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PREFACE

The standards and procedures prescribed herein establish the basic
rules governing the development and operation of the various programs
administered by the U. S. Department of Labor, Bureau of Work Programs
under the Economic Opportunity Act of 196L, as amended. Generally,
they apply equally to all of the programs. For this reason, they make
no distinctions except in those instances where a particular standard
or procedure is not applicable to all programs.

Additional standards and procedures will be developed as the programs
take form and operational needs become more apparent. The basic
standards related to questions such as qualifications of sponscrs,
eligibility of enrollees, hours of work, duration of enrollment, and
wages are prescribed, herein. These will undoubtedly require revision
depending on program experience.

These standards and procedures are to be regarded as extensions of the
statutes and the regulations promulgated pursuant thereto. The
opportunity tc develop anl to effectively implement a project depends
heavily on the extent to which there is adherence to these standards
and procedures.
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NTRODUCTION

Responsibility for administering four separate work-training and job
creation programs authorized under the Economic Opportunity Act, as
amended, is now vested in the Secretary of Labor by delegation from
the Director, Office of Economic Opportunity. The first of these,
Title I B, was delegated to the Secretary upon enactment of the EOA
in 1964. The remaining three are newly delegated programs and are
addressed to the problems of work-training and job creation. Title I,
Part D is specifically designed to have maximum impact on a defined
urban camunity or neighborhood.

The programs authorized by Title I, Parts B and D and Title II,
Section 205(d) and (e) will be administered through the Bureau of
Work P ~grams, a néw bureau expressly created to bring together in
one administrative element these four separate but closely related
programs.

It has been mutually agreed by the Secretary of Labor and the Director,
Office of Economic Opportunity, that all projects under these four
programs will be developed by or with Cammunity Action Agencies and that
the CAA's will be the sponsor (i.e., be the prime grantee or prime
contractor). Sponsorship by other than Community Action Agencies will
be approved only because of the non-existence of such an agency or

for program reasons establishing a compelling argument against such
sponsorship. Whenever non-CAA sponsorship is proposed in a community
which has a CAA, regardless of whether the CAA is in agreement with such
alternative sponsorship, the OEO regional office will be notified by the
Labor regional office and the reasons for alternate sponsorship discussed
with them. If the OEO regional office does not concur in the proposal,
the matter will be negotiated by the two regional offices. Vhere
differences persist after regional and headquarters staff discussions,
they will be resolved jointly by the Vashington headquarters of Labor
and COEO.

The material conteined in this document is to be regarded as official
but temporary. This is considered appropriate because two of the three

newly delegated programs are new programs (Title I, Part D and Title II,

Section 205(e)).with features sufficiently unique to qualify them as
experimental and/or demonstrational programs. Consequently, experience

may quickly indicate need for change. The third (Title II, Section 205 (d))
is an on-going program which is to be reviewed and re-evaluated in light of
changing concepts of how best to serve the needs of the poor, the older
worker, and the chronically unemployed. It is the intention of the BWP

to issue a more formal document, perhaps a manual, at the earliest possible
moment.




g‘ I -~ DEFINITION OF PROGRAMS AND ELIGIBILITY STANDARDS
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Legislation authorizing these programs was enacted in pursuance of
the policy of the United States as stated in Section 2 of the Economic r
Opportunity Act, as amended, which is "....to eliminate the paradox

of poverty in the midst of plenty in this Nation by opening to every-
one the opportunity for education and training, the opportunity to work,
and the opportunity to live in decency and dignity. It is the purpose
of this Act to strengthen, supplement, and coordinate efforts in
furtherance of that policy." Synoptic descriptions of the four programs
' follow.

ST

A. ADULT WORK-TRAINING EXPERIENCE PROGRAMS |

1, TITLE II, SECTION 205(d) (Operation Mainstream)

~ This program was authorized by the Congress in 1965. It
authorizes grants for projects (1) which involve activities
directed to the needs of those chronically unemployed poor

who have poor employment prospects and are unable, because

of age or otherwise, to secure appropriate employment or
training assistance under other programs, (2) which, in addition
to other services provided, will enable such persons to
participate in projects for the betterment or beautification
of the community. or area served by the program, including
without limitation, activities which will contribute to the
management, conservation or development of natural resources,
recreational areas, Federal, State, and local government parks,
highways, and otier lands, and (3) which are conducted in
accordance with standards adequate to assure application of
those policies under the Act designed for the protection of
employed workers and for maintenance of basic rates of pay

and other suitable conditions of employment.
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a. Eligible Projects
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(1) Projects under this program must be designed to
provide meaningful work experience and training
to unemployed adult poor persons in activities
which will improve the social and physical environ-
ment of the community. The objective is to
provide training for permanent jobs in the
competitive job market.
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(2) Projects may include:
(a) Improvement and beautification of parks and Q:}
open spaces in low income neighborhoods;

(b) Improvement and rehabilitation of community
facilities, including those utilized for
health, senior citizens, social services,
and recreation;

(c) Maintenance, improvement and protection of - ‘
forests and wildlife areas, roadside beauti- v
fication, and National, State, and local park ;
facilities; P

vt M

(d) Social, health, and educational services for
the poor; w

_ - adien
. o

(e) Rehabilitation of homes and centers for the
aged poor; and,

(f) Elimination of water and air pollution.

pEEv———y

| NOTE: Work assignments authorized by 205(d)
1. projects will generally be limited to public
| institutions or lands. If projects are

4™ st S eI e F e St e i

3 designed specifically to provide work- (:)
;I training in privately owned institutions,

& or on privately owned land, permission

: f to fund such projects must be obtained

I ' from the BWP national office.

(3) Priority will be given to projects which in the )
Jjudgment of the Administrator, BWP, have been 1
successfully operatad under Section 205(d) and
can qualify under the standards prescribed herein,
and those which:

(a) Provide meaningful work experience and training
leading to the opportunity for permanent

employment;

(b) Have a beneficial effect on the physical and
social enviromment, especially in areas of
concentrated poverty;
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(¢c) Provide service and/or employment opportunities
for older persons; and,

(d) Are in a rural area or town.

b. Eligible Persons

(1) In order to qualify for this program, a person
must:

(a) Be 22 years of age or older; and,

(b) Be chronically unemployed, i.e., unemployed
for more than 15 consecutive weeks; repeatedly
unemployed over the prior two years; or employed
less than 20 hours per week for more than 26
consecutive weeks; and,

(c) Have an annual family income below the poverty
line,

(2) Priority will be given to persons who:

fa) Have no reasonable prospects for full-time '
employment or training assistance under other
Federally funded or assisted work or training
programs; and

(b) Have completed or been terminated from any
other Federally funded or assisted work or
training program for other than "just cause"
and have not been placed in permanent employ-
ment through no fault of their own.

Detailed eligibility criteria will be found in Part III,
hereof.

A substantial proportion of the funds appropriated for
this program for Fiscal Year 1967 have been committed.
Even if it were considered desirable, it would not be
possible to effect significant program changes until
current grants expire or requests for additional funds
are received. In light of these facts, judgments
pertaining to changes in program design will be reserved
pending completion of a thorough review and evaluation
of the FY 1967 programs, consistent with the new guide-
lines prescribed herein. Such a review and evaluation
will be undertaken at the earliest possible moment.

<
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c. Program Design

This program is designed to provide meaningful work-experience
and training for chronically unemployed poor perscns who
are at least 22 years of age and who have poor employment
prospects, in activities which will improve the social and
physical environment of the community. It involves the
unemployed and underemployed in activities which provide
training for permanent jobs. It also requires the
employing agency to endeavor to provide permanent
employment opportunities for, and to hire, those persons
who receive work-training and who qualify for such Jobs.
These Jobs must be over and above present employment
levels or in unfilled vacancies in established positions.
Projects should provide access to additional training
opportunities in the community for those enrollees who
complete their period of work-training under this program
and do not secure permanent employment. Projects may
include training and/or basic education, as appropriate

to the needs of individual enrollees, if required to
prepare them for permanent employment or admission to
further training under this or other relevant programs.

2. TITIE II, SECTION 205(e) (New Careers Program)

This is a new program authorized by the Congress in 1966. It
authorizes grants to or agreements (contracts) with any State

or local agency or private organization to pay all or part of

the costs of adult work-training employment programs for
unemployed, low-income persons involving activities designed

to improve the physical, social, economic or cultural condition

of the comunity or area served in fields including, but not
limited to, health, education, welfare, neighborhood redevelopment,
and public safety.l/ Such projects must (1) assist in developing
entry level employment opportunities, {2) provide maximum prospects
for advancement and continued erployment without Federal
assistance, and (3) be combined with necessary educational training,
counseling, and transportation assistance, and such other
supportive services as may be needed. A major objective of this
program is to contribute to and facilitate the process of

designing and creating new career jobs in public service (either
in the civil services or in private non-profit agencies) as

support or sub-professional personnel,

I-L

1/’Nb positions for sub-professionals already funded under Section 205 of the
EOA will be eligible for funding under this Section 205(e), and no reduction
in the nmumber of sub-professionals may occur as a result of this new program.
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a.

Eligible Projects

(1) Projects under this program must be designed to prepare
unemployed, low-income adults for entry into career
jobs in public service as support/sub-professional
personnel, Such jobs must offer possibilities for
continuing full-time employment and realizable opportunity
for promotion and advancement through a structured
channel of promotion.

(2)

(3)

Priority will be given to projects which:

(a)

()

(c)

(a)

(e)

Offer access to unfilled positions in the public
service as support/sub-professional personnel. Such
positions must provide opportunity for upward
mobility and wage or salary increases upon the
acquisition of greater skill, experience and
academic qualifications, e.g., a high school diploma
or equivalency certificate or specific vocational
training.

Open new career opportunities leading to permanent
jobs and upward or lateral mobility into jobs with
more responsibility or higher pay.

Develop occupations which will provide new or
improved services to the poor.

Will ease work-loads on professionals in such fields
as health, education, welfare, public safety and
neighborhood development.

Provide that employing agencies will pay all or part
of the enrollees! salaries while engaged in work-
training activities. Employing agencies (or other
appropriate funding sources) shall be encouraged to
pay at least 50 percent of the wages and related
fringe benefits, as appropriate, during the second
year of a participant's enrollment.

Major emphasis is to be placed on the creation of "New
Career" jobs in established institutions which provide

a public service., Some such job classifications are
already established as support/sub-professional personnel
in certain Federally financed programs such as Education
Aides, Health Aides and Casework Aides, but they are not
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being widely utilized by some of the older, more

traditional institutions. Other such job classifications
have been long established in municipal and State
governmments but are closed to the poor because of their
inability to pass written tests or to meet academic

and other standards which are often unrealistic and

totally unnecessary to acceptable levels of job performance.

b. Eligible Persons

(1) In order to qualify for this program, a person must:
(a) Be 22 years of age or older;

(b) Have an annual family income below the poverty line;

(¢) Be unemployed.

(Permission to waive (b) above for a small proportion of
project enrollees may be granted by the BWP regional
directory, if special conditions appear to warrant such
exception. In all cases, however, priority must be given
to enrollees who meet all of the eligibility criteria.)

Non~-professionals employed by CAA!'s are eligible for
enrollment in this program. 2/

Persons in .the employ of employers participating in a
project authorized under Section 205(e) are eligible for
enrollment in a Section 205(e) project provided they
meet the eligibility criteria prescribed above.

Detailed eligibility criteria will be found in Part II,
hereof.

ce. Program Design

This program is a job creation effort with major emphasis on
access to new careers and will be operated on a demonstration
basis. It is to be administered in a manner calculated to

derive maximum benefit from both of these special characteristics.

I-6

2/ Persons serving as non-professionals in CAA's shall rat be foreclosed

from consideration for enrollment in this program by virtue of such
service. Such a person shall be deemed eligible for enrollment PROVIDED
THAT: (1) He met the criteria in (1) above at the time of his enroll-
ment by the CAA; and, (2) His employment by the CAA is terminated upon
enrollment in this program.
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(1) As a job creation effort. Projects will be authorized
only in those communities where there is a realistic bagis
for assuming that local, State and Federal agencies and
other public service agencies operating in such communities
will create and maintain permanent career positions of
the types indicated above after Federal support ends; where
the project can be expected to have a major effect on the
poor and the unemployed and upon the problems which bar
such persons from access to dignified and meaningful
employment; and, where it can be demonstrated that the
disadvantaged poor can successfully prepare for new types
of permanent jobs which will provide new or expanded
public services in areas of public need. Each applicant
should identify more than one "New Career" job title
and provide a plan for successive promotions for éach.

(2) Basis of operation. Projects carried out under this
program should serve as models and encouragement to
other public and private agencies and organizations,
including those in the for-profit sector, to undertake
similar experiments and to abandon out-moded concepts
and stereotypes., Civil Service Commissions, labor unions--
especially unions of government workers--and professional
societies must be heavily involved at all levels in order
to assist in the task of establishing permanent positions
for persons reached and trained under this program and
which will be maintained after Federal support is
withdrawm, '

The importance of the criterion of upward mobility cannot be
over-emphasized. Training for '"dead-end" jobs will not be
authorized. Neither will training be authorized for entry-
level jobs on which the wage rate is patently sub-standard.
Whge rates shall be the equivalent of the Federal or State
minimum or the prevailing wage in the area, whichever is highest.
Finally, great care must be exercised to avoid characteriza-
tion of "New Career" p051tlons as positions Teserved only for
the poor. This will require the utmost skill and tact on the
part of those charged with the responsibility for implementing
individual projects, especially in their relations with the
professionals who are to be associated with and assisted by
persons served under this program.

Note: As elements of the Community Action Programs
authorized under Title II of the Act, the programs authorized
under these Sections 205(d) and (e) are subject to all the
special provisions contained in that Title, in particular,
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Section 202(c) (3) Participation of the Poor; Section 203,
Allotments to States; Section 205(f) Special consideration
for projects which promise permanent increase in capacities
of individuals, groups and communities; and Section 208(a)
Limitations on Federal assistance. In addition, they are
subject to relevant Sections of Title VI of the Civil Rights
Act of 196li, relating to the provision of equal opportunity
for all persons in Federally funded programs,

3. TIITIE I, PART D ( Special Impact Program)

This is a new program authorized by the Congress in 1966. Its
basic objective is to solve critical manpower problems existing
in a defined urban community or neighborhood. It authorizes
grants to public or private non-profit organizations and contracts
with private organizations to carry out these objectives. Where
feasible and appropriate, projects under this Part D should serve
as catalysts in structuring and coordinating 'projects consisting
of components authorized under this and other relevant programs
which are also aimed at improving employment prospects of
neighborhood residents and the over-all social and physical
improvement of the neighborhood.

a. Eligible Projects

(1) Projects under this program nust be confined to s
particular community or neighborhood, defined without
regard to political or other sub-divisions or
boundaries. They must be directed to the solution
of critical manpower problems existing in that
commnity or neighborhood. The community must have
an especially large concentration of low income
persons. Projects must be of sufficient size and
Scope to have an appreciable impact in arresting
tendencies toward dependency, unemployment and
rising community tensions. Where feasible and
appropriate, projects under this Part D should serve
as catalysts in structuring and coordinating
projects consisting of components authorized under
this and other relevant programs which are also
aimed at improving employment prospects of neighbor-
hood residents and the over-all social and physical
improvement of the neighborhood.

(2) Projects may include but need not be limited to:

(a) Payment of salaries and other allowances for enrollees
in work experience and training projects similar
to those described under Title II, Sections 205(d)
and (e) of the Act and other related costs for such
program activities. (See I.A.1, and I.A.2., hereof)

I-8
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(3)

(b)

(c)

In conjunction with manpower services provided under
other programs, the provision of services essential
for comprehensive manpower programs. Such services
may include:

i. Basic and remedial education
ii. Prevocational services
jii, Payment of labor costs for physical rehabili-
tation of neighborhood facilities and other
necessary specific services and costs
attendant to improving the employability of
the unemployed and effecting their placement
in jobs.
iv. Outreach, and supportive aids
v. Health

vi. Transportation

Provision of critical urban services such as building
code enforcement and neighborhood rehabilitation.

The expenditure of funds provided under Title I-D must
be used to supplement, rather than substitute for, on-
going activities in the geographic area to be se.” "

Priority will be given to projects which:

(a)

(b)

(c)

(a)

Are an integral part of an overall comprehensive
manpower effort for residents of the neighborhood;

Provide essential supportive and other related
services, in conjunction with other planned

or on-going activities, which might not otherwise
be available for training neighborhood residents;

Demonstrate optimum functional program linkage

with all other manpower and related neighborhood
conservation, rehabilitation, and development
activities planned or operating in the neighborhood;

Provide for maximum participation of neighborhood
residents in the implementation of the project,
including the hiring of such residents for jobs
created by the project;

I-9
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(e) Provide employment opportunities, in activities
involving major improvements in the physical and P
social environment of the neighborhood. L)

Eligible Persons

(1) In order to qualify for this program, a person must:

(a) Be a resident of the community or neighborhood
served by the project in which he seeks to be
enrolled; |

(b) Be 16 years of age or older;

(¢) Have an annual family income below the poverty line;

(d) Be unemployed.

(Permission to waive (c), above, for a small proportion of

project enrollees may be granted by the 3WP regional

director if special conditions appear to warrant such

exception. In all cases, however, priority must be given

to enrollees who meet all of the eligibility criteria.)
(2) Priority will be given to persons who:

(a) Are chronically unemployed poor;

)
\ .

