomas, certificates, ABE tests, WorkKeys
Employment status

— WARN notices, pay stubs, W-2, letters
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Intake Information - 2

e EEOC

— 29 CFR Part 37 requires grantees to make
real effort to collect data on all participants
& employees.

e Requirement specifically listed on the
Grant Notice of Obligation/Award
(signature page)

e Data includes race/ethnicity, gender, age,
disability

e |ndividuals may refuse to provide part or

all information, but grantee required to
be diligent in effort
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Intake Information - 3

e Military Service
— Jobs for Veterans Act
e Requires grantees to give priority status to veterans, and certain
veteran spouses
e Requirement specifically listed under the Special Conditions of the
grant award package.
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Intake Information - 4

e Selective Service Registration

— Grantees must verify that mandated individuals are registered with
Selective Service

e Required by the Workforce Investment Act
e Those required to register include:

e Male citizens born after December 31, 1959, aged 18 but not
yet 26, permanent resident aliens, others

e Selective Service webpage provides information, online
registration and verification tool:
https://www.sss.gov/Default.htm
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Intake - 5

e Disclosure & Concurrence

— Have participants sign-off on an
explanation of why information is
required and how it will be used

— Have participants sign-off on the rules,
expectations and commitment to the

program
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Enroliment

e Service plan and program enrollment
logically follow the assessment

e Supportive services paid by the grant
must be part of the Statement of Work
and 424a budget, allowable, reasonable
and well documented
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Assessment

e Post-enrollment, assess participants for:

— Knowledge & skill (what capacity do
people bring with them?)

— Personal interest (what are people
personally interested in?)

— Supportive Service needs (can you
mitigate problems such as
transportation, child/elder care, etc.)

Build an Individual Service Plan with each
participant
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Pair up and Discuss

e How do you formulate individual service plans with
participants? What is the process? What tools do
you use?

e What supportive services do your participants often
require? How do you address them? How do you

document them?
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Participant Outcomes

e Each grant has a set of performance measures it is trying to
achieve. Participants have an individual service plan.
Grantees must document participant:

— Start dates

— Milestone progression & participant status
— Individual & overall performance results

— Service & program completion dates

— Exit dates
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Participant Data Tools

e Different grants require grantees to provide
different information and use different
reports.

— Whatever data system you use, it must:

Be consistent
Be accurate
Capture what ETA needs
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Discussion

How do you maintain
participant information?

———
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Quick Jeopardy

What ETA wants Now we’'re Priorities
cooking!

100 500 1000
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Quick Jeopardy

ETA wants your data What are the three . _What group of
system to do what three  basic ingredients of a lnd|V|d‘uaIs ShOl_J'd you
things? good assessment? provide priority of
service?
1. Be consistent
~ Knowledge/skills Veterans
. Be accurate . .
~ Personal interest and certain
3. Capture what ETA i
~ Supportive veteran
wants
service needs spouses
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e Part IV Special Conditions of the grant award package, requires grantees
to report participant performance quarterly

— Actual vs. projected results

— Reasons why goals are not being met, and any corrective action
taken

— Other pertinent information, including technical assistance needs,
best practices, successes

— Any other data as requested by ETA
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e Qutreach

e Assessments

e Enrolledin training
e Completing training

e Job placements Mmmm - yummy goals!
e Retaining jobs
e QOther, TBD by the SGA, unique project characteristics, etc.

— Participant measures for Individual grants vary
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SMART Measures

* Specific

— How many, how much? Use numbers, percentages.

* Measur‘able

— How will you know individual & project goals are met?

* A’r’rai nable
— Say “no” to cakewalk goals, but “yes” to stretch goals.
* Belevan’r

— Is this measure really necessary?

° Ii mely

— When are goals due and what are the milestones?
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Lost in Translation:

Clarity Helps, Complication Hurts

...realize that this project hits major
premises immediately, and where
differences in policy preferences result
directly from those different premises
(basically whether the aligned relationship
between training and placements) it
seemed that applying various methods of
assessment to a particularly unproductive
workforce climate could point toward
how to conduct outreach productively
under even the most difficult of
circumstances. So, the enrollments and
the job retention correlation will provide
both meaningful wages and a measure of
security in applying the rhetorical
theories, enabling participants to achieve
even further...
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mance Funnel

e&——— Qutreach — 475

o—— Assessment — 400

° Enroliment — 312 (78%):
Notes X — 125
Job Placements Y —187
defined as “training- ° Enrollees Completing:

related,” with a
target wage or

X — 100 (80%)
Y — 150 (80%)

increase
® Completer Job Placements:
Duration of Job X =85 (85%(’))
Retention measure Y — 128 (85%)
must be defined . Placements retaining jobs:

- X — 68 (80%)
Y — 102 (80%)
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Participant Service Flow

Simple Diagram of Project Components

Intake Referral
l N
Eligibility Placed in
X Training
Yl T \
Enrollment and Concurrent Job Placement
Assessment Mentoring & Follow-Up
Employer Placed in
Input Y Training
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Questions & Discussion

How do you track
participant outcomes?

——
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Double Quick Jeopardy

Are you smarter .
Geometry than 3 5th Mapping

grader?

1000 1500 2000
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Participant flow
This shape is What does each  diagrams can help

often used to letter of the grantees and ETA
visualize SMART acronym  understand V}/hat
participant represent? IS BnEl
oerformance participants?
Specific How participants
A funnel Measurable move through the
Attainable program, where

they are at any

time, transition
Timely noints...

Relevant
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