W/ | NCOVE CHAPTER 24 - W WORKS 24.12
MAI NTENANCE MANUAL ACTI VI TI ES/ REQUI REMENTS

24.12 JOBS SKI LLS/ VOCATI ONAL TRAI NI NG

Jobs skills/vocational training enables individuals to
acquire the necessary know edge and skills to conpete in a
specific occupation. It may be used only when the
training is likely to lead to enploynent. This activity
is provided through existing resources available in the
community on a non-reinbursable basis, until such
resources have been exhausted.

This training is preparation for a specific occupation and
i's conducted by an instructor in a non-work site or

cl assroom setting. Entry into this activity is
restricted, and training is authorized only for prograns

t hat can be conpleted in 1 year or |ess.

NOTE: Some coll ege classes ny be considered to be job
skills or vocational training when the participant is
receiving the sanme kind of instruction that would be

received in a job skills or vocational training venue.

A PLACEMENT CRI TERI A

An individual, who has denonstrated the ability to do
the course work and who neets the entrance
requi renments, may participate when

- His goal is an occupation that requires
conpl etion of a vocational course prior to
enpl oynent; or

- He has no job skills, or has only obsolete or
non- mar ket abl e skills and nust be retrained to
find enmpl oynent; or

- He does not have a high school diploma/ GED, and
the skill training has been identified as an
alternative which can |l ead to enpl oynent.

B. STANDARDS

The training institution and instructor nust neet

i censing and certification standards of the
appropri ate governi ng agency. Unlicensed or
uncertified instructors are not approved for training
when |icensing or certification standards exist.
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A participant’s evaluation for an appropriate skil
training situation nmust include appropriate testing
when the individual does not have a high schoo

di pl oma or a GED

No client nay be assigned to training unless the
Worker is assured the client will accept training-
rel ated enpl oynent upon conpletion of the training.
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C. CONTRACTS

Partici pants nmust be placed into training positions on
a no-cost basis if such positions are avail able

t hrough JTPA, Departnent of Education, Veterans

Adm ni stration and ot her providers, before additional
training positions are devel oped.

County staff may wite contracts for individuals

wi t hout OFS approval for an anount up to $600.

I ndi vi dual contracts which exceed $600 nust be
approved by OFS. Group contracts are witten by county
staff, but nust be approved by OFS, regardl ess of the
anount .

1. | ndi vi dual Contracts

To negotiate a contract for an individual, the
Wor ker uses the Traini ng Agreenment, WI-34.

The Agreenment Addendum WI-35, provides a neans
to amend or cancel contracts. The W-35 is used
to change the beginning and endi ng dates, the
training content, the duration, cost, or any

ot her change in the terns and conditions of the
WI'- 34.

2. Group Contracts

I f existing resources are depleted, W WORKS
staff may establish Job Skills classes. OFS
staff nmust approve the course. G oup contracts
are only approved in exceptional instances.

Cl asses are eval uated based on cost-effectiveness
and availability of enploynment follow ng
training. For approval, submt a nmenorandumto
the Director containing:

- Name of the institution
- Nanme of the instructor
- Type of training

- Certification and background information
about the instructor and institution

- Expectati ons of enploynent for individuals
who successfully conplete the course,
i ncl udi ng docunentati on of existing openings
in the | abor market
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- Training outline, including |l ength of the
cour se

- Location of the training facility
- Total cost

A witten decision is issued by OFS. In
addition, technical assistance to negotiate and
devel op the contract is provided.

D. PAYMENT LI M TATI ONS

Paynments are limted to the paynent of tuition, books,
suppl i es and expenses associated with conpleting the
course of study. Costs for nmedical procedures, such
as Hepatitis B vaccines or physical exams, are not
included. There is a cost |imt of $500/individual.
This cost nmay be exceeded only with approval from OFS.
To obtain approval to exceed the limt, a witten
request nust be submtted to the Director of OFS and
must include: the client’s nane, address, SSN, nane
of the training facility and the occupation for which
training is sought. The request nust al so include the
usual pay rate for the occupation as well as the
current enployment prospects and | abor demands.

58 -99 - 252

7/02 46