(b) Have no reasonable prospects for full-time
employment or training assistance under other
Federally funded or assisted work or training
program.

(c) Have completed or been terminated from any other
Federally funded or assisted iwoik or training
program for other than "just cause" and have
not been placed in permanent employment through
no fault of their own.

Program Design

This program has the objective of mobilizing and integrating
existing and plamned resources related to employment, train-
ing and job placement of neighborhood residents. Projects
should be so designed as to concentrate these mobilized
manpower resources in a compact and specifically defined
geographic area as described above. Projects should be

320
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of sufficient size and scops to have an appreciable

effect in arresting tendencies toward chronic unemployment,
dependency, rising community tensions and other related
social problems of the community which bear on the
employability of its residents.

Development of a project will require, as a first step,

a thorough analysis of the nature, extent, and impact of
unemployment and underemployment in the geographic area to

be served by the project. In addition, it will be necessary
to perform a similarly detailed analysis of on-going and
planned manpower program efforts in the neighborhood including,
at a minimum, such factors as the population presently being

- served, the availability of a total spectrum of manpower

related services, including a full range of supportive services,

-~ the quality of these existing services in terms of impact on
program participants, and the extent to which these various

services are operationally linked and complementary. Such
analyses must specifically include the program activities of
projects authorized under other sections of the EOA, including
the other programs administered by the BWP, and under other
Foederal authority, such as the MDTA, VRA, Vocational Education
and the community development programs administered by HUD,
Resources available under State and local. authority and from
non-govermmental sources, including those of private enterprise,
should be added as feasible and appropriate.

The result must be a fully mobilized and coordinated manpower

program eifort aimed at the chronically unemployed poor and
other residents of the neighborhood with the specific objective
of increasing the employability of those residents and their
ultimate placement in the competitive job market. To this end,
the basic objective of projects under this Part D shall be to
effect this total mobilization of all available resources
through the development of a single project plan which focuses
concentration of these manpower resources on the problems of
residents of the neighborhood, and, to the extent feasible,
provides project funds to pay the costs of those services
which would not otherwise be available in order to carry out

the project plan. Further, the project shall strive (1) to
- achieve a synergistic effect from the program elements

planned as well as those presently operating in the community

~and (2) to bring innovative programs to bear on total

community problems.

.Note: This program is not subject to any formula requiring

allotment of funds among the States but it is subject to the
following limitations: (1) the Federal share of projects
funded under this program may not exceed 90% except as provided

" in the EOA, as amended; (2) where capital investments

I-11

i




[

specifically related to job training activities are required
under contracts with private for-profit organizations, the

Federal share may not exceed 90%; (3) relevant Sections of
Title VI of the Civil Rights Act of 198L.

B. YOUTH PROGRAM

1. Neighborhood Youth Corps

This Title authorizes agreements for (1) projects to provide
part-time work-training experience for youth from low-income
families who are in the ninth through twelfth grades of school

(or are of an age equivalent to that of students in such grades)

end (2) projects to provide low-income unemployed youth useful
work-training experience combined, where needed, with educational
and training assistance, including basic literacy and occupational
training. Enrollment shall be limited to youth aged sixteen through
twenty-one years.

a. Eligible Projects

(1) Projects under this program must be designed to provide
meaningful work-experience, training and necessary
supportive services to eligible youth which will provide
them with earnings to permit them to maintain or resume

| attendance in school and/or assist them to develop their

! maximum occupational potential.

f )
: (2) Projects generally provide work opportunities similar S
to those found in the adult programs. They may

§ include assignments in such fields as:

| (a) Educational services;

; (b) Conservation and beautification;

! (c) Food and health services; and

| (d) Community and recreation services

Enrollees may be assigned to work stations with private employers.

(3) Priority will be given to projects which are:

(a) Renewed projects and which, in the judgment
of the Administrator, BWP, have been successfully
operated under Title I, Part B.

I-12
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(b) New projects which provide meaningful work-
experience and training designed to develop
enrollees'! maximum occupational potential and
to contribute to their upward mobility.

b. Eligible Persons

(1) A youth may be selected for an in-school project if
at the time of selection he is:

(a) Attending the ninth through twelfth grades of
school, or its equivalent, or attending an
elementary school but is of the same age as that
of students in the ninth through twelfth grades
and in need of paid work experience in order to
continue in school, or

(b) Not attending school and is of the same age as
that of students in the ninth through twelfth
grades of school and in need of paid work-experience
in order to resume and maintain school

attandance.
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(¢c) A member of a low-income family.

(2) A youth may be selected for an out-of-school project if,
at the time of selection, he is 16 through 21 years of age,
a member of a family with annual income below the poverty
line, unemployed, out of school, and not planning to
return to school, and in need of useful work-experience
in public agencies or private organizations, combined
where needed, with educational and training assistance,
including basic literacy, counseling, and occupational
training designed to assist i»!m to develop his
maximum occupational potential.

(Permission to enroll a small proportion of youth who

are not members of families with incomes below the poverty
line may be granted by the BWP regional director if
special conditions appear to warrant such exceptions.

In all cases, however, priority must be given to enrollees
who meet all of the eligibility criteria.)

The purpose of the Title I-B program is primarily to assist
youth who are not high school graduates.

I-13
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With the permission of the BWP regional director, a

limited number of high school graduates may be ~—
enrolled in instances where the functional educational )
level of such graduates is so low that their need for

assistance is as great as the needs of the non-graduates.

Projects shall include no more than 10 percent of such

enrollees.

c. Program Design

This program has three major goals and three major components.

(1) The in-school program is designed to help youth from
low income families to stay in school. By providing
part-time work coupled with counseling and, when
necessary, related remedial education and vocational
training, the program makes it possible to increase the
holding power of the schools. These youth may stay
in the program until graduation from high school.

(2) The out-of-school program is designed to meet the
objective of increased employability for the unemployed,
low-income youth who are not in school, by providing
the work-experience, counseling, remedial education
and training that will result in their return to school;
or for those youth for whom return to school is not
feasible, will result in improvement in motivation and
work habits that will lead to vocational training or q
permanent employment.

(3) During the summer months--the traditional school vacation
period--millions of young Americans look for work. The
disadvantaged youth, those most in need of work, are
frequently those least able to find it. The summer
program is designed to assist these youth by encouraging
them to maintain or resume their education, providing
them with financial assistance, and enhancing their
employment potential. Remedial education, counseling
and training are provided in addition to work experience
as required.

I-1L
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II - PROGRAM STANDARDS

A. ELIGIBILITY

A11 enrollees in programs administered by the Bureau of Work Programs
must meet the standards herein prescribed regarding residence, employ-
ment status, age and economic condition., Persons whose annual

family income is below the poverty line and otherwise meet prescribed
criteria are eligible for these programs.

1. Employment, Economic and Age Criteria

a. .Applicants for Operation Mainstream projects must:

(1) Be 22 years of age or older; and,

(2) Be chronically unemployed, i.e., unemployed for more than
15 consecutive weeks; or, repeatedly unemployed over the
prior two years; or, employed less than 20 hours per week
for more than 26 consecutive weeks; and,

(3) Have an annual family income below the poverty line.

b. Applicants for New Careers projects must:

(1) Be 22 years of age or older;
(2) Have an anrual family income below the poverty line;
(3) Be unemployed.

¢. Applicants for Special Impact projects must:

(1) Be a resident of the community or neighborhood served by
the project in which he seeks to be enrolled;

(2) Be 16 years of age or older;

(3) Have an annual family income below the poverty linej
(4) Be unemployed.

Note: Permission to waive 1l.b. (2) and l.c. (3), above,
for a small proportion of project enrollees may be

granted by the BWP regional director if special

conditions appear to warrant such exception. In all cases,
however, priority must be given to enrollees who meet all
of the eligibility criteria.

II-1
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d. Applicants for Neighborhood Youth Corps projects must be:

permanent residents of the United States. For the

purpose of this standard, those natives and citizens

of Cuba who arrived in the United States from Cuba as
non-immigrants or as parolees subsequent to January 1, 1959,
are to be considered permanent residents.

(1) In-School Projects

(a) A member of a low-income family; and,

| (b) Attending the ninth through twelfth grades of schooi,

E )y or attending an elementary school and be of the .
| same age as that of students in the ninth through
twelfth grades, but not less than 1l years of age,
and in need of paid work experience in order to -
continue in school; or,

s v v > oo

(c) Not attending school and be of the same age as that
of students in the ninth through twelfth grades, but
not less than 1l years of age, and in need of paid
work experience in order to resume and maintain
school attendance.

Note: Youth 1L and 15 years of age may be enrolled only if
the project contains a special component for their inclusion
which has been reviewed and approved by the BWP regional
director,

)

e

(2) Out-of-School Projects

(a) 16 through 21 years of age; and,

(b) Unemployed; and,

(c) Out of school for at least three months of a normal
school year and not planning to return to school,
and in need of useful work experience; and, 3/

(d) A member of a family with annual income below the
poverty line.

II-2

3/ Project personnel may certify a youth for enrollment who has
been out of school less than three months when convinced there
is no reasonable expectation that the youth will return to school.
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(Permission to waive (d), above, for a small proportion
of project enrollees may be granted by the BWP regional
director if special conditions appear to warrant such
exception. In all cases, priority must be given to
enrollees who meet all of the eligibility criteria.)

Note: A youth who is enrolled in a Title I-B Out-of-School
project and attains the age of 22 may remain in the project

if the sponsor deems it advisable. No youth, however, may remain
beyond his 23rd birthday. A youth approaching his 22nd

birthday at time of application for enrollment in a Title I-B
project should be considered a candidate for referral to an
appropriate adult program, i1f available in the area.

Poverty Index. The following table shall be used for determining
family income below the poverty line.

Income Income

Family Size (Non-Farm) (Farm)
1l $1,600 $1,100
2 2,000 1,400
3 2,500 1,700
L 3,200 2,200
5 3,800 2,600
6 4,200 3,000
7 . hL,700 3,300
8 5,300 . 3,700
10 : 6,300 _ L,L00
‘11 6,800 4,700
12 : 7,300 5,000

Note: For persons from families with more than 13 membersy.
sponsors may add $500 for each additional member of a
non-farm family. Farm families income criteria will

remain 70 percent of the corresponding non-farm families.

- II-3




2. Additional Information Relating to Eligibility.

a.

Definition of Terms. For purposes of these standards, the

following definitions apply:

(1)

(7)

(3)

~-Family. A family consists of two or more persons living
in the same household who are related to each other by
blood, marriage or adoption. All persons living in one
household who are related to each other are regarded as
one family.

--Unrelated Individual. An unrelated individual is a member
of a household who is not related to anyone else in the
household, or a person living in group quarters who is

not an inmate of an institution.

--Family Income. Family income is the sum of all money
received by a family, from all sources. It refers to

the sum of amounts reported separately for wage or salary
income, self-employment income and other income.

(a) Wage or Salary Income. The total money earnings
received for work performed as an employee. It is
gross income. It represents the amount received
before deductions for personal income taxes, social
security, bond purchases, union dues, etc.

(b) Self-Employment Income. Net money income (gross
receipts minus operating expenses) from a business
-, firm, farm or professional enterprise in which a
" person.is engaged on his own account.

(c) Other Income. Money income received from such sources

as net rents, social security benefits, pension,
veterans compensation, and periodic income from
insurance policies annuities. It includes money
received from public assistance, such as AFDC payments,
but does.not include payments made to enrollees under
these programs. :

(d) Low-income as used to determine ellglblllty for the
‘'Title I-B in-school program will generally mean
eligibility within the BWP economic criteria, e:cept
_that applicants from families receiving cash welfare

- payments, such as AFDC, will automatjcally be
" considered low-income.

II-)
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d.

(L) --Unemployed. Not working regularly, for remuneration

in excess of twenty (20) hours per week.

Determination of Income

The income of an applicant!s family shall be determined by
annualizing the weekly or monthly income at the time the
person is considered for enrollment. In instances where the
head of household has been unemployed for a period in excess
of 15 weeks prior to the date of the person's application
any income from wages earned by the household head prior to
unemployment will not be counted to determine the family
income., If, however, the unemployment is the result of

a seasonal occupation and the household head will return

to work when the employment season begins, the income of
the family shall be determined in accordance with the
family income of the preceding year in which the person
applies for enrollment.

If, at any time, a sponsor discovers that an enrollee was
incorrectly determined to be eligible, the enrollment of
that person must be discontinued immediately.

Certification of Income Data. It is not expected that
sponsors will conduct investigations as to the validity

of income reported by potential enrollees. Family income
for BWP purposes shall be obtained by requiring that the
enrollee indicate size of the family, amount of family
income, its source and the occupation(s] of the income
producing member(s) of the household. These data should
also include certification by the sponsor that the income
reported by the enrollee, or the enrollee's parent or
guardian, appears reasonably reliable and conforms to the
provisions outlined in the income criteria contained herein.
Normally, members of families receiving welfare shall be
considered eligible within the above stated .economic criteria,
except as noted for the Title I-B in-school program, when
they will automatically be considered low-income.

Wards of Private or Public Agencies. Wards of private

or public agencies who meet the income criteria are eligible
for enrollment. If the parental rights have been severed

by the court or if the income of the natural pdarents

cannot be determined because their whereabouts are not known,
a ward is automatically eligible for enrollment. The income
of the family with which the ward is placed, except in the
case of blood relatives, shall not be a factor in determining
the youth's eligibility. When a ward is placed with blood
relatives, sponsors must use their discretion in determining
the economic needs of the individual.

II-5
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. Additional Members of the Same Family. Any number of persons
from the same family may be enrolled in these programs.
However, sponsors should determine the relative need of
the additional individuals from the same family compared
with other eligibles who might be available for enrollment.

f. Determination of Age. Prior to enrollment in a BWP project,
a person not presently attending school in the ninth through
twelfth grades, or its equivalent, must submit satisfactory ;
evidence that he meets the age criteria established for the 3
various BWP projects. Such evidence may consist of: a birth
certificate, a baptism record, a bona fide record of the
date and the place of birth kept in the Bible in which records
of the family of the child are preserved, a parents’,
guardian's or custodian's affidavit of age accompanied by a
record of the age as given in the register of the school ;
he first attended or in the earliest available school census; "
or similar decumentary evidence. '

3. DNon-Violence Clause. No person may be enrolled in these programs ;
who has been convicted subsequent to November 7, 1966 in any .
Federal, State, or local court of competent jurisdiction, of inciting,
promoting, or carrying on a riot, or any group activity resulting
in material damage to property or injury to persons, found to
be in violation of Federal, State, or local laws designed
to protect persons or property in the community concerned.

e
ey
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B. WAGES AND ALLOWANCES O

Enrollees in projects authorized under Title I, Part D and Title II,
Section 205(d) and (e) of the EOA will be paid the legal Federal

or State minimum wage or the prevailing wage for comparable work,
whichever is highest, for all time spent in work or in approved
supportive services.

okl bt S8y i atbod s, A
e
PR sk et
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Rates of pay for enrollees in Neighborhood Youth Corps projects will be

: | no less than $1.25 per hour, except those off-shore areas with a history ,

| o of FLSA exemption. The general objective for the out-of-school program :

| 3 will be to raise the hourly compensation rate to $1.40 during the a
agreement period. BWP regional directors are authorized to increase
compensation rates for out-of-school projects as requested by project

| sponsors. Compensation rates for the in-school program should be

| established with ranges taking into account length of enrollment,

type of job and other factors. - For example, if non-school work

assignments place enrollees in Jobs in organizations which pay higher

rates for comparable work, it would be expected that these enrollees would

be compensated at the same rate as the out-of-school emrollee. If rates

I1-6
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C.

above $1.25 are being paid .in an out-of-school project this will not,
by itself, constitute justification for payment of a higher rate in
an in-school project in the same area. The wage rate applicable

to out-of-school projects in a particular area will also be
applicable to summer projects in that area.

If permission has been granted to a sponsor to pay rates above $1.25,
he should consider the positive effect of introducing these rates
through periodic increments, such as five cents per hour based on

an enrollee's performance, attendance or increase in skill level.

In all cases, if wages are to be paid for supportive services,
enrollees shculd be paid at the same rate as for time spent in
actual work-experience.

In making determinations as to the appropriate wage to be paid in
a Title I-B project, the applicability of federal or state minirmums
should be considered. The bulk of Title I-B enrollees (except for
those working in WTI components) will not be in activities covered
by the Fair Labor Standards Act at rates above $1.25. However,
since state minimum wage laws frequently have broader coverage than
the FLSA, in some cases, such laws may cover these youth. In some
instances, these state minimms may be adjusted upward in the near
future, above $1.25. As employers of enrollees, sponsors have an
obligation to determine the applicable minimum rate and to pay that
rate.

HOURS OF WORK

1, All enrollees in Title II, Section 205(d) and (e), Title I,
Part D and Title I, Part B, out-of-school projects may
engage in a minimum of 20 and, unless they are engaged in
work on a project under the Federal Disaster Act, a
maximum of 4O hours of activities each week. These
activities will include an appropriate combination of
work, training and supportive services. Generally, the
goal will be 30 hours of work-experience and 10 hours of
supportive services and training.

