About the Anne Arundel Workforce
Development Corporation

AAWDC has a long history of providing extensive employment and training services to all county residents.  Beginning in 1972 as the Office of Manpower, a county agency, it provided services under the Comprehensive Employment and Training Act (CETA).  For 17 years it was the county’s designated agent for administering services under the Job Training Partnership Act (JTPA). In 1993, the organization transitioned from county status to its present non-profit designation and became known as the Business and Workforce Development Corporation.  In 1999, the agency was charged with the responsibility of implementing workforce development services under the new Workforce Investment Act (WIA).  The agency has operated as the Anne Arundel Workforce Development Corporation since January 1, 2002.  

AAWDC is the agency designated by the State of Maryland and County Executive as the One-Stop operator for Anne Arundel County and the administrative entity for the Anne Arundel Workforce Investment Board.  In partnership with the Maryland Department of Labor, Licensing and Regulation and other workforce organizations, AAWDC manages the Anne Arundel One-Stop Career Center in Glen Burnie and several satellite offices to deliver a variety of services tailored to the needs of both job seekers and employers.

A small sample of core services include resume writing assistance, interest and skills inventories, job leads and listings, labor market information, and financial aid resources information.  Individuals in need of additional assistance may access additional services, which include individualized career counseling, support service payments, and specialized assessments.  Jobs seekers who meet federal eligibility requirements may also qualify for job training provided by a state-approved vendor.      

Orientation sessions to acquaint job seekers with the myriad of services available are held weekly.  Job seekers can make appointments to meet with career consultants to better discuss their individual needs.  Job seekers are also encouraged to use the One-Stop Career Center as their base for job search activities.  Fax machines, photocopiers, telephones, periodicals, computers, and other resources are available for job seekers’ use at no cost.   Employability workshops, English as a Second Language (ESL) classes, computer software tutorials, and other networking events are held at the center on a weekly basis.  

AAWDC received the PASS Program Grant through the Department of Labor’s Center for Faith Based and Community Initiatives.

The Department of Labor’s Center for Faith Based Community Initiatives Mission Statement

	

	The Center for Faith-Based and Community Initiatives (CFBCI) at the U.S. Department of Labor (DOL) seeks to empower faith-based and community organizations (FBCO) as these organizations help their neighbors enter, succeed and thrive in the workforce. We target those organizations that are trusted institutions providing valuable services but that may not be partnering with government programs.

	To accomplish this mission, we work to remove administrative and regulatory barriers and develop innovative programs to foster partnerships between DOL-funded programs and FBCOs. We educate organizations about local opportunities to collaborate with and about opportunities to participate in national grant programs. We also work with local government officials and administrators to integrate faith-based and community organizations into the strategic planning and service delivery processes of local Workforce Investment Boards. 


Equal Treatment of Religious Organizations/

 Faith Based Initiative
On July 12, 2004, DOL published a final regulation in direct response to Executive Order 13279 (12/16/02), which charges executive branch agencies to give equal treatment to faith-based and community organizations that apply for Federal financial assistance to meet social needs in America’s communities.

The purpose of the regulation is to:

(1) Ensure that USDOL programs and activities are open to all qualified organizations, regardless of their religious character.

(2) Establish clearly the proper uses to which USDOL financial assistance may be put.

(3) Establish the conditions for receipt of financial assistance.

Expenditures

All expenditures must be compliant with the United States Office of Management and Budget’s “Cost Principals for Non-Profit Organizations,” known as the OMB Circular.

You have been provided a copy of the OMB circular and will be expected to strictly adhere to all protocol set forth in that publication.  

AAWDC is always available to answer your questions regarding permissible expenditures. Remember, it is better to ask before you spend, as your organization will be expected to cover the costs of any expenditure that is not compliant with the OMB Circular.

Financial Reporting and Payment

For the services described in your contract, AAWDC will pay your organization on a monthly cost reimbursable basis, based on the monthly submission of an appropriately documented invoice, personnel worksheet and all employee timesheets for all staff paid through the PASS Program grant.  Invoices should be based on the budget specified in your organizations grant application. See invoice format and personnel worksheet on the following page.

Your organization must submit an invoice by the 5th of each month following the month in which services were rendered.  If the 5th of the month is a weekend day or holiday, the invoice should be submitted by the last business day preceding the 5th. 