2. In-school enrollees in Title I-B projects, who are full-time
students, may work a minimum of eight hours and a
maximum of 15 hours each week including an appropriate
combination of supportive services and/or training. During
the summer months, however, they may engage in a minimum
of 20 and a maximum of LO hours of activities per week.
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3. The number of hours of work per school week for ‘in~school
youth, who are below age 16 is fixed at eight hours.
Deviations from eight hours will be approved only upon
receipt of appropriate written justification. Such
youth are subject to the provisions of 29 CFR 1500
Subpart C.

Generally, the requirements of this section restrict 1

and 15-year-old enrollees to work (a) outside school hours,
(b) not before 7 a. m. or after 7 p.m.;, (c) not more than
18 hours during the school week, (d) no more than

3 hours on a school day, (e) no more than 4O hours in a
non~-school week, and, (f) no more than 8 hours on non-school
days.

WORKING CONDITIONS

Conditions of employment such as employee rights and benefits, physical
facilities, safety and health precautions, standards of conduct and
performance, and procedures for handling disciplinary problems and
grievances must be adequate and reasonable in light of such factors

as the age, experience and proficiency of the enrollees, the type

of work performed and the objectives of the specific project.

Sponsors of work-training projects shall conform to all applicable
Federal, State and local laws, regulations and rules.

In projects involving youth under the age of 18, the selection of
work assigmments will comply with applicable Feczral and State Fair
Labor Standards Laws. The restrictions in the Federal Fair Labor
Standards Act, as they apply to youth under age 16, with respect

to kinds and hours of work shall be observed by sponsors of

In-School projects in which youth 14 and 15 years of age are enrolled.

1. Provision of Food or Lodging.

a. Sponsors may provide meals to enrollees as a fringe benefit
and include the cost in the project budget, provided that this
is a fringe benefit customarily provided to regular employees
under' similar circumstances. Since BWP requires that enrollees
be paid solely in cash and not in kind, enrollee wages shall
not be reduced as a result of receiving free meals or other
fringe benefits,
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b. Because programs under BWP administration are day-work
programs, and not residential programs, the cost of lodging
for enrollees is not an acceptable project cost. However,
provision of food and lodging for a brief orientation
period, as has been suggested in Neighborhood Youth Corps
Technical Aid 5-65 relating to state-wide rural projects,
or for other special limited or emergency circumstances, is
not in conflict with the intent of the Act and therefore
may be an allowable project cost.

Vacations, Holiday and Sick Leave. Pay to an enrollee for vacation
time accrued or actually taken, sick leave actually taken, and pay
for holidays not worked may be allowable costs provided such
benefits have been approved as part of the work-training

agreement, Agreements which contemplate such costs shall contain
project specifications which describe the rate at which vacation
and sick leave accrue, and name the holidays for which enrollees
shall receive pay. Such costs shall be approved only where there has
been a determination that they are reasonable and in accord with
established policy and practice of the organization providing the
worksite in those cases where policies on these matters have been
established. If the sponsor is a newly formea organization and
there is no established practice, the costs shall be reasonable

and comparable to area practice for similarly situated sponsors.

Other Fringe Benefits., Health insurance premiums for coverage of

enrollees during employment and other similar fringe benefits may

be allowable costs of the project provided they are specifically
approved in the agreement. Agreements which contemplate such
costs shall contain descriptions of the coverage to be provided.
Such costs shall be-approved only where there has been a
determination that they are reasonable and in accord with health
insurance provided. other employees in those cases where an
employer has a health insurance plan. If the sponsor is a newly
formed organization and there is no established practice, the
approved fringe benefits shall be reasonable and comparable to
area practice for similarly situated sponsors.

The cost of wage maintenance plans providing benefits because of
working time lost due to unemployment or injury (other than required
workmen's compensation coverage) and the cost of employer contri-
butions to savings or retirement plans shall not be .allowed as

costs of BWP projects, except that unemployment insurance coverage
required by State law is an allowable expense if provided for in

the approved project budget.
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E. PROJECT SPONSORSHIP

Work-training experience projects may be sponsored by Community Action
Agencies, State or local public institutions or agencies of such
institutions, private nonprofit organizations, other than political
parties, or, with the excepticn of projects under Section 205(d),

by private for-profit concerns. Such projects shall be sponsored

by local CAA, unless: (1) The CAA chooses not to sponsor a

proposed project; or, (2) The CAA fails to demonstrate affirmatively
its capacity to function as a sponsor; or, (3) There is no CAA in

the area.

All applicants for sponsorship must demonstrate their capability to
plan and administer effectively a work-training experience project.
In meeting this requirement, prospective sponsors must furnish
evidence of their ability to develop organizational structures and
management systems which will ensure efficient project operation and
to recruit qualified staff. They must also provide assurances of
financial responsibility and of their readiness to comply with the

applicable provisions of Titles VI and VII of the Civil Rights Act of 196l

and applicable State Equal Opportunity legislation in every phase of
activity related to the project.

l, Administrative Standards

In administering work-training experience projects, sponsors must;
as a minimum, fulfill the following requirements in performing
each of the functions listed below.

a. Recruitmenttand Selection

Provision must be made for maximum utilization of outreach
techniques and for obtaining the cooperation of local
communications media and public and private community
organizations in establishing contact with eligible
individuals., The racial and ethnic composition of the
project shall be in keeping with the characteristics of
the poverty population of the area served.

Selection of participants for these four programs will be
concentrated, whenever practicable, in the commnity action
target areas and will be planned and operated through the
CAA utilizing the combined CAP neighborhood center - USES
staffs or by special arrangements between the local
community action agencies and the local Employment

Service offices. These services are normally financed

by the grants for the CAP neighborhood center
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anud by the Employment Service and no portion of the funds
allocated to the Department of Labor for these programs

may be used to reimburse either agency except when it is
found, consistent with program guidelines, that supplemental
funding is essential in order to carry out the objectives

of the programs.

The initial recruitment effort must be accomplished within

a definite time schedule. The duration of this period may
vary with the size and complexity of the project. Sponsors
must demonstrate their ability to maintain project

enrollment at authorized levels. Sponsors may exceed their
authorized levels by not more than 1C percent if this can

be accomplished without jeopardizing the project design and
effectiveness and without exceeding authorized funding levels
for the period covered by the agreement.

b. Determination of Enrollee Eligibility

All projects must incorporate in their operating procedures,
a plan for validating and documenting the eligibility of
enrollees.

Ce Orientagion of Enrollees

An orientation period of not less than one nor more than five
days, depending upon the type and amount of material to be
covered, must be provided for all enrollees to acquaint them
with prog-am objectives and their rights and responsibilities.
Such topics as the development of preper work habits, cooperation
with supervisors and fellow workers, personal grooming,
vocational and educational planning, money management,

payroll procedures and methods for settling civil rights
complaints and grievances should be discussed and explained

ot these sessions.

d. Assignment to Work Stations

All projects must develop a system to ensure that enrollees,
to the maximum possible degree, are assigned to work stations
suited to their interests and abilities as evidenced by such
factors as age, physical condition, educational level,
aptitudes and future occupational plans. Sponsors must be
able to justify, on the basis of test performance, counselors
evaluations, or other substantial evidence, their reasons
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for assigning a particular enrollee to a specific work
station. Sponsors are cautioned that race or ethnic origin
may not be used as a basis to bar any enrollee from a
particular work assignment. Integrated work experience for
enrollees should be provided whenever possible.

Assessment of Progress

A1l projects must make provision for the periodic assessment
of the progress of enrollees with respect to such factors as
attitudes toward work, attendance, punctuality, performance

on the job and vocational and remedial education courses. All

enrollees must be evaluated periodically in writing by their
counselors and supervisors or irstructors.

Job Development, Placement, and Referral

Sponsors must establish procedures for promoting permanent
employment or additional training opportunities for enrollees
and for placing enrollees in job openings or training
programs. All such procedures must include a provision for
the initiation of job development and placement action,
including intensive counseling in job seeking techniques, at
least thirty days prior to the enrollee's anticipated
termination date. In cases where the responsibility for
carrying out these procedures rests with an organization
other than the sponsor, certification of the willingness

and capacity of .that organization to do so, is required.

Termination of Enrollees.

In order to permit sound planning in connection with recruit-
ment, job development and placement, sponsors are required to
institute procedures for maintaining current and accurate
information on enrollees scheduled to terminate., These

procedures should be designed to enable the sponsor to estimate

reliably the number of enrollees to be terminated from the
project in any given month.

Follow-Up

A11 sponsors of BWP projects will be required to cooperate
with the Bureau in establishing procedures for maintaining
contact with enrollees after their termination from the

project.
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Sponsors must develop procedures to evaluate all enrollees
under the New Careers program (Section 205(e)) after each
progressive step during their period of enrollment as well
as at least one year after they have moved into permanent,
unsubsidized employment. |

Maintenance of Records

All sponsors must establish a central filing system. The system
must be capable of providing complete financial information
and such program information as the number of applicants
rejected and the reasons for rejection; the documentation of
the eligibility of active and terminated enrollees; the
performance of individual enrollees in the project as
evaluated by supervisors, instructors, and counselors; the
extent of the participation of enrollees in remedial education,
vocational training, and/or cultural enrichment activities;

the dates of enrollment of individual enrollees and the
characteristics of the enrollees, including age, sex,
educational level, family size, and compositionj work
experience; race or ethnic origin; and physical or mental
disabilities. In addition, the files of terminated

enrollees must indicate the reason for termination and their
post-termination status for a period of at least six months,

Self-Evaluation of Effectiveness

At intervals of six months or less, sponsors must conduct
surveys of their operations and submit ‘hem to the BWP regional
director to ensure that program goals are being achieved.,

This review should include an appraisal of the effectiveness

of the project in improving the altitudes, educational levels,
and employability of enrollees; analysis of the degree to
which staff performance and management practices and procedures
have contributed to or detracted from the attaimment of these
objectives; and, the development of a course.of action
designed to correct deficiencies uncovered as a result of the
evaluation.

Application of the Hatch Act

Section 12 of the Hatch Political Activities Act of 1939,

as amended, applies to those officers and employees of a
State or local agency whose principal employment is in
connection with federally financed activities. Such persons
are prohibited from taking an active part in political
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campaigns that are identified with a national or State political
party, such as the Democratic or Republican Party. The term
"State or local agency" is defined by the Act to mean, "the
executive branch of any State or of any municipality or other
political subdivision of any such State, or any agency or depart-
ment thereof." Violation of the Act may result in removal from
one's position.

Employees of educational and research institutions or agencies,
or systems, are exempted from such political prohibitions.

For additional information, write to: Office of the General
Counsel, United States Civil Service Commission, Washington, D.C.,
20415. Copies of CSC Form 1982a (Appendix "B") are to be
displayed conspicuously for the benefit of all enrollees and
staff. Additional copies may be obtained from the Civil Service
Commission, Washington, D. C.

Grievance Procedures

All sponsors must advise enrollees of their rights and obligations
under these programs and inform them of the procedures for filing and
adjusting grievances.

a. Scope of Grievance Procedure

(1) Procedures for processing complaints of discrimination on
grounds of race, color, creed, or national origin described
in Chapter IV of the Neighborhood Youth Corps Program
Manual, will be used for all BWP projects.

(2) In addition, all sponsors must comply with the procedures
for advising enrollees and processing grievances regarding
such matters as compensation, wages, hours, training allow-
ances, work assignments, disciplinary action including
dismissal, prescribed herein below.

b. Grievances on Compensation

<

Any enrollee who believes himself to be the subject of differen=-
tial, irregular, or illegal action regarding matters of
compensation may file a complaint in writing not later than 90
days from the date of the alleged action. Such complaints may be
filed by the enrollee or by his duly accredited representative.

c. Processing Grievances

II-1L
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(1) Responsibilities of Sponsors

All complaints filed with sponsors will be processed at that
level. A copy of the camplaint must immediately be forwarded
to the BWP Regional Director, through the field representa-
tive. Within 15 days following initial receipt of the
complaint, the sponsor must complete the investigation and
submit to the complainant and the BWP Regional Director, a
written report of the investigation, his findings, and any,
action he has taken. The Regional Director shall either
concur in the findings or proceed to conduct his own inves-
tigation, which must be completed within 10 days of receipt
of the sponsor's report. If the Regional Director concurs

in the sponsor's report, he will advise the Deputy Admini-
strator, Bureau-of Work Programs of the nature of the camplaint
and the action taken.

If the Regional Director ddes not concur in the sponsor's
report, he shall conduct an on-site investigation of the
complaint and submit to the camplainant and the Deputy
Administrator, Bureau of Work Programs, & written report of
his findings and any action he has taken. This report must
be submitted within 15 days of, receipt of sponsor's report.

e e e

(2) Responsibility of Deputy Administrator in Reviewing Griev- ]
ances j

If the Deputy Administrator approves of the findings of the
Regional Director, he shall note his concurrence and so
advise the camplainant. If the Deputy Administrator does
not concur in the findings of the sponsor and the Regional
Director, he shall take such action as he deems appropriate
and advise the complainant, sponsor, and the Regional
Director.

d. Legal Advice

Regional directors may request legal advice from the Regional
Attorney concerning grievances.

Staffing Standards

As additional evidence of their suitability to conduct a work-training
experience project, pros,ective sponsors must develop a project
staffing pattern, which will include a detailed description of the
duties of each position and Jjustify the need for a staff of the size
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and levels of competence indicated in the staffing pattern, based
upon such factors as the administrative workload in relation to
project enrollment and budgetary levels, ratios of supervisors and
instructors to enrollees, the.types and volume of supportive services
to be provided, and the characteristics of the population to be
served.

Sponsors must also establish minimum standards of qualification for

project personnel concerned with such functions as program planning

and direction, fiscal administration, counseling, on-the-job super=-

vision, and clerical support in accordance with the following.

Racial and ethnic composition of the project staff shall be in

keeping with the characteristics of the poverty population of the ’

area served. .
a. Project Directors and Deputy Directors L

Because the duties oi project directors and deputy directors are
primarily administrative in nature, recruitment for these posi-
tions should be limited to individuals who, either by experience
or education, have clearly demonstrated administrative ability.
Experience in directing an organization and its work program,
either in private industry or public agencies, which indicates
capability in such functions as planning, organizing, staffing,

: -supervising, coordinating, reporting, and budgeting is of prime
- importance. Successfully completed education at an accredited
college or university, with major study in public administration,
business administration, economics, personnel administration, ih
industrial management or relevant fields and included course work ’
related to administrative or management activities, may be
substituted for practical experience.

For projects with enrocllments of 250 or less, project directors

! and deputy directors must have acquired at least five years of
| progressively responsible practical experience, at least one year
| of which must have involved the performance of duties at a level
. of difficulty generally comparable to that required of admini-
' strators of public or private institutions masnaging organizations
: and btndgets of similar size and complexity or must have success-
o fully completed four years of university level study. A

; combination of appropriate education and experience, i.e.,
- completion of two years of university level study in addition to
two years of practical experience is also acceptable. For
1 projects with larger enrollments and/or more complex organizational
| structures and operating procedures, requirements will be scaled
upward accordingly. However, directors and deputy directors of
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projects with enrollments of 1,000 or more must have acquired at
least ten years of responsible, practical experience and/or
education., At least one year of experience must have involved
the performance of duties at a level of difficulty generally
comparable to that required of administrators of public or
privete institutions maneging organizations and budgets of
similar size and complexity.

In a sponsor cannot obtain a project director who meets these
standards, he may secure as project director an individual who
has given evidence of sufficient aptitude and capacity to perform
this function in a satisfactory manner. In cases where this is
the last alternative, spongors must exercise extreme care in
selection and must thoroughly document their reasons for making
the selection.

FPiscal Officers

The qualifications required of staff members responsible for
financial control must correspond to those that would be required
in a similar position in an industrial corporation or other
institution managing a budget of comparable size. Sponsors of
projects funded by the Federal Government in amounts of
$1,000,000, or more, must have an accounting head with a minimum
of a degree in business administration and at least five'years of
practical experience as & controller or head of a major
accounting group within the accounting department of an indus-
trial, financial, governmental or non-profit institution.

These requirements may be scaled downward for small organizations.
As a minimum requirement for the smallest projects, however, the
head of the accounting operation must be an experienced bookkeeper,
capable of maintaining a complete set of accounts and supporting
records and files, drawing off trial balances, preparing

financial statements and maintaining payroll records, including the
required returns to the Federal, State and local govermments. In
cases where the sponsor elects to have accounting services provided
by a certified public accountant or bookkeeping service organiza-
tion, the degree of proficiency of the head of such an
organizgtion must be comparable to that required of a sponsor's
accounting head.

Counselors

Individuals appointed to these positions must either have
completed a full four-year course at an accredited college or
university leading to a bachelor's degree in vocational coun-
seling, sociology, psychology, or an allied social science
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curriculum or, in addition to the coampletion of a full four-year
course at an accredited college or university leading to a bache-
lor's degree in a curriculum other than those outlined above, one X
year of experience which demonstrates an interest in and a know-

ledge of the special problems of the disadvantaged. Such

experience may include, but is not limited to, comparable work

done while in service with the Peace Corps, VISTA, and similar
programs. Unpaid volunteer work, such as tutoring culturally

deprived children or involveme:t in service club activities to

aid the underprivileged may also be counted as qualifying

experience, provided that it was performed for a minimum of five

hours per week for a period of not less than one year.

In addition, sponsors may employ as counselors persons who lack

the educational qualifications set forth above, provided they

have clearly demonstrated the interest, -aptitude and capacity to
perform this work as evidenced by paid or volunteer experience with
organizations furnishing social services to the disadvantaged.

In cases where this is done, sponsors must exercise extreme care

in selection and must thoroughly document their reasons for

making the selection.

-
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Work Supervisors and Instructors

Selection of personnel to supervise enrollees must be confined
to persons who, for a period-of at least one year, have demon-
strated their knowledge in the occupations in which work
training experience is to be given. In addition, but of equal
importance, the individuals chosen for these positions must
possess the patience, understanding end other personal quali-
ties to enable them to deal effectively with adults and youths

who are inexperienced, unskilled, undereducated, and,often,

unmotivated.

Training for Trainers

It is recognized that in projects funded under Section 205(e),
in particular, trainers of enrollees will require special
training with regard to the specific needs of project enrollees
and the job requirements ensuing from the creation of new Job
classifications. The project proposal shall contain a detailed
plan for training the trainers. Project funds may be used to
pay the cost of training the trainers and for reimbursing
employers for eny costs incurred in training project enrollees.

Reimbursement for ProvidiqgﬁSugervision

In projects funded under Section 205(e), job related training
shall be the responsibility of the egency providing the work-
site and the length of such training shall be specified in the
project proposal. Employers may not be reimbursed out of project
funds for supervising project enrollees beyond the time period
specified in the proposal, as approved by BWP, for training
project enrollees. : ~

Clerical Personnel

The qualifications of clerical personnel serving on the project
staff mist correspond to those required of employees performing
equivalent duties in other private and public orgenizations in
the area in which the project operates.

All sponsors must certify that they are capable of employing
personnel meeting the qualifications set forth above and must
develop a plan for the recruitment of project staff. The plan
must include a time schedule for the completion of this phase
of the project, together with a description of the methods to
be utilized in its accomplishment.

Sponsors mst also devise a plan for the orientation of all staff
members, including work supervisors and imstructors, in the objec-
tives of the project and in the duties and responsibilities of
their positions. A system for the continuous in-service treaining
of the staff should also be instituted.
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L. Staff Salary Standards

Salaries of project directors charged as a cost to a BWP project
shall not exceed $15,000 per year. The cost to the contract

of the salaries of subordinate staff members must be scaled
dowrward from this limit commensurate with the degree of
responsibility assigned to their positions.

Persons employed as staff members of BWP projects shall be paid
at a rate comparable to the average rate for similar services
in the area where the project is being conducted or at a rate
comparable to that provided for similar services in the area of
the employee's most recent employment, whichever is higher,

but no less than the Federal or state minimum wage rate.

For those staff positions with salaries exceeding $6,000 a year,
no person shall be employed at a rate of compensation which -
exceeds, by more than 20 percent, the salary he was receiving
in his immediately preceding employment unless the BWP regional
director has authorized an exception in writing. In determining
salary in preceding employment for persons regularly employed
for a period of less than 12 months a year, the salary shall be
adjusted to an annual basis,

MAINTENANCE OF EFFORT

A1l project sponsors shall be prepared to show (e.g., budget request)
that local and non-Federal contributions to a project'!s total funding
represent a net i:crease over such expenditures made for similar
purposes during the 12 months prior to the initial application for
such a project and that the project, if funded, will not substitute
for or reduce on-going program activities or the total local and
non-Federal funds previously provided for such activities.

In addition:

1. All project sponsors shall be prepared to show (e.g., budget
request% that employers participating in such projects will not
use project funds to directly or indirectly reduce the number
of jobs and/or related wage and salary scales, which existed
prior to the funding of the project.

2. Sponsors of projects under Section 205(e) shall provide evidence
from employers participating in the project in the form of
written commitments and other documentation (e.g., State and

local government budget requests for government salaried personnel)

that the employers will maintain at least the same number of jobs
which are supported, in whole or in part, out of project funds
(with the same or similar job specifications) after termination
of the project and that such positions shall be maintained at
the same or a higher wage rate.
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PROJECT DESIGN

Sponsors must determine, on the basis of current and accurate
jinformation, the size and composition of the population to be served
and the incidence of poverty, unemployment and underemployment in

the area. Statistical evidence furnished by applicants in
satisfaction of this requirement must be derived from the most recent
and reliable sources.

Sponsors must also demonstrate that they are capable of establishing
channels of communication with the target population through the
utilization of the facilities of community organizations, commni-
cations media, outreach techniques, and other means.

Sponsors must submit evidence that coordination has been established
with all appropriate public and private agencies in thz area in which
the program is to operate. The participation of privite industry
and organized labor is encouraged. In meeting these requirements,
sponsors must carefully survey the availability of services provided
by all community organizations and supply documentation of the degree
to which their efforts will be coordinated with these groups.

CAA sponsors must conform to CAP memorandum #57, in assuring that
representatives of the poor participate in the planning and develop-
ment activities connected with Title II projects.

1. Criteria for Selection of Area

a. Geographic Area

Wherever possible, work-training experience projects will be
designed to meet the needs of specific geographic areas.

In selecting the area to be served by the project, the 1
prospective sponsor has an obligation to make a selection :
without any intent to discriminate. This means that the

area served must be selected on the basis of economic need
and that boundaries may not be drawn to exclude minority _
groups. Proposals for work-training experience projects wille

" ;. /.,~ i o e o

(1) derive from an extensive study of the area;

(2) be related to an especially large concentration of
poor and low-income persons in that area and to their
needs;

(3) provide employment and work-experience training for
as many residents of the area as feasible; and
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(4) be based on current and accurate information concerning
the size, composition and relevant characteristics of
the population to be served. Statistical evidence
furnisiied by applicants must:

(a) be derived from reliable sources, e.g., Bureau of
Labor Statistics, Department of Labor; local
Employment Service offices; local utility companies;

(b) be identified as to source, date, reference period
covered by the data; and,

(c) be based upon the latest available data.

(5) indicate precisely which area is to be served, specifying
its geographic limits by a map with appropriate references.

Accessibility

Where a project is to be closely related ta the needs of a
specific area, the size of the area may vary from a social
planning unit to an entire metropolitan community, if the
following standards as to accessibility are met:

(1) In urban areas, project staff must be able to traverse
from project headquarters to most distant point of area
gserved via public or private transportation within one
hour's time. In rural areas, the area selected must
permit project staff to travel to most distant work
site .oithin one and one-half hour.

(2) Potential enrollees must be able to travel from residence
to work training site or reporting location via public
transportation within one hour's time in urban areas,
and one hour and one-half in rural areas. Where adequate
public transportation may not be available, the sponsor
may provide the necessary transportation for enrollees.

Location of work-site must be within one hour's time
from location of supportive services facilities.

Note: If the particular project is not paying enrollees for
time spent in non-work activities, the time spent in transpor-
tation from a reporting location to a distant work site shall
be considered working time for the purpose of computing
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wages and maximum hours of work, wages must be paid enrollees |
. for time spent in such special transportation but not for
18 normal commuting time from home to reporting location. The
a3 cost of enrollee wages for time spent in special transpor-
I tation will be an allowable c¢.st to the project budget up to |
a limit of two hours per day in urban projects and three i
hours per day, round trip, in rural projects. .

This rule does not imply that enrollees' travel time beyond |
these limits may be uncompensated. Sponsors are discouraged ‘
from developing projects where more travel is required. If |
they choose to do so anyway, enrollees shall be compensated ;
for all travel time, but the compensation for time in excess
of these limits shall be made from sponsors' funds outside
the project budget (i.e., outside the sponsors' share).

Exceptions to this policy may be permitted only if sponsors
present convincing evidence to support such exceptional cases.
For example, enrollees' compensation for travel time in
excess of these limits may be approved as an allowable cost
to the project budget in instances where the area from which
the enrollees are drawn is sparsely populated, and it is
otherwise common practice to travel excessively long
distances to and from work or school sites.

(3) Sponsors must submit evidence of capability to serve the
area in an effective manner, taking into consideration ;
the size of project staff in proportion to size of ;
geographic area.

(L) Costs of public or private transportation utilized by
enrollees and project staff traversing the area must
be just and reasonable.

2. TDuration of Contracts and/or Grants

With the permission of the Administr=tor, BWP agreements may be
executed for more than one year. In no event, however, may such
agreements carry a termination date that is later than the last
day of the fiscal year following the fiscal year in which they
are executed.

3. Distribution of Project Costs

a. Project Financing
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am (1) Federal costs (funds administered by BWP) shall not exceed
0 90 percent of the total costs of any work-training

I1-22




e

Ty Ty

(2)
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(5)

experience project, unless the Administrator determines
that Federal assistance in excess of such percentages
is required.

Costs of supportive services are allowable, if funds for
such services are not available from other sources.
Documentation of non-availability of supportive services
from other sources must be provided in all cases.,

Not less than 65 percent of the Federal costs (BYP funds)
of projects subject to thesec standards, excluding

Title I-D, WIL components of Title: I-B, and Title II,
Section 205(e) projects, shall be used for enrollee
wages, allowances, and related fringe benefits.,

Not more than 35 percent of the Federal costs (BWP funds)
of projects subject to these standards, excluding

Title I-D, WII components of Title I-3, and Title II,
Section 205(e) projects, shall be used for training,
supervision, counseling, basic education, other

supportive services, approved administrative and over-head
costs, and materials and equipment required for training
or work, and transportation.

EXCEPT THAT: Not more than 10 percent of the Federal
costs (BWP funds) of projects shall be used for materials
and equipment to be utilized in vork-training and
experience activities. Within this limit, the policy
will be to alloir as a cost to the agreement, only that
portion of materials which is atiributable to enrollee
wastage.

Projects under Title II, Section 205(e) shall, where
feasible, fund enrollee salaries from other than monies
appropriated for this program, e,g., the Elementary and
Secondary Education Act, Medicare, Welfare, etc. Project
proposals which contain evidence of comnitment of funds
from such other sources shall receive priority in
consideration for approval, “
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(6) No funds under Title II of the EOA may be used to finance
general education. This has been interpreted to mean
that projects under Title II, Section 205(e), in which
enrollees will be employed in any job normally associated
with the provision of public instruction (e.g., teacher
aides, librarian aides, nurses aides, etc.), project
funds may be used to pay the cost of training and
supportive services, but shall not be used to pay the
cost of salaries.

(7) 1In the procurement of non-expenaable items of equipment
for use in these programs, purchase, leasing and lease-
purchase arrangements may be used. Costs under all
such arrangements must be just and reasonable. Sponsors
must be prepared to show that the arrangement used is
the most economical and in the best interest of the

Federal government.

L. Period of Enrollment

a.

b.

Ce

8

Needs of the Individual

The period of enrollment for an individual will largely be
governed by his educational level and degree of employability
and the nature of the occupation in which work-training experience
is given. Sponsors must justify on the basis of the inability
of the enrollee to obtain permanent unsubsidized employment

or the unavailability of another, more appropriate, training
program to which he might be referred, the retention of an
enrollee in a given project for more than one year. This
justification shall be submitted in a report to the BWP
regional director at the time the sponsor decides such
continued enrollment is necessary.

Annual Review - In-School Enrollees

The eligibility of enrollees in In-School projects authorized
under Title I-B must be reviewed annually by the sponsor.

Maximum Duration

(1) Enrollment in projects authorized under Title II,
Sections 205(d§ and (e) and Title I-D shall not exceed

a period of two years, except as approved by the
Administrator.
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(2) Enrollment in Out-of-School Title I-B projects shall not
exceed two years. Further, the period of enrollment
shall not exceed six months for school drop-outs unless
they attend and maintain satisfactory progress for a
minimum of six hours a week in any one, or a combination
of the following types of programs:

(a) A night school course leading to a high school
diploma or high school equivalency certificate.
< »
(b) A special remedial program designed to correct
educational deficiencies.

(¢) A pre-vocational or enrichment program intended to
prepare enrollees for entry into specific types
of work-training experience projects.

(d) A vocational training program involving either
institutional instruction or joint enrollment in
another training program.

(3) Enrollment in Title I-B in-school projects may continue
until high school graduation,

5. Maximum Period of Support for Jobs Under Section 205(e)

Jobs created for project enrollees by Section 205(e) projects
shall not be supported with project funds beyond a period of
2 years, except as approved by the Administ.ator.

6. Work Assignments

ae

Assignment of Enrollees

O

Work-training should provide enrollees with realistic employment

prospects upon completion of enrollment. Sponsors should
ensure that a demand exists within the community for workers
in occupations related to the work-training experience to
be given.

Whenever possible, all projects must be designed to qualify
enrollees for permanent, full time, non-subsidized employment
in occupations which offer opportunity to advance to higher
levels of skill. Sponsors must insure that the specifi-
cations for the jobs in which training is to be given are
clearly established and that training meets the specifications.
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Sponsors must certify that proposed work-training experience
projects are coordinated with other training projects planned
for or operating in the same community. Training for jobs
which are likely to be eliminated by foreseeable

technological changes is not appropriate for work-training
experience programs. A pattern of assignment of minority

group enrollees to the least desirable job classifications will
be considered to be a violation of Title VI of the Civil

Rights Act of 196L.

Sponsors must develop a system to ensure that all enrollees

are assigned to work stations suited to their interests and

abilities as determined through the pre-placement counseling

process and by subsequent experience, and be able to

Justify each particular work-training assignment. Rotation
E of enrollees among various work stations is encouraged for

evaluation and training purposes.

SC AR L e

In situations where enrollees require basic education as part
of pre-vocational instruction, sponsors should arrange to
provide such instruction, either full or part time.

— - -

Limitations on Projects in Religious Institutions

SUCIES—
4

No enrollees employed at a work station which is a component of
; a sectarian or religious institution will be employed in the

f construction, maintenance, care, or operation of so much of ;
28 ' any portion of such facility used, or to be used, for sectarian f
instruction or as a place of religious wnrship or in any

28 secretarial, clerical, maintenance, or tutoring assignments
! involving to any extent, sectarian activities or duties.

: Additionally, no enrollees employed in any capacity at any

: work station will be employed in any position or activity which
3 will release or free any other person or employee for the

] performance or rendering of such duties.

ot

2K (1) Work Assignments. Enrollees assigned té jobs such as
I kitchen and cafeteria helpers and caretaker helpers on a
football field or the general grounds of the institution
would normally not appear to be working contrary to the
provisions of the statute. The same is true of janitor
o helpers, secretarial and clerical helpers, and library
B and office assistants when t“e work in which they are
| engaged in no way involves the operation ¢f maintenance
of any portion of the establishment in which sectarian
instruction or the affairs of the religious institution
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(2)

(3)

are conducted. For example, an enrollee may not be
assigned to general clerical work in the principal's
office of a sectarian institution but he may perform
tasks such as typing physical education schedules or

reparing school lunch menus, which are specifically.
related to the non-religious aspects of the school
program. Enrollees may be utilized as teacher aides
for subjects such as mathematics and business courses,
but may not be used for subjects such as English
literature or European history if they are taught with
& sectarian content or perspective.

Regardless of the enrollee's own activity, the work must
not result in the release of funds or personnel for
religious purposes. When an enrollee takes over a
function formerly performed by an employee in order to
release the employee for other duties, it must not be
religious duties, in whole or in part. This rule shall
apply even though the person so released is not directly
involved in the project.

Facilities. In a school which has a sectarian instruction
purpose, an enrollee can work on maintenance only in

those facilities which are used exclusively for non-
sectarian activities. Acceptable would be maintenance

of the gymnasium, lunch room and pPlayground. Unacceptable
would be maintenance of a chapel, of classrooms which are
used at times for religious instruction or religiously-
oriented teaching, or of the heating system which serves
the sectarian-related facilities as well as the non-
religious facilities. Religious symbols and sectarian
identification should not be present in facilities
renovated or rented in whole or in part with funds from
the project budget. If used, such symbols and identifi-
cation shall be at a feasible minimum. It is not necessary,
however, to remove religious identification or symbolism
solely because some project activity occurs in a facility
used primarily for other purposes.

Other Sectarian Agencies. Some sectarian agencies such

as hospitals, settlement houses, or casework agencies,
perform primarily non-religious functions. Enrollees

may be assigned to general work situations in these
agencies if services are provided on a non-discriminatory
basis., Thus, in a church-related community hospital, an
enrollee may work in the administrative or business office,
as well as in-patient services. He may not, of course,
perform any tasks which are directly related to a religious
service. ‘
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(4) Selection of Enrollees. Admission to a project operated »
o by a sectarian sponsor shall not be based directly or ?
L indirectly on religious affiliation or on.attendance at

a school or membership in an organization which has a

restrictive religious requirement for such attendance

or membership.

(a) A sectarian agency is eligible to operate a BWP
project if its selection of enrollees for the project
is completely non-sectarian.

; (b) A sectarian school'!'s project for Title I-B in-school
g enrollees shall not be limited to students of the
1 sectarian school.

. (c) As part of a larger project, a Title I-B prime

L sponsor may subcontract with a sectarian school to
! serve needy youth who happen to attend that school
g as long as religious affiliation is not a
requirement for school attendance.

= vemecwmtamen . ee -

(d) Participation in a project shall not subject the |
enrollee to either requirements or persuasion, e
direct or indirect, to enroll in a sectarian school ‘
if such enrollment involves participation in or
payment for religious services.

< rrew

/ (5) Staffing. Religious affiliation shall not be a factor in
the selection, placement, or promotion of staff who are
directly involved in the operation of a project sponsored
by a sectarian organization. This shall not, however,
extend to employees of the sponsoring organization who
are neither paid for in part or in full by project funds
nor listed as project staff.