Checks will be cut on or about the 15th of the month. If the 15th of the month is a weekend day or holiday, the check will be cut on the next business day. All invoices must be for allowable activities incurred during the term of this agreement. 

Your organization may apply for start up funds, which will be no more than 5% of the grant total, but will be responsible for providing documentation in the subsequent month to justify the funds expended. 

Monthly Programmatic Reporting

The standard programmatic report, created by the Department of Labor, must be submitted monthly.  This report must be submitted via email by the 7th of the month.  If the 7th falls on a weekend, the report must be submitted on the following business day.

Definitions to assist you in completing this form can be found below.  The programmatic report template can be found on the page following the definitions.  An electronic copy of the report will be distributed to you on December 3, 2004.

Definitions/Reporting Instructions

	
	

	
	Who is a participant?  A participant is an individual who is determined eligible to participate in the program AND receives any service funded by the program.  Individuals who only receive a determination of eligibility, but do not receive an additional service, are NOT participants.

	
	Who is a "new" participant?  A "new" participant is an individual who is determined eligible to participate in the program and received their first service funded by the program during the current report quarter.  

	
	Who is an "active" participant?  An "active" participant is an individual who became a program participant in a previous report quarter and is continuing to receive services funded by the program during the current report quarter.  These types of individuals are also referred to as "carry-in" participants from the previous report quarter. 

	
	What is placement?  The point at which a participant moves into unsubsidized employment (not short term), or is enrolled in education or advanced training and remains in such place for at least two weeks. Enrollees are not required to complete all prescribed services funded by the program prior to placement.

	
	

	
	Outputs: 

	
	What is an "Output"?  An output is a type of performance measure that, when tracked and reported, represents the amount of goods and services provided to customers.  Output measures are useful in defining what a program produces or delivers to participants.  Workload measures, which are designed to show how staff time or resources are allocated to respond to service demand, are most commonly reported.

	1
	Enter the total number of individuals who were determined eligible to participate in the program and received any service funded by the program during the current report quarter.  

	1.a
	Enter the total number of participants who received skills assessment during the quarter.  Initial assessment (core service) provides preliminary information regarding the individual's skill levels, aptitudes, interests, (re)employability and other needs.  Comprehensive assessment (intensive service) is a more detailed examination of these issues and may explore any number of things relevant to the development of a person's IEP.  These might include some combination or all of the following: educational attainment; employment history; more in-depth information about basic literacy and occupational skill levels; interests; aptitudes; family and financial situation; emotional and physical health, including disabilities; attitudes toward work; motivation; and supportive service needs.

	1.b
	Enter the total number of participants who received General Equivalency Diploma (GED) or Adult Basic Education (ABE) training during the quarter.

	1.c
	Enter the total number of participants who received English-as-a-Second Language (ESL) training during the quarter.

	1.d
	Enter the total number of participants who received basic or remedial education during the quarter (not GED/ESL testing).  Basic or remedial education includes reading comprehension, math computation, writing, speaking, listening, problem solving, reasoning, and the capacity to use these skills.

	1.e
	Enter the total number of participants who received computer skills training during the quarter.

	1.f
	Enter the total number of participants who received employability ("soft") skills training during the quarter.

	1.g
	Enter the total number of participants who received job search services during the quarter.  Job search services are designed to help the job seeker plan and carry out a successful job hunting strategy.  These services include, but are not limited to, career guidance, resume preparation assistance, job search workshops, job finding clubs, provision of specific labor market information and development of a job search plan.

	1.h
	Enter the total number of participants who received mentoring services during the quarter.

	1.i
	Enter the total number of participants who received support services during the quarter.  Support services are designed to assist an individual to achieve physical, mental, social or economic well being and reduce or eliminate barriers to employment.  These include, but are not limited to, health and medical services, substance abuse, mental health, child care, transportation, emergency financial services, relocation assistance, residential or housing support, nutritional and legal services.  

	1.j
	Enter the total number of participants who received any other services during the quarter.  Briefly describe the other services the particpants received.

	1.k
	Enter the total number of participants who were referred to the sub-grantee by the One-Stop during the quarter.