TN e SR> T e, T comtsas
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(a) All staff positions for which salaries or wages, in
part or in full, are included in the project budget
specified in the project agreement are subject to
this requirement.

(b) When staff services are donated to the project and
are not included as part of the project costs,
including the sponsor's matching share, the staff
performing such services shall be considered project
employees.

o SR R TN T R I
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(6) Training Content. BWP projects under sectarian auspices
must not involve sectarian instruction or religious
worship or practice, and they must be separate from any
program which involves these activities. Participation
in a BWP project shall not be used as a means of
including participation in sectarian or religious
activities or of recruitment for sectarian or religious
institutions.

(2) An enrollee shall not be required or persuaded to
attend a religious service or course of religious
instruction as a condition of his enrollment or as
a component of the project.

(b) Religious literature shall not ‘be distributed to
an enrollee or a personal approach made to him for
religious purposes during his hours of participation
in the project or as a result of his enrollment
in the project.

Limitations on Work Assignments

Placement of enrollees in work stations must be free of any
direct or indirect .discrimination based on racial, ethnic
or reiigious grounds. Geographical limitations which are
physically surmountable cannot be used to foster separation
based on racial, ethnic or religious grounds. Only those
worksites, which are free of any taint of discrimination
should be developed.

Sponsors must certify that enrollees will not be assigned to
work stations if this will result in the displacement of
already employed workers or impair existing contracts. This
includes "partial" displacement, which is defined as occuring
when the utilization of enrollees seriously affects the
normal wages and hours of workers presently employed in the
same activity.

Where work-training experience is being furnished to enrollees
by a private for-profit organization, the organization providing
such work-training experience must certify that it has not
moved from any previous location within a one-year period

prior to the date ou which work training is scheduled to begin
and that it is not a branch, affiliate or subsidiary of a
business entity which, at any time within that period, relocated
or expanded so as to cause an increase in unemployment or the
closing down of operations in any other geographic area in
which it conducts its operations.
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In all applicable cases sponsors shall document the provision
of realizable opportunities for the trainees to become
members, with full rights and privileges, of any labor union
holding or seeking a collective bargaining contract with

the agency providing the worksite.

Supportive Services

In order to increase the employability and enhance the opportunities
of enrollees for permanent job or career positions in the public
and private sectors of the economy, the sponsor must submit a
clearly defined plan for the provision of supportive services for
participants.

These supportive services must incorporate three basic, interrelated
elements: (a) the development of occupational competence through
basic education and remediation in reading, writing, oral communi-
cation and arithmetic skills, and through job-related education

and training; and, (b) exposure to and assistance in adjusting to

the demands of work, through counseling capable of developing
realistic and positive work attitudes and habits; and, (c) assistance
in dealing with personal, family and social problems through

a wide range of counseling, guidance, medical and social services.

Since the degree of effectiveness of projects will depend heavily
upon the quantity, diversity and quality of supportive services
which are provided, it is imperative that these services be of

the highest possible quality. The quality of projects will be
effected by the kinds, amounts and availability of services and
staff, and the type of administrative support and control provided.

Supportive services may include, but not be limited to, basic and
remedial education,-counseling, enrichment, medical examinations,
and other forms of assistance designed to improve the educational
performance of enrollees, increase their employability, and
prepare them to the maximum extent possible for the work stations
or occupations they will fill upon completion of enrollment.

The kinds and quantities of supportive services provided shall be
adequate to meet the specific needs of the concerned enrollees
and to prepare them for the jobs in which work-training experience
will be provided.

Sponsors must plan maximum flexibility in the provision of supportive
services at a convenient time, and in an appropriate place, for

as long as is needed to resolve those problems which detrimentally
affect his training and employability. The enrollee should be
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provided all the services he needs, and be permitted to move at
his own pace through these services towards objectives which are
meaningful for him., Also, each enrollee must be permitted to
avail himself of services without undue Jjeopardy to his work-
training, education, or family relationship., The physical
facilities used must be appropriate for the provision of a given
service and located where the enrollee can maximally avail himself
of the services. Convenience to the enrollee must be among the
foremost considerations in counseling and educational activities.

a. Basic Education Services

The importance of basic education services is readily apparent.
The individuals to be served by work preparation and training
projects cannot be expected to compete for and hold permanent
Jjobs without sufficient training, or to succeed in such
training (even for entry-level and semi-skilled jobs) unless
they acquire basic literacy and other educational skills.

Basic education should emphasize basic. literacy and mathe-
matical skills, remedial reading and speaking, vocational
education, and basic instruction in social, economic and

civic matters.

Basic education services should be designed to correct
educational deficiencies and to raise each enrollee up to at
least an 8th grade level in reading, writing, and arithmetical
skills,

b. Counseling and Guidance

Counseling and guidance provide encouragement and assistance

in personal, social, economic and vocational adjustment.
Vocational aspects of counseling and guidance should introduce
the enrollee to the social and vocational demands of a job,
help him to develop job finding skills (e.g. job application
procedures, interview behavior), and help him to successfully
complete his enrollment in the project by providing continuing
Support and guidance after placement. Therefore, the following
minimum standards apply:

(1) Professionally recognized methods and techniques should
be employed and directed toward the objective of
encouraging school attendance and educational achievement,

increasing employability, assuring vocational adjustment,

promoting and assisting enrollees to become competent and

self-sufficient contributing members of their communities;
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(2) Both group and individual counseling and guidance should
be available to each enrollee, as required;

(3) When work stations are widely dispersed, mobile units
should be used, when possible, to provide counseling
and guidance;

(L) Counselors should visit their enrollees at the work sites
at least once per month in order to establish and maintain
liaison with work supervisors and to follow the progress
of individual enrollees;

(5) In projects with over 20 enrolleecs, sponsors shall assure ;
that at least one of the counselors has formalized ]
training as represented by either a degree or a :
certificate from an accredited educational institution; :

(6) Counselor case loads shall be maintained at levels at which
full service can be provided each enrollee;

(7) Tests are to be selected, administered and interpreted
only by counselors who are trained in the use of the
specific tests used; and

(8) Records must be established and maintained for each enrollee
to provide timely, significant, and confidential data. j
for use by personnel with a "need to know'" working with :
the enrollee during his enrollment and in follow-up. ‘ 3
Counseling sessions should be reported by date, length
and content.

19 c. Health and Medical Services

4% Many enrollees have a variety of health and medical problems.
4k Poverty and envirommental deprivation often result in a history
" <, of poor diet and nutrition; inattention to, or absence of,
proper habits in personal hygiene; long-term medical resglect;
and mistrust or unfamiliarity with proper health and medical
care procedures and treatment. Enrollees may need medical
examinations for infectious diseases, physical impairment and
defects in vision, hearing or speech, innoculation and
preventive medicine, medical treatment, dental eare, mental |
health services, and basic instruction and assistance in |
matters of personal hygiene and diet. Sponsors should, there-
fore, arrange for the provision of a comprehensive health
examination upon enrollment into the project. Medical care and
other related services should be obtained from other sources
such as Neighborhood Health Centers, when available.
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d. Transportation

In many rural and some urban areas, public transportation is
inadequate. Where this is the case, sponsors are required to
devslop a plan for ensuring necessary transportation resources
to enable enrollees to travel to and from the work sites to
which they are assigned. In this plan, sponsors may include
such arrangements as the rental of buses to transport enrollees
from central pickup points to work sites or the establishment
of car pools with provision for reimbursement of travel costs.
In all such arrangements, sponsors shall provide appropriate
jnsurance coverage for enrollees in the event of death or
injury incurred as a passenger or driver.

e. Other

Arrangements should be made to provide other supportive services
such as legal or family planning services day care, when
necessary, from other existing resources.

Linkages with Projects Funded Under Other Programs

Wherever possible, sponsors must also plan :nd administer their
projects in coordination with other related programs operating in
the same geographic area including but not limited to:

a. CAA Comprehensive Manpower Programs (including programs providing

supportive services under EOA; Section 205).

b. Adult Education Programs under the Elementary and Secondary
Education Act.

¢. Manpower training projects under the Manpower Development and
Training Act (MDTA).

d. Projects under the Highway Beautification Act.

e. Projects under the Open Space Land, Urban Renewal, Community
Facilities, and Model Cities Programs.
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Transportation

In many rural and some urban areas, public transportation is
inadequate. Where this is the case, sponsors are required to
develop a plan for ensuring necessary transportation resources
to enable enrollees to travel to and from the work sites to
which they are assigned. In this plan, sponsors may include
such arrangements as the rental of buses to transport enrollees
from central pickup points to work sites or the establishment
of car pools with provision for reimbursement of travel costs.
In all such arrangements, sponsors shall provide appropriate
insurance coverage for enrollees in the event of death or
injury incurred as a passenger or driver.

Other

Arrangements should be made to provide other supportive services
such as legal or family planning services day care, when
necessary, from other existing resources.

Linkages with Projects Funded Under Other Programs

Wherever possible, sponsors must also plan :nd administer their
projects in coordination with other related programs operating in
the same geographic area including but not limited to:

a.

b.

c.

d.

e.

CAA Comprehensive Manpower Programs (including programs providing -
supportive services under EOA; Section 205). |

#
Ny

Adult Education Programs under the Elementary and Secondary
Education Act.

Manpower training projects under the Manpower Development and
Training Act (MDTA).

Projects under the Highway Beautification Act.

Projects vnder the Open Space Land, Urban Renewal, Community
Facilities, and Model Cities Programs.
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111, PROMOTION, DEVELOPMENT, AND CCORDINATION OF PROJECTS

It is the responsibility of the Bureau of Work Programs to promote and
coordinate the development of work-training experience projects through
its field representatives and the local Commnity Action Agencies. All
project proposals will be developed by Community Action Agenciles, as
sponsors, except as provided in Part IV hereof. All project proposals
will be submitted to the Bureau of Work Programs and be considered in
light of local needs, the plans and guldance of the local CAA, and area
manpower plans.

A. FUNCTIONS AND RESPONSIEBILITIES OF FIEID REPRESENTATIVi:S

Field representatives shall:

l. Plan for, promote, advise on, and assist in the execution of
specific work-training experience projects designed to alleviate
unemployment and other related social problems of the commwnity
which bear on the employability of its residents.

2. Meet with CAA's and other potential sporisors to explain program
requirements and policies, and to provice assistance in the
development of project proposals.

3+ Provide technical a3sistance to sponsors on all aspects of project
planning and implementation, and promote cooperative relationships
which will provide maximum utilization of all available resources.
s
L. Review the recommendations of the local menpower coordinating
committee,

5. Analyze proposals in light of local work-training experience program
needs, establish priorities and available funding sources and submit
them in accordance with the provisions of Part IV hereof, to the
appropriate Reglonal Office of the BWP,

6. Negotiate changes in sponsor's proposals, as appropriate, on instruct-
ions from the Regional Office and re-submit them for consideration.

Te lMonitor sponsors' performance, insuring compliance with program
policies, guidelines, agreement provisions, and sound administrative
practices including compliance with the Civil Rights Act of 196k,
Review and appraise financial and reporting procedures; nature and
quality of instruction; quality and sufficiency of training facilities,
equipment and personnel; quality of project leadership; degree of
enrollee satisfaction and progress; effectiveness of supplementary

- instruction, basic education and vocational guidance; compliance with
contracts; and effectiveness of overall activities in meeting program
objectives,
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8. Provide appralsals to sponsors and Bureau officials as to project
progress, achievements, deficiencies, etc.

9, Represent the Bureau as technical liaison with local officials
concerned with Bureau activities, including the local Manpower
Coordinating Committees.

10, Confer with interested individuals and organizations with a
record of involvement in the problems of the area and of the poor
individuals residing therein, for the purpose of further acquaint-
ing them with the objectives and methods of work-training experience
programs and of stimlating participation in the development of area
projects,

Field representatives shall also submit comments regarding the overall con-
duct of projects for which they have assigned responsibility, summarizing
highlights, special accomplishments, problems, etc.

Be REVIEW OF PROJECTS

1. Field offices shaldl:

a, Review project proposals for:
(1) Completeness
(2) Technical accuracy
(3) Need for Training
(4) Adequacy
(5) Reasonableness of cost estimates
(6) Overall compliance with the objectives and requirements
of the Economic Opportunity Act of 1964, as Amended, and
relevsnt regulations and procedures promulgated pursuent
thereto,
(7) Adherence to budgetary allocations
(8) Finasncial responsibility of the sponsor and its capacity
to carry out the terms and conditions of the proposed
agreement,
b. Negotiate changes to the proposal, as esppropriate.
c. Ensure compliance with checkpoint procedure (PartlV, hereof),

d., Forward proposals with recommendations to the Regiomal Office,
Bureau of Work Programs.,
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Confer with representatives of the Bureau of Apprentice-
ship and Training on proposed WII components to Title I-R

projects as prescribed in Part V hereof,

Regional Offices shall:

Qe

b.

Coe

d.

Ce

f.

Eeo

h,

i.

Review recommendations of field representatives,

Refer project proposals to the regional attorney for
review for legal sufficiency.

Review project proposals for:
(1) Program content.

(2) Overall capacity of sponsor to carry out terms and
conditions of the proposed agreement.

(3) Adequacy of the .agreenent,

(L) Adherence to budgetary limitations set by the
National Office.

(5) cCivil rights compliance,

Assure compliance with checkpoint procedure (See Part v,
hereof),

When estimated cost of project exceeds $500,000, forward
propos2l and recommendations to the National Office for
appropriate action,

Wren estimated cost of project is less then $500,000 take
appropriate action,

If the proposal is disapproved, prepare and forward notice
of non-approval to applicant and OEO Regional Office.,

If the proposal is aspproved, nctify National Office, Bureau
of Work Programs, Regional Cffiice of OEO and applicant of
approval.

Assign an identification mumber to the approved projeet in
accordance with the following:

(1) The first component of the identification number will
indicate the type of project.

R = Title I-B (I-S, 0-S or any combination thereof)
(Combinations may include Summer,)
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(2)

(3)

(L)
(5)

(6)

(7)

Summer project only

Operation Mainstream

New Careers

Special Impact

E & D projects funded with E & D funds
E & D projects funded with project funds

HFEROEES

The second component is a one-digit designating
the regional. code.

The third component is a serial number comprised of
four digits, The left single digit indicates the
fiscal year. The last three digits indicate the
serial number of the project.

The fourth component is the two-digit State code.

Multi Region, Multi State projects will be assigned
identification numbers as follows:

--Multi State, Multi region projects will be assigned
the number of the region to which the project is
assigned, The project number following the fiscal
year number will commence with 9, and the number 99
will be shown in the position of the State code

(Example: M7-7901-99).

Multi State projects in a single region will be
assigned identification numbers exactly the same as

for multi State multi region projects except the number
in the position of the State code will show the

number 89 (Example: M7-7901-89).

Example of identification number:
Type Region FY & Serial State
R 7 7001 32

Prepare the following documents:

(1)
(2)
(3)

Appropriate agreement
Request for Governor!s waiver

Request for Congressional announcement date

Forward the following documents as required:

(1)
(2)

(3)

Agreement to sponsor for signature

Request for Governor!s waiver to State Governor!s
Office

Request for Congressional announcement date to
Congressional Liaison Staff, National Office
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1. Upon receipt of Governor'!s waiver and designation of
Congressional announcement date:

(1) Send out sponsor's notice of approval
(2) Forward agreement to sponsor for signature

The National Office shall:

a. Consider recommendations of the Regional Offices, when
cost of a proposed project is in excess of $500,000 and
take appropriate action.

D Ensure)compliance with the Checkpoint Procedure (See Part IV
hereof).

c. Notify the Assistant Secretary for Manpower or project
proposals vetoed by State governors and take such further
action as may be appropriate.

EMPLOYMENT SERVICE ASSISTANCE TO SPONSORS
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The Employment Service can provide essential services to

BWP sponsors. The success of work-training experience projects
will, in large part, depend upon how closely the Employment
Service and local sponsors work together in a cooperative
arrangement.

During development of a project proposal the sponsor will contact
the Jocal Employment Service office and ascertain whether the
Employment Service can offer assistance with the following
services (in the case of CAA sponsors, CAP Memo. No. 56 shall
apply): outreach; screening; testing; counseling; referral; job
development; and placement.

In addition, the Employment Service may also be able to offer
specialized services for sponsors in the following areas; job
market surveys; population census of disadvantaged areas;
educational and occupational counseling; occupational analysis;
and job re-engineering/restructuring.

Prior to the submission of a project proposal, the sponsor should
request the Employment Service to certify what services it can
provide, in what quantity, and for what number of enrollees.

This information should be included with the project proposal
along with appropriate forms, properly executed. (In the case

of CAA sponsor, CAP Memo No. 56 shall apply.)