	2
	Enter the total number of new sub-grantee participants who were referred to the One-Stop during the quarter.

	3
	Enter the total number of hours volunteers contributed to the program during the quarter.  To obtain the total number of volunteer hours, add the number of hours each volunteer contributed to the program during the quarter.  If the exact number of volunteer hours is not known, estimate the average number of hours a volunteer contributes to the program during the quarter and multiply that number by the total number of volunteers.

	
	

	
	Outcome Measures:

	
	What is an "Outcome"?  An outcome is a type of performance measure that, when tracked and reported, represents the results a program achieves and the benefits customers get from the program.  An outcome indicates to what extent goals for the program are achieved.  Both intermediate and long-term outcomes can be evaluated. Intermediate outcomes can be useful in assessing early results when the primary goals will not be realized for several months or years.

	4
	Enter the total number of participants who were either placed in education or advanced training.  The term education includes a program at an accredited degree-granting institution that leads to an

academic degree or certificate.  Advanced Training includes an organized program of study that provides specific vocational skills that lead to proficiency in performing actual tasks and technical functions required by certain occupational fields at entry, intermediate, or advanced levels (e.g., apprenticeship).  Advanced training may be provided by a One-Stop partner following participation in the program.  

	5
	Enter the total number of participants who were placed in a full- or part-time job with an unsubsidized employer and the participant's salary is not paid with program funds.  A placement does not become official and is not included in this performance measure unless the participant is employed for 30 days within a 90 day period (i.e. 3 month follow-up).

	6
	Enter the average hourly wage of all participants who were placed in a full- or part-time job with an unsubsidized employer.  To calculate this entry, add the hourly wage rates received for each participant placed in employment from Line 5 above, and then divide the result by the total number reported from Line 5. 

	7
	Of those who were placed in unsubsidized employment, enter the total number of participants who remained employed in unsubsidized employment six months after the date of placement (i.e. 6 month follow-up). 

	8
	Of those who were placed in unsubsidized employment, enter the total number of participants who were placed in a job, left that job and were re-employed one or more times six months after the date of placement (i.e. 6 month follow-up). 

	9
	List other goals submitted with the grant application or additional goals developed for the program: _______________

	
	

	
	Demographics:

	10
	Enter the total number of participants who, at the time of participation in the program, were low income.  A participant is considered low income if he/she meets any one or more of the following conditions (WIA section 101(25)): 

   (A) receives, or is a member of a family which receives, cash payments under a Federal, State or local income-based public assistance program;

   (B) received an income, or is a member of a family that received a total family income, for the six-month period prior to registration for the program involved (exclusive of unemployment compensation, child support

payments, payments described in subparagraph (A) and old-age and survivors insurance benefits received under section 202 of the Social Security Act (42 U.S.C. 402)) that, in relation to family size does not

exceed the higher of: (I) the poverty line, for an equivalent period; or (II) 70 percent of the lower living standard income level, for an equivalent period;

   (C) is a member of a household that receives (or has been dete

	11
	Enter the total number of participants who, at the time of participation in the program, were either not employed OR, although employed, either (a) received a notice of termination of employment or the employer has issued a Worker Adjustment and Retraining Notification (WARN) or other notice that the facility or enterprise will close, or (b) is currently on active military duty and has been provided with a firm date of separation from military service.  

	12
	Enter the total number of participants who, at the time of participation in the program, were ex-offenders.  In other words, a participant has a record of conviction or is in any stage of criminal justice process.

	13
	Enter the total number of participants who, at the time of participation in the program, were veterans.  Veteran means an individual who served on active duty for a period of more than 180 days and was discharged or released with other than a dishonorable discharge, or was discharged or released because of a service connected disability, or as a member of a reserve component under an order to active duty pursuant to section 167 (a), (d), or, (g), 673 (a) of Title 10, U.S.C., served on active duty during a period of war or in a campaign or expedition for which a campaign badge is authorized and was discharged or released from such duty with other than a dishonorable discharge.    

	14
	Enter the total number of participants who, at the time of participation in the program, were homeless.  Homeless means any individual (adult or youth) is a person who lacks a fixed, regular, adequate night time residence.  This definition includes any individual who has a primary night time residence that is a publicly or privately operated shelter for temporary accommodation; an institution providing temporary residence for individuals intended to be institutionalized; or a public or private place not designated for or ordinarily used as a regular sleeping accommodation for human beings.  This definition does not include an individual imprisoned or detained under an Act of Congress or State law.  An individual who may be sleeping in a temporary accommodation while away from home should not, as a result of that alone, be recorded as homeless.

	15
	Enter the total number of participants who, at the time of participation in the program, is listed on the grant and/or is receiving assistance under any one of the following programs: Temporary Assistance to Needy Families, General Assistance (State/Local government), Food Stamps, Refugee Cash Assistance, Supplemental Security Income, Supplemental Security Disability Insurance, or Veterans Benefits.  Self-reported information will be acceptable for reporting. Do not include foster child payments.

	16
	Enter the total number of participants who, at the time of participation in the program, were youth.  Under WIA, younger youth are age 14-18 but may include youth up to age 24.

	17
	Enter the total number of participants who, at the time of participation in the program, have a limited ability in speaking, reading, writing or understanding the English language and (a) whose native language is a language other than English, or (b) who lives in a family or community environment where a language other than English is the dominant language. 

	18
	Enter the total number of participants who, at the time of participation in the program, indicated that they have any "disability," as defined in Section 3(2)(a) of the Americans with Disabilities Act of 1990 (42 U.S.C. 12102).  Under that definition, a "disability" is a physical or mental impairment that substantially limits one or more of the person's major life activities.  (For definitions and examples of "physical or mental impairment" and "major life activities," see paragraphs (1) and (2) of the definition of the term "disability" in 29 CFR 37.4, the definition section of the WIA non-discrimination regulations.)

	19
	Enter the total number of participants who, at the time of participation in the program, indicated that they were female.

	20
	Enter the total number of participants who, at the time of participation in the program, indicated that they were persons of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture in origin, regardless of race.

	21
	Enter the total number of participants who, at the time of participation in the program, indicated that they were persons having origins in any of the original peoples of North America and South America (including Central America), and who maintains cultural identification through tribal affiliation or community recognition.

	22
	Enter the total number of participants who, at the time of participation in the program, indicated that they were persons having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian Subcontinent (e.g.,, India, Pakistan, Bangladesh, Sri Lanka, Nepal, Sikkim, and Bhutan).  This area includes, for example, Cambodia, China, Japan, Korea, Malaysia, Pakistan, the Phillippine Islands, Thailand, and Vietnam.  

	23
	Enter the total number of participants who, at the time of participation in the program, indicated that they were persons having origins in any of the black racial groups of Africa.

	24
	Enter the total number of participants who, at the time of participation in the program, indicated that they were persons having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

	25
	Enter the total number of participants who, at the time of participation in the program, indicated that they were persons having origins in any of the of the original peoples of Europe, the Middle East, or North Africa.  

	26
	Enter other demographic information that applies to the participants being served.


Publicity and Publication

All publicity must be approved by AAWDC prior to distribution/ publication.  AAWDC’s Director of Communications will be available to provide FBCOs with technical assistance in creating publications and will also give final approval to all publications for release.

When issuing statements, press releases, flyers, requests for proposals, bid solicitation, and other documents, AAWDC must be acknowledged as the funding entity of this program.

The AAWDC logo is available for your use on approved materials. This logo should appear on all publications that promote The PASS Program. 

This is explained more thoroughly in the Marketing and Communications Protocol pamphlet, which will be distributed to you by AAWDC’s Director of Communications on December 3, 2004.

Religious Protocol/

Respect for Religious Liberty of Beneficiaries

Individuals seeking support through social service programs may not be denied service because of their religion or religious belief.

Individuals participating in social service programs funded by direct Federal financial assistance must not be required to participate in inherently religious activities (i.e. worship, instruction, or proselytizing).

A faith-based recipient of Federal financial assistance should take steps to separate—in time or location—their inherently religious activities from the government-funded services that they offer.  

If someone asks you about your personal faith while you are providing a government-funded service, you may answer briefly.  But if you wish to have a longer discussion on matters of faith, you should set up a time to speak with that person later.

In this way, the faith-based employee or volunteer avoids using government funds for what might be taken to be an inherently religious activity. 

-Language provided by the Center for Faith-Based and Community Initiatives,

U.S. Department of Labor

Case Management
Types of Services

There are three tiers of services: Core, Intensive and Training

*Core services are the most basic and include such services as job searches, workshop attendance and the use of career center resources.