III-5
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IV. PROCEDURES FOR PROJECT APELICATION AND DETERMINATION OF SPCONSORSHIP

A. CRITERIA FOR DETERMINING SPONSORSHIP OF IROJECTS

le Definitiqn of Terms

a, CAA=-A Commmunity Action Agency certified by either the OEO
National Office or appropriate CEO Regional Office and
functioning in accordance with the regulations of the CEO
as stated in CAP Guide, Volume I, and the reciplent of at
least one grant under either Section 20k or 205 of Title II

of the EOA,

b. Sponsor--As used in the Checkpoint Form, included herein,
a sponsor is defined as the "prime contractor"” or "prime
grantee”" and the terms are used interchangeably. The
sponsoring agency of a BWP project assumes responsibility
for project design and such operating matters as employment
of staff, selection of enrollees, maintaining control of or
dismissing enrollees, settling enrollee grievances, etc. In
short, the sponsor acts as the employer of both project staff
and enrollees, In addition, the sponsor assumes responsiblility
and accountability for all fiscal transactions~-the disburse-
ment of Federal monies for enrcllee wages, staff salaries or
other approved and allowable project costs,

2. Criteria for Sponsorship of Projects

a. Projects funded by the BWP shall be sponsored by a local
CAA, unless:

(1) The CAA chooses not to sponsor the proposed project;

(2) The CAA falls to demonstrate affirmatively its capacity
to function as a sponsor; or

(3) There is no CAA in the area,

B. PROCEDURES FOR DETERMINING SPONSORSHIP OF PROJECTS

1. _Applications for New Projects (Projects not previously funded)

ae, Procedures for the applicant:

(1) If a cAA is “the applicant, the CAA shall submit the
project proposal and a properly erecuted Checkpoint
Form to the BWP R. vional Office,

(2) If the applicant is not a CAA, the applicant shall
submit, by certified mail, a copy of the proposal
and properly executed Checkpoint Form to the local

CAA,

Iv-1l
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(3) The CAA shall review the proposal and complete
appropriate items on the Checkpoint Form and return

the Checkpoint Form with accompanying explanation,
as required, to the applicant by Certified Mail within

10 working days from date of receipt.
(4) The CAA shall have the option of:
(2) Electing to be the sponsor of the proposed project
and to assume full and exclusive responsibility for
its operation,

(. (b) Electing to be the sponsor of the proposed project

1 i ) and to delegate the operation of the project to the
Q 5} applicent agency. If the CAA elects to delegate the
1 project, it shall draft a sub-contract or written

*a . delegation agreement between itself and the proposed.
) delegate agency and attach sawre to the completed
Checkpoint Form,

S (¢) Electing to work out an agreement between itself

Bl and the applicent agency with regerd to coordination
of the proposal, i.e., how the proposed project will
operate in relation to the over-all program of the
CAA, and approves the applicant agency as the proposed
sponsor of the project.

8

(d) Electing not to be sponsor without exercising option
(c) above,

g | (5) 1If the CAA states an objection in the Checkpoint Form %o
ii’Jé the project proposed by the non-CAA applicant, the applicant
S shall contact the CAA with regard to the objections raised
Ry by the CAA and if he wishes to proceed with his application,
| shall endeavor to resolve the issues. (Mo specific time

i 1imit on this process applies.)

] (6) If the non-CAA applicant ultimately obbtains the concurrence
A of the CAA in the sponsorship of the proposed project, the
o applicant shall obtain the written concurrence of the CAA in
: support of the project proposal and submit the project

proposal along with the completed Checkpoint Form and the
written concurrence of the CAA to the BWP Regional Office.

If the applicant is unsuccessful in resolving the objections
of the CAA as stated in the Checkpoint Form and concludes
that further negotiations with the CAA will not result in the
concurrence of the CAA, he shall submit a copy of the project
proposal along with the completed Checkpoint Form containing
both the comments of the applicant and the CAA to the BWP
Regional Cffice and shall so inform the CAA in writing of his

action.
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2. Applications for Project Renewals

&S

ﬁ;% aes Applicabllity of Criteria

The criteria for sponsorship of BWP projects (See Section A,
above) shall apply. However, it is recognized that the

renewal of on-going projects presents unique considerations 1
which require special attention, e.ge.: C

(1) The quality and effectiveness of the project as
presently sponsored;

k| - (2) The appropriateness of the existing sponsor and his |
] ability to administer the project effectively; v

(3) The possible disruption uf continuity of services *
] and resulting adverse Impact on the. enrollees and

1 the commmnity which may issue from a change in

{ project sponscxrship,.

When assessmert indicates that the retention of present

sponsorship is desirable, CAA's are encouraged to select
| one of the options provided in B.1(k) (b) or (c) or (4)

ﬁ ] ‘ above,

b. Project Renewals Defined

g' A project renewal is defined as an agreement which requests
£ additional funds to the contimuing existing project. For
purposes of this definition, Title I-B In-School projects
which terminate at the end of the school year and for which
re-funding is sought for the following school year, shall
be considered renewals, Title I-B Summer Projects which
operate only during the summer months shall be considered
project renewals In each succeeding year.

e e e
e e
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Ce Procedures for Project Renewals

Procedures prescribed above for new projects shall be followed
in processing applications for project renewals.

3¢ Procedures for BWP and OEO Regional Offices

as The BWP Regional Office shall, either on its own initiative,
or upon the request of a non-CAA applicant or the local CAA,
participate in discussions betwevn the non-CAA applicant and
the CAA when any objections by the CAA to the proposed project
have not been resolved,
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The ORO Regional Office may be called in at anytime by
either the BJP Reglonal Office or the local CAA to
participate in discussion with the non-CAA applicant,
the local CAA and others, as appropriate, to resolve all
cutstanding issues. If called in by the local CAA, the
OFO Regional Office must inform the BWP Reglonal Office.

In the case of a CAA applicant, where the EWP Regional
Office wishes to approve the proposed project with the
CAA as the sponsor, the Checkpoint Procedure will have
been compieted when the CAA submits the project proposal
and. completed Checkpoint Form to the BWP Regional Office,
The BYP Regional Office shall proceed with the processing
and funding of the project proposal.

If the applicant is an agency other than a CAA or if a

CAA is the applicant and the BWP Reglonal Office believes
that there are sound reasons for fundirg the proposed pro-
ject with a2 non-CAA sponsor, the BWP Reglonal Office shall
complete appropriate ltems on the Checkpoint Form and
submit it along with the project proposal and a written
justification for the proposed sponsorship by an agency
other than the CAA, by Certified Mail, addressed to the
CAP Manager of the approprlate CEO Regional Office,

The OEOC Regional Office shall complete approvriate items
on the Checkpoint Form and return the Form by Certified
Mail to the BWP Reglonal Office within 10 working days of -
receivt,

In the event the OEO Reglonal Office, after having received
the Checkpoint Form has not responded to the BWP Regloral
Office within the time limit prescribed, the BWP Regional
Office shall inform the BWP National Office and obtain the
consent of the BWP National Office before proceeding with
processing and funding of the proposed project.

If the 020 Reglonal Office concurs in the position of the
BWP Regional Office with regard to sponsorship of the
proposed project, it shall so indicate on the Checkpoint

Form. In the case of concurrence by the OEO Regional Office,

the BWP Regional Office shall vroceed with processing and
funding of the proposed project,

If the OEO Regional Officz does not concur in the position
of the BWP Reglonal Office with regard to the proposed
sponsorship of the project, the BWP and OEO Regional Offices

shall negotiate outstanding issues with regard to sponsorship
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and sh2ll endeavor to resolve them. If, after such
negotiations, the OEO Regional Office and the BWP
Regional Office are in agreement, such agreement shall
be stated in writing. The BWP Regional Office shall
have the written concurrence of the OR0O Regional Office
before proceeding with vrocessing and funding of the
propose. project.

In the event the BWP and ORO Regional Offices cannot agree

on the proposed sponsor of the project, the BIP Regional
Office shall send the project proposal, along with the
completed Checkpoint Form and all supplementary documentation
by all parties concerned, to the BWP Natlional Office. The
BWP Regional Office shall inform the OEO Regional Office in

* writing that it has submitted the project proposal and related

documentation 4o the BWP National Office for appropriate action.

The BYP Regional Office shall, in all cases, notify the OEO
Regional Office, Office of the CAP Manager, of final action
token on all project proposals regardless of sponsorship.

Tn the case of a proposed project which covers a geographic
area which is larger than the geographic area covered by a
single CAP agency, but falls within the purview of a single
UEO Reglonal Office, that Reglonal Office shall assume the
major responsibility for negotiating the project proposal
with the BYP Regional Office and shell represent the interests
of the CAP agency(ies) involved.

In all cases dealing with BWP projects as prescribed above
(except as prescribed in m, below), the (B0 Regional Office
Representative shall be the CAP Manager (or his designee) and
all commnications and mail shall be addressed to: OEO Regional
Office, Office of the CAP Manager.

Tn all cases involving an Indian CAP (a CAA on an Tndian
Reservation) the CAP Indian Desk in the OEO National Office
shall act as the equivalent of an OEO Regional Office and shall
perform all functions prescribed above. All commnications and
mail shall be addressed to: OEO/CAP, Special Projects Division,
Indian Desk, Washington, D. C.

Procedures for RJP and OEO National Offices

Be

The BWP and ORO National Offices shall have primary responsibility
for ensuring that the above prescribed standards and procedures
are observed by both agencies, their Regional and State counter-
parts, and the prospective sponsor(s).
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b. The BWP Natlonal Office, when informed by its Regional
Office that the appropriate OEO Regional Office has not
responded on the Checkpoint Procedure as prescribed herein,
shall request a clarification of the non-response from the
OEO Naticnal Office, CAP Manpower Division, If no answer
1s receilved within 5 working days from the OEO National
Office stating that the BWP and OEO Regional Offices are in
commmnication, the processing and approval of the project
will proceed,

ce The BWP and OEO National Offices shall directly negotiate
project proposals which cover a geographic area which
exceeds the boundaries of a single CEO/BYP Region.

de The BAP and CEO National Cffices shall directly negotiate
the question of sponsorship of a proposed piroject when 1t
cannot be resolved at the Reglonal level, The National
Offices of BWP and CAP will endeavor to resolve, within 10
days, the question of sponsorshir of the proposed project
ad concur in the EWP Administrator's decision to modify,
approve, or disapprove the proposed project.

Note: A copy of the completed Checkvoint Form and all pertinent
supporting documents shall be mainteined in the official agreement
file.
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Proposed Projects Under Title II

At the time en application for a project 1s received from a
potential sponsor, the Fleld Representative will notify the
sponsor that further action on the proposzl cennot be taken until
the availlability of funds for the project hes been determined,

The Field Representative will then request the BWP Regional Office
for information about the availability of funds, The BWP Reglonal
Office will then ask the COEO Reglonal Office for the infoirmation,
If sufficient funds are avallable within the Title II allocation,
the I'leld Representative will be notified to proceed with prepara-
tion of the project application,

Modifications That Involve Changes in Funding

That part of the modification which deals with funding (increased

costs) for Title IT projects shall be submitted to the OEC Regional
Office for a determination as to the avallabllity of funds within
the Title IT allocatlion in the same manner that a request for fund-
ing a new project is processed.

IV-6




U. S. DEPARTMENT OF LABOR
Manpower Administration
Bureau of Work Programs

CHECKPOINT FORM FOR DETERMINING SPONSORSHIP OF BWP PROJECTS

A separate checkpoint form must be executed for each project proposal
subtmitted to BWP,

.3 1. Programs to which this document refers:

/] Neighborhood Youth Corps (BOA, Title I-B)
/] Operation Mainstream ( EOA, Section 205(d))

/] TNew Careers (EOA Section 205(e))

T TR I RO T SRS T L

/] special Impact (EOA Title 1-D)

2. Project Number (if one has been assigned by BWP)ff

3. Response of Proposed Sponsor
The proposed Sponsor certifies that this proposed project:

[ (a)
} /] will be sponsored and operated by the
§ (Name of CAA)
j Community Action Agency which is funded under either Section 20k
: or 205 of Title II of the EOA (e.g., the CAA will be the prime
contractor or grantee and no subcontracting of operating
responsibility of the total project will teke place.)
(b)

[ 7 will be operated as a delegated project of the

(Name of CAA)
Community Action Agency through the following arrangement:

[:7' the CAA will be the prime contractor and this entire
project will operate under a subcontract with another
agency (attach copy of proposed subcontract and/or
delegation agreement) "

(Name of Proposed Delegate Agency)

T

BWP 120
March 67
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If you have checked either 3(a) or 3(b), you need not answer any
of the following questions but you should turn to Ttem 8 and sign
and date thls form as indicated,

4, Response of Proposed Sponsor if NOT a Commnity Action Agency

If this project is not to be operated under the arrangements

specified in Item 3, the rroposed Sponsor certifies that this
vroject proposal:

()
[J was developec in cooperation with the following named CAA
which
prefers to act as a coordinating agent without assuming
operating responsibility for this proposed project.

(v)
was not developed in cooperation with a Commmity Action
Agency because:

/] there is no CAA serving the commmnity (If answer
affirmative, proceed to Ttem €)

2. [] cooperation with the CAA was not possible (attach
explanation)

@ 5. Response of the CAA:

The Community Action Agency
(Wame of CAA)

represents that:

() This agency vas consulted in the plamning of the proposed project
as indicated in k(2),
[] Yes [ Jvo

(b) The CAA recommends that the proposed project be funded by the BWP
and concurs in the sponsorship of the project by an agency other
than the CAA, because it will complement the overall programs of

the CAA in the community and will be effectively coordinated with
the CAA's program,

[Tees [T




If the response to 5(b) is "Yes", attach explanation of how proposed
project will complement the overall program of the CAA and/or a copy
of the agreement between the prospective sponsor and the CAA.

If the reeponse to 5(a) and/or 5(b) is "No", explain why the CAA opposes
funding of the proposed project to the proposed sponsor.

6. Response of OEO Regional Office (to be completed by Regional CAP Manager
or his designees

(a) This office certifies that is a
(Name of CAA)
Community Action Agency in accordance with the regulations of the
OEO as stated in CAP Guide, Pages and is operating unde. .
at least one grant made pursuant to either Section 204 or 205 of
Title II of the EOA. s

[:7 Yes [:7' No. 2

(b) This office concurs in the response to Item 4(b)l., above, and
certifies that no CAA exists in the geographic area to be served
by the proposed project and raises no objections to the fur-ther

processing of the proposal.
[:7' Yes [:7' No

(¢c) This office has reviewed the proposal and completed Checkpoint Form
and is satisfied that sufficient coordination has been achieved
between the appropriate local CAA and proposed sponsor. o

Yes [/ No f
Please attach a detailed explanation of your response to Item 6(c).

P —

| (d) This office has reviewed the proposal and the completed Checkpoint
,5 Form and concurs in the propcsed sponsorship of the project by an
| | agency other than the local CAA. |

[:7' Yes [:7' No ‘

i 7. Response of BWP Regional Office

(a) If the proposed sponsorship is objectionable to the CAA, or the [
o OEO Regional Office, or if conflicting responses have been given 5
f for Items 4(a) and S5(a), this Checkpoint Form must include an
explanation of the points at issue and what steps have been taken,
consistent with this checkpoint procedure, to obtain concurrence of
all parties concerned. Attach such written explanation to this form.
The BWP Regional Office has attached a written explanation as required

above. 1:7. Yes 1:7. o
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(b) If objections to the proposed sponsor, as described in the
attachment required under Item T(a) above, have been resolved, the
BWP Regional Office must have the written concurrence of the OEO
Regional Office and, if possible, the written concurrence of the
CAA before continuing processing of the proposal.

If objections to the proposed spoasor have been resolved, the
BWP Regional Office has obtained the written concurrence of:

The OEO Regional Office [T Yes [] No

The CAA [:7' Yes [:7 No

(Attach written concurrences)




SIGNATURES OF REPRESENTATIVES OF ALL AGENCIES COMPLETING THIS CHECKPOINT FORM

8. If n CAA exists in the geographic area to be served by the proposed L)
project, the CAA must complete Item 8.

Signature:

(CAA representative completiug
this Checkpoint Form)

CAA Administrator v
Date:_ ;
| \Checkpoint Form completed -
| . and signed) *
9. Proposed Non-CAA Sponsor
Signature:

T T = e e e e e o

(Proposed Sponsor's representative
completing this Checkpoint Form)

(Administrator of Proposed Sponsoring { |
Agency) \ -

ft i Date:

i (Checkpoint Form completed and
g signed) :

10. OEO Regional Office (to be signed by GAP Manager or his designee)

. ' Signature:

(CAP Manager or designee)

(Title)

OEO Region Number

Date

.Sgaeg§§géas Form completed

V=11
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11l. Director of EWP Regional Office or his designee
Signature:
(BWP Director or his designee)
(Title)
Region Number
Date:
(Checkpoint Form completed
and signed)
Iv-12




Ve PROCEDURES FOR ZONDUCTING WORK-TRATNING IN INDUSTRY

The 1966 amendments to the #0A permit the use of private for-profit
organizations to provide work-training to enrollees in Title I-R projects.
TAdP wishes to proceed with this program in the most efficient manner to
both 2id the disadvantaged and at the same time, avoid a duplication of
the BAT's efforts in this area., Therefore, effective lizison must be
established by the two Bureaus. The procedures set forth below are to

be followed to achieve this objective.

l. Definitions

A. Apprenticeship

Apprenticeable jobs are occupations which may be registered
with RAT or with a State Apprenticeship Council and are
listed in 2 pamphlet eatitled, "National Apprenticeship.”
State apprenticeship program eligibility is decided on the
state level, and contact with BAT regional offices shall be
necessary to identify these occupations.

[T

Be Skilled

Skiiled occupations refer to jobs requiring s pre-determined.
period of training in addition to theory. These occupations
require the ability to establish facts and draw valid con-
clusions as well as interpret an extensive variety of technical
instructions in books, manuals and mathematicel or diagrammatical
forms.