*Intensive services are services which are more comprehensive and include the use of a career counselor, such as one on one counseling or IEP completion.

*Training services are defined as anytime a client receives funding to attend any kind of training.

Sign In Sheets

All clients entering the Mini-Career Centers must sign in on the following sign in sheet. Regardless of the level of service, anyone entering the Center must sign his/her name and write the date of the visit. The first column is designated for numbering. Numbers should be continuous and should not be repeated at the start of each new page  

The original sign in sheets must be filed and kept available for review. Copies of these sign in sheets must be submitted monthly, along with the programmatic and monthly reports.

THE PASS PROGRAM

SIGN-IN SHEET

MINI-CAREER-CENTER SITE: __________________________

	#
	NAME
	DATE
	PURPOSE OF VISIT/ TYPE OF SERVICE REQUESTED

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Client Folders/ Case Management

All clients receiving services, no matter what tier, must have a client folder.  Duplicates must be made of all client materials so that a second client folder exists.  AAWDC will retain the client folder containing the original copy of all documents.

The Case Management Folder Checklist should be the first page of each folder and each document listed on the Case Management Folder Checklist must be included in the folder.  Although, all of the forms must be present in each folder, only those clients receiving training services need to have the Training Eligibility Determination Form and the Pre-Training Agreement completed. If a client is referred to another agency for additional services, the referral form must be included in the case folder.

Workforce Exchange Enrollment Form- This form is mandatory and may be completed by the client or by a Career Counselor assisting the client.  

IEP/ Individual Employment Plan- This form is mandatory and should be completed by the Career Counselor with input from the client.  This form should be updated as goals are accomplished and new goals are set.  Also, when this form is completed, Career Counselor must give client a copy of the Equal Opportunity statement.  Copies of skills assessments and results must be attached to this document.

Participant Rights Form- This form is mandatory and must be read and signed by each client.

Veteran Form- This form should exist in each file folder but should only be completed when applicable.

Case Management Client Narrative- This form should be updated by a Career Counselor each time she/he meets with the client.  This form is an opportunity for the Career Counselor to take note of achievements or setbacks as well as giving the progress of a client’s job search or educational endeavors.

Educational/ Employment/ Eligibility Information Release Forms- These forms must be signed by the client so that the PASS Program may determine the client's eligibility and then track his/her success.

Training Eligibility Determination Form- This form is the mandatory first step in enrolling someone in training.  The client must be determined eligible and must have all eligibility proofs attached to this document in order to receive training funds.

Pre-Training Agreement- This form must be completed by a Career Counselor and signed by the client in order for the client to apply for training authorization.

Customer Service Satisfaction Survey- This form must be completed by the client but may be administered either in person or over the telephone by a Career Counselor once services have ceased.   This form must be completed for every client.
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THE PASS PROGRAM

CASE MANAGEMENT

CLIENT FOLDER CHECKLIST

□ Workforce Exchange Enrollment Form

□ IEP (Individual Employment Plan)

□ Participant Rights Form

□ Veteran Form (If Applicable)

□ Case Management Client Narrative

□ Education Release Form

□ Employment Release Form

□ Eligibility Proof Release Form

□ Training Eligibility Determination Form 

□ Training Information Form

□ Customer Service Satisfaction Survey


The PASS Program

Individual Employment Plan (IEP)

Name:
______________________________

SSN: 
______________________________

Date:
______________________________

Customer’s long term employment goal: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Date to be accomplished: ___________________________________________________

Customer’s short term employment goal: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Date to be accomplished: ___________________________________________________

	Core Service
	Provider
	Date Completed

	Orientation
	
	

	Initial Skills Assessment
	
	

	Initial Aptitude Assessment
	
	

	Initial Interest Assessment
	
	

	Training Provider Information
	
	

	Informational Workshops
	
	

	Job Search Assistance
	
	

	Job Placement Assistance
	
	

	Job Vacancy Listings
	
	

	Partner Information
	
	

	Self-Directed Tutorials
	
	

	 Determination of Eligibility
	
	


The PASS Program

Individual Employment Plan (IEP)

(Page 2)

	Intensive Service
	Provider
	Completion Date

	Specialized Assessments
	
	

	IEP Development
	
	

	Case Management
	
	

	Barrier Identification
	
	

	In-depth Interview
	
	

	Group Counseling
	
	

	Individual Counseling
	
	

	Short Term Pre-Voc Training
	
	


	
	Barriers to Employment
	
	Barriers to Employment

	
	Lacks Computer Skills
	
	Limited Work History

	
	Low Income
	
	Lacks Occupational Skills

	
	Offender/ Ex-offender
	
	Basic Skills Deficient

	
	Older Worker
	
	Limited English Skills

	
	Lacks HS/GED Diploma
	
	Lack of Child Care

	
	Disability
	
	Limited Job Search Skills

	
	Lack of Transportation
	
	Other:


Inventory Results:
Reading: __________

Math: ______________

Assessment Name: ____________________ 
Date: _______________

Assessment Name: ____________________

Date: _______________

Results: _______________________________________________________

(Copies of these skills assessments and the client’s results must be attached to this form)

The PASS Program

Individual Employment Plan (IEP)

(Page 3)

Based on the customer’s stated interests, objectives and an assessment of the employment background, inventories, and other information, the following sequence of services is planned to support achievement of the employment goal.

Date

Planned Service

Service Provider

Time Frame

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

Rational for Individual Employment Plan: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

Customer’s Signature
Date

Consultants Signature

Date

This employment plan is developed cooperatively between Career Consultant and client and will be reviewed periodically to note progress, modify activities, plan further steps and to re-establish goals when necessary.

CASE MANAGEMENT CLIENT NARRATIVE

	CLIENT NAME:
	SS#:

	COUNSELOR NAME:
	START DATE:


	DATE
	CASE RECORD
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__________________________

Date

This is to authorize the release of my proof of citizenship and residence to The Anne Arundel Workforce Development Corporation and The PASS Program in an effort to determine my eligibility for receiving services through the PASS Program.

Thank you for your assistance.






__________________________________________






Signature






__________________________________________






Printed Name






__________________________________________






Social Security Number
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THE PASS PROGRAM

TRAINING ELIGIBILTY DETERMINATION FORM

	CLIENT NAME:
	SS#:

	COUNSELOR NAME:
	DATE:

	SITE:


How is client qualifying for training through the PASS program? (Circle one)

Subsidized Housing Resident


Correctional/ Detention Facility Resident

For Subsidized Housing Resident:

□ Proof of residence (must have written statement from housing authority or clients lease attached)

□ Proof of citizenship (must have copy of birth certificate/ driver’s license/ state issued ID and social security card attached)

□ Proof of Selective Service registration attached (If female, write N/A over the check box)

For Correctional/ Detention Facility Resident:

□ Proof of residence (must have written statement from correctional/ detention facility)

□ Proof of citizenship (must have copy of birth certificate/ driver’s license/ state issued ID and social security card attached)

□ Proof of Selective Service registration attached (If female, write N/A over the check box)

Training Contracts

Once a client has expressed an interest in a WIA approved training program, he/she must be accepted into that program.  Once the client has been accepted, the client and the PASS Program Career Counselor complete the Pre-Training Agreement together.  Using the information from the Pre-Training Agreement, The PASS Program Career Counselor must complete a contract, which will be submitted to the PASS Program Manager for approval before being passed on to AAWDC for final approval and signature.  

Each contract must be accompanied by a cover letter. Templates for the training contract cover letter and the training contract can be found on the following pages. Electronic copies of these templates will be distributed to your organization on December 3, 2004.

Training Contract Cover Letter Template

                                                                   (Date)
Ms. Judith Coughlin

Office of Records and Registration

Anne Arundel Community College

101 College Parkway

Arnold, MD 21012 

RE: Jane Doe
  


SS# 123-45-6789
Dear Ms. Coughlin: 
Enclosed are two (2) original Vendor Contracts.  Please sign both contracts and return one to AAWDC.
A purchase order is also enclosed.  Please reference the purchase order number on your invoice(s).  

Please call if you have any questions.
Sincerely,






Accounts Payable





            Fiscal Department






410-987-3890 
stw
Approved Training Programs and Vendors
Training dollars can only be spent on Workforce Investment Act (WIA) approved trainings with WIA approved vendors.