Ce Oemi=skilled

Skilled content, while requiring a pre-determined training
period, would require o ninimum and ianformal amovnt of theory.
These occupations reguire understanding to carry out instruc-
tions furnishe:l in written, oral or disgrarmatic form and deal
with problems involving several concrete variables in or from
standardized situations.

2. General, RIP staff and sponsors are to understand that the Work-
Training in Industry component will be oriented in terms of the needs
of people rather than the needs of an employer. This means that all
components developed shall include an understanding of the needs of
the disadvantaged and shall provide a reasonable expectation for employ-
ment, It is also expected trainees will receive a progression of wages
during and/or at the completion of the WII component to reflect the higher
skills attained.,

V-1l
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Coordination. Successful operstion of the WTI component shall require
very close coordination with BAT in the field as well as the national
office, Bureau liaison officers shall be appointed by the respective
Administrators and similar liaison officers shall be appointed by
regional directors. The functions of these officers will be to insure
that both Bureaus are fully aware of the different programs being
developed or executed to insure that both programs serve the needs of
the disadvantaged to the optimum extent, without duplication,

Procedures for Development of a Work Training in Industry Component

A declaration of interest shall be filed by the prospective employer

or training organizastion a2t the DWP regional office. This may come

about through the initiative of the employer or training organization

as a result of program publiclty or by direct development by the HiP
field representative or sponsor. A copy of the declaration of interest
that has reasonable prospects for contract development shall be furnished
to the BAT Regional Office through the BWP Reglonal Iiaison Cfficer. The
declaration ci interest shall be reviewed wlth BAT to couply with coordi-
notion procedures and agreed upon guidelines. Contimuous cooperation with
BAT in the subsequent steps in developing the program is essential.

The BWD rield representative and sponsor shall visit the potential train-
ing facility to explore in detail <the feasibility of the WTI nroject
suggested. They shall also obtain a detailed description of duties and
performance requirements of the occupation and the employer's minimum
hiring specifications.

The sponsor or field representative shall check with ES for Jjustification
of the project in terms of skill shortages and for recruitment and
referral services, if needed. Trainlng is not to be undertaken if there
are qualified unemployed workers available for immediate referral.

The sponsor shall, in coordination with the employer, develop the prcject
plan or proposal, and budget.

Upon approval of the proposal, a letter of understanding shall be prepared
and signed by the training facility and the BIP sponsor . (This letter may
be identical to the letter of understanding normally required from prospect-
ive "host" agencies under Title I-B projects.)

If approved by the BWP regional office, the letter of understanding shall
then be incorporated into the agreement, either at its initial development,
or in the form of a standard supplemental agreement, for on-golng progroms.
(On the form provided for this purpose by BEWP)

V-2
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10.

Selection. Due to the orientation of WTI components administered by

BIP to aid the disadvantaged, a preferred selection procedure will be
employed whereby only disadvantaged individwals will be hired by the
employer-trainer, Sponsors may refer enrollees to WTI openings with-
out referral or screening through the ES where these services have
formerly been provided through the recruitment procedure, ES services
should be used if they were not previously available,

Eligibility. Disadventoged persons who meet the Title I-B require-
ments specified in Part I=B and II-A of these Standards and Procedures
and who need new or improved skills in order to obtain or continue in
suitable full-time employment, are eligible for selection as trainees in
a WTI component.

Iength of Training. Iength of training shall be determined by the skill
content of the occupation and the requirements necessary to qualify the

- applicant for entering into the occupation. In no case shall the train-

ing extend beyond the termination date of the BWP sponsor's on-going
contract or such date as extended by modification.

Wages. Wages shall be commensurate with those paid to employees in
similar occupations within a labor area or by an employer. Federal,
State and local laws must be complied with. In no case shall the wage
be less than $1.40 an hour or the prevailing wage, whichever is higher,

Work Conditions. "he working conditions for trainees in WTI situations
must comply with the Secretary's Regulations with respect to BWP or other
applicable labor laws., All WTI trainees must be covered by workmen's
conpensation insurance. Work rules ané grievance procedures shall be
clearly delineated,

Sponsor Potential. Work Training in Industry projects will normally

be included as a sub-agreement with a regular BWP sponsor. Any employer
or organization with a capacity for conducting training in an occeupation
and providing for reasonable expectation of employment upon completion of
training may be eligible., This might include employers in industry and
commerce, trade associations, labor organizations, civil rights groups and

Government agencies,

Any organization interested in providing WTI must meet the following
requirements:

ae There must be a reasonable expeétation of employment at the
conclusion of the training project.

b. The contractor must not have relocsted his facility to take
advantage of the training provided by this program. Plants
that have moved and caused or may cause unemployment as a
result shall not be eligible for participation until cleared
by investigation.
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Work Training in Industry shall not be used as a substitute
for on-going projects although it may be used to expand
existing projects., The aim of this program is not to reduce
training efforts or the cost of training as the result of a
WTI contract.

If there are qualified unemployed workers available for
immediate referral (refer to the local TS) the project should
not be considered.

There shall be no abnormal labor relations in the training
facility. Where a labor agreement exists, the bargeining
agent holding a contract for the occupation must coacur with
the project.

Manpower Administration Order No. 7-66 datcd July 21, 1966,
states that some types of projects may not e approved and,
therefore, efforts should not be expended for their develo’;-
ment.,

These include:

(1) Projects for occupations in which wages are based
primnarily on commissions such as life insurance
salesmen, etc, ‘

(2) Projects where commencement of training within 60 days,
even if promised, is unlikely.

(3) Projects which may be more effectively or economically
conducted under other Federal or state laws.

(4) Projects in the apparel industry.
(5) Projects for aircraft pilots,

Incentive wages and piece work may be paid where the trainee
receives the same price per piece as the trained worker and
also a guaranteed basic hourly wage of $1.40 or the prevailing
wagey whichever 1s higher.

Although no minimum matching share shall be required, employers
must share the costs of training. The costs to be borne by BAP
will be a matter for negotiation.

11, Work Training in Industry Costs. Contracts shall include cost reimbursable

agreements comparable to BAT standards. The cost of wages and fringe bvene-
£its shall be the responsibility of the training facility.

V-l
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The cost for WTI contracts will be determined by consideration of;

ne The skill content of the occupation,
be The duration of training required.

ce The training supplies required.

d. The wage paild the instructor,

e, Waste scrap and maintenance involved,

{ost-reimbursable contracts shall be funded in the prescribed manner for
regular BAP agreements,

o s iapeme

The items listed below may be included in training agreements under certain
conditions as allowable training costs. It 1s not expected that each facility
will always be reimbursed for all of the items., It is the sponsor's responsi-
bility to negotiate reasonable costs for each WTI project. Allowable reimburse-
ment costs m=, vary according to the relationship between the training facility
and the trainee. There are basically two relationships: Training facilities
training solely for their own use; and training facilities training for their
own use and for the labor market area, In addition to a total cost for each
item, costs will be itemized as appropriate., For example, the mumber of
trainers and rate of pay per hour should be given under Instructor Wages and
Selaries,

o e S T, T

ET

Py

F Guidelines for Inclusion of Reimbursable Items

A, Job Training Services

(o l. Instruction of WTI Trainees. Wages and/or salaries for WTI instructor-
N trainers may be reimbursed at the going rate in the industry or comwmunity
for hours scheduled in training the enrollees,

L e

2o Trainee Supervision. Salaries for direction or supervision of WWT
trainees whenever the trainee work load justifies it, are reimbursable.

3¢ Clerical Salaries, Part-time or full-time clerical salzaries for the
portion of time spent on WTI duties which are related specifically to :
o WTI component and the trainee work load is allowable, -

, 4, Social Security and other Benefits. These costs are allowzble for

v trainers, clericals and training supervisors performing work directly
related to the project and shall be the same benefits normally paid
for and provided by the training facility for regular employees in the
establishment or industry.

Bs TIraining Materials and Supplies

1. Consumable Materials, Costs of training materials of a consumable
nature vsed in the work program directly for the trainee and which
do not enter the channels of trade or are consumed in related in-
struction are reimbursable,




2. Rental Costs

() Instrvetion Aids. Rental of itemws such as training devices,
visual aids, projectors and other training iteams when such
devices are necessary and vhen they are not available in the
training facility is allowable,

(b) Production iquipment. LEquipment rental costs are not nllowable
when the contractor is sponsoring training on his own payroll
which he will use before or after completion of training. In a
situotion where the contractor is training for a demand in the
labor market area, reasonable rental costs are allowable in
exceptional cases,

(c) Rental of Space for Training Purposes. Space assigned part
or full time within the facility for the work program and
which is for company employees caly or for trainees who will
be employed upon completion of training, is not allowable,

WThen the training facility provides WTI for its own employees
and for trainees of other employers in the labor merket area,
the cost may bhe allowable.,

When space for WTT is not available within the facility,
reasonable rental costs may be allowable,

(d) :aintenance and Repzir Costs. When the facility is training
for demand ir the labhor market area, reasonable repair and
maintenance costs on equipment used for training are allowable,

When the training facility is training solely for its own use,
only such repair and mainterance costs as are in excess of the

ongoing experience of the establishment and which are not clearly
chargeable to training will be allowed.

(e) Waste and Scrap. Waste and scrap in excess of the ongoing
experience of the training facility for regular employees in
the same kind of work is allowable,

(f) Other Costs:

(1) Bonding Fees. The minimum bonding fee to cover the bond
required to protect the WTI training agreement is reimburs-
able.

(2) Liability and Insurance Premiums. Premiums for employees of
the trzining facllity are not allowable as WTI costs. Premiums
for trainees who are not currently in employer-employee re-
lationships including those that the frcility is training for
the labor market area are allowable.

V-6
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- (3) Custodial and Utilities Services. When the training
facility 1s conducting WTI in its ovm facility for its
own employees, custodial and utility services are not
allowvable,

Fire insurance for separate jobs or related
instruction areas in rented space used
exclusively for WTI is allowable,

When the training facility provides WTI for its
ovm employees and WTI training for the labor market
area, custodial and utility services are allowable,

When space for the WTI component is not available
within the training facility, custodial and utility
services are allowable,

Project Budget Form Wyc-28. A separate project budget will be completed
for each Work Training in Industry Component., The Component should be
identified at the top of the form.

Under Enrollee Vages (Account Nwaber 1601) an additional breakdown will
be typed on the back of the Project Pudget (NYC Form 28)., This breakdown
shall be & budgetary estimate only; no breakdown of enrollee wages will
be required on the BWP Sponsor's Detailed Statement of Costs (WYC-25).

Example:
I. Inrollee Costs Budgetary Estimate
l. Counseling $
2. Remedial Education $
3« Supplemertal Vocational Training &
&

4, Work Performed

-
-

Tctal Enrollee Wages $

Train Costs in the WTI component sh2ll be included in Other Direct
Costs (Account Number 1670)., The budgetary estimate of training costs
shall be typed on the back of the Project Budget NYC-23. As indicated
above, no breakdown of training costs shall be renorted on the Form
NYC-25,

nxarmle:

TI. QOperational Costs:

Budgcetgy Fstimate
D, Other Direct Costs,..1670

l. Training Costs
2. Other Direct Costs

-C3-<r15

Total Other Direct Costs 3

V-7
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13. Financial Reports. Work Training in Industry records and accounts
~ shall be maintained separately to facilitate the control of WTI funds.

; a. Sponsor's Invoice, Form NYC-24. A separate invoice must be

; prepared for the Work Training in Industry component of a BWP

! youth project. This is necessary to insure that the payment is
charged against the applicable budgetary allotment for the WTI
component. Thie form will be prepared in accordance with
instructions in the NYC Program Manual. The type of project or
component, in this case '"WII", should be clearly indicated in the
upper right hand corner.

- b. Detailed Statement of Costs, Form NYC-25. A separate Detailed
‘ Statement of Costs (Form NYC-25) shall be submitted for each WTI

&“ component, reporting all costs incurred under the terms of the
o agreement. These reports, which are due in the National Office
E on or before the 12th of each month, are also covered in the
|2 NYC Program Manual (Chapter VI).
% The sponsor shall indicate that the NYC-25 refers to a WII component
5 by cl;arly indicating this in the upper right hand corner of the |
, NYC-2

Q 1. Enrollee Reports. Reporting Requirements under 1966 Amendments to the
' Economic Opportunity Act, dated February 1, 1967 shall be followed.

3 a. Sponsor's Activity Report, NYC-9. BWP youth projects with WII
) L components shall complete two NYC-9 reports each month:

for WII components in private industry only. These forms shall be

!
;; One for public and private non-profit organizations, only; the other
|

‘ properly identified, attached and submitted jointly.

T T T L -

Items of importance for NYC -9's relating to WI'I components
B (1) Type of Project: Check "other" and write in "P"

(2) Item 3, New Enrollees this Month: Enter the total number of
new enrollees assigned to WI'I including those who transferred
from work training assignments with public or private non-
profit organizations.

.‘ ., e ey

g (3) Item E, Payroll Data: Enter the wages paid and hours spent in
' Work Training in Industry assignments during the month on a
separate line and enter the wages and hours compensated with
public funds on another. Line 12, Totals, will reflect the
combination of wages from public and private sources.

V-8
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(L) Narrative Attachment: Attach a narrative to the NYC-9's for
these programs, listing the occupational title, a two digit

DOT code and the number assigned to each work classification. {j}
Example:

Occupational Title DOT Code Number Training
Stenography 20 8

gg b. Title I-B Enrollee Record, NYC-16. A new NYC-16 is to be completed
2k for each enrollee transferred from an assignment in a public or
private non-profit work station to a WII assigmment.

The following items apply specifically to WTI enrollees:
(1) TItem 4: Write in "PP",

(2) 1Item Lh: Enter specific job title to which the WTI enrollee
is assigned and the appropriate two digit DOT job code.

- Tz

c. Individual Trainees Termination Form,rQ/HEW'MT-lO2. A form MT-102
is to be completed for each individual at the time his status as
an enrollee ends either by his own termination or by expiration of

| the project agreement. For sponsors whose agreement includes a
| WTI component, this means that an MT-102 must be filed for all ‘
‘ individuals transferred to work stations with a private employer (:) ;

jq | from a public or private non-profit organization.

The following instructions apply for WII enrollees:

TR T A

(1) Under the heading Program and Project: Check NYC-L4 and OJT-2,

14 (2) Item Bh: Enter the specific job title in which the trainee is
ﬁ¢ | assigned.

E (3) Item C2: Check number 11
| (4) Item E: Check number 05

N

« e e

& 5 w L - g s A N i e i - L R e L o A SRR = gy s omie s i




i RN O St g el anar oo i e 0

P

T T

o4

15.

16.

17.

18.

Monitor. I'ield representatives shall be required to monitor WTI

components at least every other month after the initiation of such component
When its duration is only 160 hours, the WTI component shall be monitored
during the third or fourth week. The following areas shall be reviewed:

a. Quality of job instruction.

b. Quality and sufficiency of equipment.

c., Sufficiency of supplies and materials.

d. Degree of trainee satisfaction.

e. Degree of employer satisfaction.

f. Quality of trainee products and services.

g. Effectiveness of supplementary instruction.

h, A general statement shall also be submitted pinpointing the field
representative's overall review of the component and summarizing
highlights such as dropout rates or any other point felt to be
significant,

Staff Training. ©Staff training will be provided prior to implementation
of WII, This shall include a formal training conference for all

BWP field representatives to which appropriate BAT regional personnel
shall be invited. Arrangements shall also be made for BWP staff to
attend BAT training sessions on the regional, state or area levels.

Limitations. Formalized apprenticeship programs for training to the
Journeyman level are to be contracted by BAT or State Apprenticeship
Councils only.

Coordinating Committees. State and local manpower coordinating committees
have been established to collectively plan the training and other
manpower needs of state and local areas and to coordinate the implemen-
tation of these programs. These committees serve primarily as a device

to assure effective working relationships and continuing day-to-day
communications between the cooperating agencies to insure that the
commnity's manpower programs supplement and complement each other.

This may entail advising and assisting in such matters as identification
of occupational training needs, arranging for specific training programs
or recommending particular manpower projects to improve employment
possibilities of disadvantaged worker groups. It is incumbent, therefore,
that field representatives become actively involved with the activities
of the state coordinating committees. Sponsors and WII employers are
encouraged to regularly participate in local area coordinating committee
meetings. The coordinating committees offer an excellent source of WII
opportunities in addition to stimulating the integration of all ongoing
manpower programs and plans. The state employment service director and
the employment service local area manager should be contacted for
additional information about these committees.
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NOTICE

Appendix B

Employees of State or local agencies

occupying positions subject to the restrictions of the Hatch Act should

be informed as to permissible political activities as well as those pro-

hibited by the Act.

THE LAW "No officer or employee of any State or local agency whose principal
employment is in connection with any activity which is financed in whole or in
part by loans or grants made by the United States or by any Federal agency shall
(1) use his offizial authority or influence for the purpose of interfering with an
election or a nomination for office, or affecting the result thereof, or (2) directly
or indirectly coerce, attempt to coerce, command, or advise any other such officer
or employee to pay, lend, or contribute any part of his salary or compensation
or anything else of vaiue to any party, committee, organization, agency, or person
for political purposes. No such officer or employee shall take any active part in

political management or political campaigns. All such persons shall retwin the
right t0 vote as they may choose and to express their opinions on all political sub-
jects and candidates. For the purposes of the second sentence of this subsection,
the term ‘officer or employee® shall not be construed to include (1) the Governor
or the Lieutenant Governor of any State or any person who is authorized by law
to act as Governor, or the mayor of any city; (2) duly elected heads of executive
departments of any State or municipality who are not classified under a Stace
or municipal merit or civil service system; (3) officers holding elective offices.”
(Section 12(a), Act of August 2, 1939, as amended.)