Review the Workforce Investment Act approved Occupational Training Program and Training Provider Courses at WWW.MHEC.STATE.MD.US
Once on the Maryland Higher Education Commission’s website, click Career and Workforce Education on the left side.  Scroll down and click on the Workforce Investment act link.  

*This does not apply to non-occupational specific trainings.*

A Waiver may be granted to this policy under special circumstances.  However, for this to happen, a formal request must be submitted to the PASS Program Manger for approval by AAWDC’s President/CEO.

The PASS Program Client Database

Clients receiving any level of service must be entered into the PASS Program Client Database.  This database will be compared to your monthly programmatic reports and should reflect the same data as reported.  

This database must be kept updated and made available for formal and informal monitorings.  This database must be submitted via email every quarter but during program start up your organization may be asked to submit it more frequently.

The PASS Program template is available in Microsoft Access.  The form can be viewed on the following page. An electronic copy of The PASS Program Client Database will be distributed to your organization on December 3, 2004.

Confidentiality

Your organization may not use or disclose any information concerning a participant in this program except as permitted by federal regulations. This includes, but is not limited to, information needed by your organization to determine and verify the eligibility of clients.  Written consent of AAWDC, the participant or his/her responsible parent, guardian, or duly appointed legal representative is required for disclosure of such information.
Clients Eligible for Special Services

Veterans and clients with disabilities are eligible to be served at each PASS Program Mini-Career Center.  However, in many cases these clients are eligible for special services as well. Career Counselors working with such clients should speak directly with representatives from Anne Arundel Workforce Development Corporation to learn about the services that these clients can be offered.  

For clients with Veteran status, please contact the Veteran Administration Representative
For clients with disabilities, please contact the Disability Navigator to find out about special services available.  In addition, you may visit the website 
http://www.freewebs.com/aawdc_disability_resources/ to learn about the following:

-The Disability Navigator Program

- Helpful hints for the Employment of Job Seekers with Disabilities

- Internship and Employment Opportunities for Job Seekers with Disabilities

Hours

The hours that your organization proposed in your grant application must be strictly adhered to. If your organization wishes to amend these hours, even temporarily, a written request must be submitted to AAWDC’s PASS Program Manager for approval.

Personnel

Your organization must hire at least one Career Counselor who will manage the daily operation of a Mini-Career Center.  AAWDC will participate in the hiring process and retain final approval on hires for these positions.  Your organization must submit the resume and application of any potential Career Counselors to AAWDC for final approval before hiring.  All Career Counselors must undergo and pass a finger printing and criminal background check prior to being hired.

Personnel Files

Personnel files must be kept for all employees paid through the PASS PROGRAM grant. This personnel file must include the resume, the employment contract, proof of fingerprinting and background check and each timesheet since the employees hire. Even volunteers must have a personnel file and timesheets must be completed for volunteers.  These personnel files will be monitored by AAWDC for compliance. 

Drug and Alcohol Free Workplace

Your organization signed a contract with AAWDC that assured and certified that your organization would make a good faith effort to eliminate illegal drug use and alcohol and drug abusers from its workplace during the term of this grant. 

Senior Aides

The mission of the Senior Aides Program is to enable older persons to achieve gainful employment and personal development through community service.  The Senior Aide Program allows seniors to share their knowledge and experience while gaining additional skills, all of which makes them an invaluable asset to the local community.  Any resident of Anne Arundel County who is 55 years of age or older and meets the income eligibility requirements is qualified to apply for this program. 

Senior Aides work a flexible 20 hour week and earn minimum wage.  Wages earned through the Senior Aide program will not affect the employees’ monthly Social Security Payments.  Seniors can request a certain employer, however, that employer must be a local non-profit, faith based organization or government office.

Your agency is eligible to request a Senior Aide and is encouraged to refer interested seniors to the program.  To find out more about AAWDC’s Senior Aide Program, please contact the Senior Aide Program Coordinator at 410-573-5847.

Referral Forms

As noted in the Case Management section, if a client is in need of services not offered by the PASS Program, your organization may refer that client to another agency.  In that case, it is important to complete a Referral Form and to give one copy of the form to the agency which the client is being referred to, and to keep a second copy in the client’s folder.  A Referral Form Template can be viewed on the following page.

Selective Service
Training services are only offered to those males who register or have registered with Selective Service. 

Men who are currently incarcerated or who were born before December 31, 1959 are exempt from this rule. However, incarcerated men must register within 30 days after being released if they have not yet reached their 26th birthday.
A Career Counselor is required to check the Selective Service status of each male interested in receiving Training services.  This can be done by entering the client’s name and social security number into the Registration Verification page on the Selective Service Website (www.sss.gov) Proof of Selective Service registration must be attached to the Training Proof of Eligibility Form.

It's important to know that even though he is registered, a man will not automatically be inducted into the military.  If clients are reluctant to register, it may help to explain to them that almost all male U.S. citizens and male aliens living in the U.S. are required to register with Selective Service. In a crisis requiring a draft, men would be called in sequence determined by random lottery number and year of birth. Then, they would be examined for mental, physical and moral fitness by the military before being deferred or exempted from military service or inducted into the Armed Forces.  In addition, it is important to point out that those males who are not registered are not eligible for Student Financial Aid, Federal Jobs or Federal Job Training. In addition many states have additional penalties for those males not registered.

More information regarding the selective Service can be found on www.sss.gov
The Federal Bonding Program

The Federal Bonding Program may assist you in your pursuit of employers and job opportunities for clients. You may contact an AAWDC Business Development Specialist for details.  Read about the Federal Bonding Program on the following pages published by the Department of Labor.

Monitoring

A formal monitoring will be conducted by The PASS Program Manager each quarter.  Informal monitorings may occur more frequently and may be unannounced.  

Documents that must be made available for review include, but are not limited to, the PASS Program Client Database, Sign In Sheets, Monthly Financial and Fiscal Reports, Personnel Worksheets, Employee/Volunteer Time Sheets, Client Folders and Personnel Folders.

The following form will be the formal monitoring form used each quarter.  Your organization will be notified of the monitoring results within 15 business days.

ANNE ARUNDEL WORKFORCE DEVELOPMENT CORPORATION’S PASS PROGRAM

MONITORING TOOL

CONDUCTED BY: ___________
PROGRAM SITE: ___________

DATE:_______________ 


QUARTER:_____________


FACILITIES

____
Program office is clearly marked

____
Hours of operation are displayed

____
Adequate space for all activities

____
Space free from safety hazards

____
Space is clean and sanitary

____
Computer lab is provided

____
Staff available to greet clients

____
PASS Program resources are available

____
Community resources are displayed

Verified by: __________________________________________

COMMUNITY AWARENESS

____
Hours are convenient for clients

____
Publications ie: brochures, newsletters, newspaper articles, public meeting announcements etc.

____
Webpage accessible by the Internet

Verified by: _________________________________________

PARTNERSHIPS WITH OTHER ORGANIZATIONS

____
Agreements/ Contracts/ MOUs with other organizations or agencies

____
List of Referral Sources


Verified by: ___________________________________________________

STAFF

____
Adequate staff present

____
Personnel/ Volunteer files available

____
Personnel/ Volunteer files complete

Verified by: ___________________________________________________

ADMINISTRATION

____
Client database available

____
Client database accurate and up to date

____
Client folders updated available

____
Client folders accurate and up to date

____
Monthly Financial Reports and Personnel Worksheets available

____
Monthly Financial Reports and Personnel Worksheets accurate and up to date

____
Monthly Narrative Reports available

____
Monthly Narrative Reports accurate and up to date

____
Sign In Sheets Available

____
Sign In Sheets accurate and up to date

Verified by: ____________________________________________________

SERVICES PROVIDED

____
Career counseling

____
Job search resources

____
Referral and assistance

____
Orientation services

____
Workshops 

Verified by: _____________________________________________________

REFERRAL AND INFORMATION SERVICES
____
Crisis Intervention

-Name of Organization and Program referred to: __________________________

____
Alcohol and Drug Abuse


- Name of Organization and Program referred to: __________________________

Verified by: _____________________________________________________

CASE REVIEW

____
Month

____
Total Number Reported

____
Total Number of Files Present

____
List of clients matches case files

____
Number of case files matches number reported for the month

____
Month

____
Total Number Reported

____
Total Number of Files Present

____
List of clients for months requested provided

____
List of clients matches case files

____
Number of case files matches number reported for the month

COMMENTS:____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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