PERMITTED ACTIVITIES

REGISTRATION. It is not only permissible but an obligation on all
citizens to register and vote.

VOTING. The language of ihe law specifically provides that all persons
subject to the Act have a right to vote as they choose.

EXPRESSION OF OPINIONS. All persons subject to the law have a right
to express their opinions on all political subjects and candidates, but they may
not take an active part in political management or in political campaigns.

ATTENDANCE AT POLITICAL RALLIES, CONVENTIONS, ETC.
Employees subject to the Act may attend political rallies and conventions
to which the general public is admitted.

NOMINATING PETITIONS. Employees subject to the Act are permitted

to sign nominating petitions in support of individuals whom they wish to
see become candidates for office.

CONTRIBUTIONS. It is lawful for employees subject to the Act to make
voluntary contributions to regularly constituted political organizations.

POLITICAL PICTURES. It is lawful for employees subject to the Act to
display political pictures in their homes if they so desire.

BADGES, BUTTONS, AND STICKERS. It is not unlawful for employees
subject to the Act to wear political badges or buttons or display political
stickers on their private automobiles.

CONSTITUTIONAL AMENDMENTS, REFERENDUMS, ETC. Section 18
of the Act (5 US.C, 118n) states an exception relating to elections not

specifically identified with National or State issues or political parties. It
reads as follows:

Nothing in the second sentence of section 9(a) or in the second sentence of section
12(a) of this Act shall be construed to prevent or prohibit any person subject to the
provisions of this Act from engaging in any political activity (1) in connection with
any election and the preceding campaign if none of the candid is to be inated
or elected at such election as representing a party any of whose candidates for presi-
dential elector received votes in the last preceding election at which presidential electors
were selected, or (2) in connection with any question which is not specifically identified
with any National or State political party. For the purposes of this section, questions
relating to constitutional amendments, referendums, approval of municipal ordinances,
and others of a similar character, shall not be deemed (o be specifically identified with
any National or State political party.

PROHIBITED ACTIVITIES

Serving on or for any political committee, party, or other similar organization,
or serving as a delegate or alternate to a caucus or party convention.

Soliciting or handling political contributions.
Soliciting sale of or selling political party dinne; tickets.

Serving as officer of a political club, as member or officer of any of its com-
mittees, addressing such a club on any parvisan political matter, or being
active in organizing it.

Serving in connection with preparation for, organizing or conducting a politi-
cal meeting or rally, addressing such a meeting on any partisan political
matter, or taking any other active part therein.

Engaging in activity a¢ the polls (at primary or regular elections), such as
soliciting votes, assisting voters to mark ballots, or transporting or helping
to get out the voters on election days.

Acting as recorder, checker, watcher, or challenger of any party or faction.
Serving in any position of election officer in which partisanship or partisan
political management may be shown.

Writing for publication or publishing any letter or article, signed or unsigned,
soliciting votes in favor of or against any political party or candidate.

Becoming a candidate for nomination or election to office, Federal, State,
county, or municipal, which is to be filled in an election in which party candi-
dates are involved, or soliciting others to become candidates for nomination
or election to such offices.

Distributing campaign literature or material.
Initiating or circulating partisan political nominating petitions.

Engaging in political caucuses, or canvassing a district or soliciting political
support for a party, faction, or candidate.

Note: ACTIVITIES PERMITTED BY THE HATCH ACT MAY BE
RESTRICTED OR PROHIBITED BY STATE OR LOCAL LAW OR
REGULATION.

REMOVAL MAY BE RECOMMENDED FOR EMPLOYEES VIOLATING THE ACT

For Additional Information Write to: U.S. CIVIL SERVICE COMMISSION, Washington D.C. 20415

POST CONSPICUOUSLY

CSC Form 1982a o March 1962
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APPENDIX C

ADULT WORK-TRAINING EXPERIENCE PROGRAMS

Examples of Sub-Professional or "New Career" Positions Which Might be Developed
in Connection Vith Projects Under Section 205(e) of The Economic Opportunity
Act, as Amended

AGENCY TASK CATEGORIES POSSIBLE JOB TITLES
Schools Assist truant officer, visit family, Attendance Developer

develop resources, agency referral

Under school nurse, visit homes to Health Educator
teach hygiene and health improve-
ment

Assist librarian and teachers in Reading Developers
working with slow readers. Conduct
reading and language laboratories

Tutorial and remedial, home visita- Education Assistants
tion, personal assistance, clerical

and machine operations, facility

coordination.

Supervise recess - physical training Physical Developers
activities - free time supervision -

physical therapy and other therapies

prescribed by professionals, parti-

cularly with physically handicapped

children

Supervise and conduct examinations Test Monitors
and tests. Score tests, keep

records
Schools Process books, file, stack books, Library Assistants
Libraries keep records, clerical work, super-
vise craft and club activities
Operate sub-stations, bookmobiles, Outreach Librarian
recruit readers
Delegate Information giving and taking-- lfeighborhood Worker
Agencies advice, educate, transportation,
of CAA's communication, etc.
Direct contact with individuals Community Developer

organizing commnity groups,
liaison with nro;fessional stafrt,

commnity organization

v




AGENCY TASK CATEGORIES POSSIBLE JOB TITLES

() Intake, interview, clerical, filing, Intake Clerk
\ etc., commnications

Employment Service Recruit, inform, advise, interpret, Employment Worker
and Programs provide liaison, assist clients in

seeking services, provide inteake

and data gathering service, clerical

and filing

' Public or Temporary emergency service, child and Homemaker Service
. Private Social older person care, budget, hygien, Workers
~ Agencies health, nutrition,.etc., instruction
and demonstration, family maintenance

H Casework assistance, transportation, Casework Aide
information gathering and dissemina-
» tion

Inform, demonstrate, instruction and Commodity Utilization
assistance in procurement and utiliza- Developer
tion of surplus commodities

s o r w

\ Personal and group programs designed Information Assistant
a to inform poor of services available

and method of obtaining then.

Planned parenthood and other service

ageincy assistance

Child Care Non-Headstart care and training of Child Care

Centers children; supervise group activities, Instructor:
feeding, reading, bathing, etc.

Health Work with health professionals in Comrunity Health Service
hospitals, health clinics and Worker

&

homes to link services and people;
provide referrals, treatment and
follow-up service and/or health
education

Inspection Code enforcement, health Sanitation Assistant
education instruction and guidance

Trainee position, bath patients, Nursing Assistant
take and record temperature, pulse,

respiration, apply simple dressings,

give uncomplicated treatment, assist

in treatment and examination

et i 0 i
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AGENCY

Police

Recreation
and Social Agency

Housing
Autherity

& : i Urban
f Renewal

'l | General

E Private and
Public, Federal

" State, Local

Government Agencies

TASK CATEGORIES POSSIBLE JOB TITLES

Operate intake and service Communications
program, receive calls, Worker
interpret, etc.

Monitor parking areas, assist Enforcement Worker
in traffic and safety work,

aid in accident data gathering,

record keeping and research;

education programs with schools,

safety patrols

Supervise and coordinate activity Recreation Aide
prograns in playgrounds,
clubs, centers, etc.

Operate center activity, relate Service Worker
professional to residents; Code Enforcement Worker
intake and interview, keep

records on Housing Code enforce-

ment

Communicate, organize, inform, Relocation Assistant
provide service to relocatees,
assist in finding housing,

moving, settlement

Index, file, maintain records, Clerical
receive and routz mail, operate
simple machines, data development

Lookout, inspect public grounds for Fire Control Aide
compliance, put out fires, clean
burned areas, fell snags, brush, etc.

Collect soil samples, assemble Soil Conservation Aldes
information, explain conservation
methods; prepare records

Measure and mark, record tree Forestry Aide
species and size, thin, plant,

prune, enforce rules, keep records,

answer questions
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AGENCY

Mental Hospitals,
Clinics

Courts=~-~Juvenile
and Adult Probation
and Parole Officers

Legal Services

TASK CATEGCRIES

Perform simple laboratory tests,
such as urinalysis, blood tests,
biological skin tests; take
responsibility for the care of
the laboratory animals; take
responsibility for the mainte-
nance of the laboratory equip-
ment; type blood for transfusion

Prepare patients for X-Ray;
affix protective lead plates;
assist in keeping of X-Ray
room records; develop plates;
menipulate switches

Prepare patients for examirations,
treatment and dental surgery,

and assist dentist; develop

X-Ray plates, maintain instru-
ments and equipment

Assist with therapy, group
conferences, listening,
supportive assistance, liaison
with professional staff

Maintain direct contact with
family of persons to be sentenced;
gather information, establish
assistance, probationed parolee
contact-~-~-counsel, assist and
maintain contact; counsel, advise
and provide service assistance to
families of and prison inmates

Receive information, gather
evidence, continue contact with
clients and/or family; provide
communication between attorney
and client

POSSIBLE JOB TITLES

Laboratory Assistant

X-Ray Technician
Assistant

Dental Aide

Se. vice Workers

Casework Aide

'Legal Aide

vt o 3 ; ——
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APPENDIX D

EXECUTIVE OFFICE OF THE PRESIDENT -

OFFICE OF ECONOMIC WASHINGTON, D.C. 20508

OPPORTUNITY =it

Honorable W, Willard Wirtz
Secretary of Labor 1
Washington, D. C. i

Dear Bill:

e
- -

| The recently enacted amendments to the Economic Opportunity Act have

1 created and funded two new types of work and training programs which
have been generally referred to as the Nelson-Scheuerand Kennedy-Javits
programs. Preliminary drafts of guidelines for these programs have
already been exchanged between our offices, and matters pertaining to
the funding and administration of these programs have been the subject
of several recent meetings.

PR e——————

1 As & result of these meetings, it appears that there are three princi-
ples on which there is basic agreement. First, all commnity-based
work and training programs under the Economic Opportunity Act (EOA)
should be closely related to the local Commnity Action Agencies.
Both programmatic and administrative advantages flow from such an
arrangement, and there are clear and specific expressions of Congres-
sional intent in this regard. Consideration should also be given to
coordinating other Federal training programs with the EOA programs by
relating them to the local CAA.

)

\—

a

Second, there are also sound administrative and program reasons for
bringing the Federal administration of these same work and training
programs together under a single Federal agency and staff. Since
Labor already administers NYC and MDTA and will be deeply involved

in Work Experience under the recent EOA amendments, this appears to

be most feasibly accomplished under the Manpower Administration of the
Labor Department. Such a proposal elso would conform with Congres-
sional intent as expressed in the House Manager's report and the Senate
floor discussions on the conference bill with regard to the Kennedy-
Javits Program,

Third, the nature of these new programs is such that they touch directly
upon the spheres of interest of the Department of Labor and the Office
of Economic Opportunity. The Kennedy-Javits program also touches on
interests of the Department of Housing and Urban Development, and the
Work Experience program on the interests of the Department of Health,
Education, and Welfare. Therefore, it is appropriate that the guide-

| lines or regulations establishing and governing these programs be

i developed through the joint efforts of these organizations. This also

'. would appear to conform with the intent of Congress as expressed in the .
recent amendments. ]

7 Based on these three principles, the following specific proposals have ]
| emerged from the discussions: :
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1. Administration of Title IB, ID, and Sections 205(d) and (e),
including approval of individual project applications, shall be delegated
to the Secretary of Labor and operated through an integrated adult-youth
staff.

2. The regulations governing the sbove titles and sections shall be
developed by a joint task force of Labor and the Office of Economic
Opportunity (perhaps in consultation with Housing and Urban Development
and Health, Education, and Welfare) and shall be effective upon joint
approval of the Secretary of Labor and the Director of the Office of
Economic Opportunity. The regulations shall include statements of the
nature and objectives of the programs, criteria for program evaluation,
and other policy matters of fundamental importance. Changes in these
regulations may be proposed at any time by either party and shall also
be subject to joint approval. The regulations governing NYC shall be
irmmediately reviewed and revised as necessary to bring them in conformity
with this provision. The chief QOEQ representative on the task force will
be the Director of the Manpower Division, CAP.

3. More detailed implementing policies and operating guidelines,
including both intial development and subsequent revision shall be
accomplished by & task force involving resources of Labor and the Office
of Economic Opportunity. Such operating policies and guidelines shall
be issued by the delegate agency.

4, It has been mutually agreed that all projects will be developed
by or with Community Action Agencies and that the CAA's will be the sponsor
(i.e., be the prime grantee or prime contractor). Sponsorship by other
than Community Action Agencies will be approved only because of the none-
existence of such an agency or for program reasons establishing a come
pelling argument against such sponsorship. Whenever non-CAA sponsorship
is proposed in a community which has a CAA, regardless of whether the CAA
is in agreement with such alternative sponsorship, the OEO regional office
will be notified by the Labor regional office ard the reasons for alternate
sponsorship discussed with them. If the OEO reg:onal office does not concur
in the proposal, the matter will be negotiated by the two regional offices.

Where differences persist after regional and headquarters staff discussions
they will be resolved jointly by the Wishington headquarters of Labor and
OEO.

5. Due to the fact that Nelson-Scheuer funds are presently subject
to the special state-by-state distribution formula governing most CAP
funds, and until such time as these programs are brought under a separate
title of the EOA as part of the proposed National Work and Training
Program, the closest coordination between Labor and OEO regional
offices will be required. Labor will keep the OEO regional office

v @ e




informed of progress at every stage of development, and at an early
stage will obtain from OEO a commitment that funds are available for

the commnity in question. Copies of project proposals will be sent

to the OEQ regional office at the time they are submitted to the Labor
regional cffice. OEO will retain final authority over fund availability
to assure consistency with the state distribution formula. All

other legal provisions applicable to Title II of the Act, including

such things as involvement of the poor, local matching ratios, and

the general education limitation, are of course also applicable to the
Nelson-Scheuer program.

6. The selection of participants for these four programs will be
concentrated in the commnity action target areas and will be planned
and operated through the CAA utilizing the combined CAP neighborhood
center - USsS staffs provided for in Employment Service Program lLetter
(ESPL) #2127 or by special arrangements between the local community
action agencies and the local Employment Service offices. These ser-
vices are normally financed by the grants for the CAP neighborhood
center and by the Employment Service and no portion of the funds allo-
cated to Labor for these work and training programs will be used to
reimburse either agency except when it is found, consistent with pro-
gram guidelines, that supplemental funding is essential in order to
carry out the objectives of the work and training programs.

7. Because of the small number of grants involved and the possi-
ble broad nature of the proposals, development and consideration of
individual project proposals under the Kennedy-Javits amendment will be
by joint task forces, which will include representatives of OEO, Depart-
ment of Labor, and such other agencies as may be appropriate in the par-
ticular case. This will assure the most effective use of Kennedy-Javits
funds in conjunction with all other Federal programs and funds, includ-
ing those of the Economic Opportunity Act and those of the Department
of Lobor. The Manpower Administration will have final authority for
approval of these projects.

8. All operating information, evaluation reports, and other types
of data concerning these programs shall be freely exchanged between the
two agencies for the fulfillment of responsibilities charged to the
Director of OEO or the Secretary of lLabor.

It is my belief that the system outlined above will produce the most
effective possible involvement of the Labor Department, OEO, the CAA's,
and the poor we serve in these vitally important manpower programs.

I should also like to take this opportunity to inform you of the decision
I have made regarding allocation of the 1967 appropriation for programs
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under the Economic Opportunity Act. Out of the total of $1.612 billion,
I feel that the most appropriate distribution will provide the follow-
ing amounts for the programs proposed for delegation:

Neighborhood Youth Corps $325 million
Kennedy-Javits 25 million
Nelson-Scheuer 73 million

Total million

Of the $73 million for Nelson-Scheuer programs, approximately $33 million
will be required to continue programs inaugurated in fiscal year 1966 under
either the Nelson language or the general commnity action authority.

Sincerely,

/8/
Sargent Shriver
Director

TN T R LIRET LAY EECTR AR 30 AT ROSR S v e e ©




Ol Lad " ’

U.S. DEPARTMENT OF LABOR

OFFICE OF THE SECRETARY
WASHINGTON

January 23, 1967

Honorable Sargent Shriver
Director

Office of Economic Opportunity
Washington, D. C.

Dear Sarge:

Thank you for your letter of December 14, 1966, outlining a
number of proposals under which certain manpower programs
provided for in the Economic Opportunity Act would be dele-
gated to the Department of Labor. The programs involved
include the so-called Nelson and Scheuer Amendments to Title II,
Sections 205(d) and (e); the Special Impact Programs author- ;
jzed in Title I-D; and the Neighborhood Youth Corps, which was S
delegated to the Department of Labor and has been administered L ;
by it from the beginning. In my judgment your letter correctly !
states the general principles that have emerged from discussions 1
between our representatives, and this letter will serve to :
advise you that I am in accord with these principles.

Your letter also announced the decisions you had made relative
to allocation of appropriations for various programs authorized
under the Economic Opportunity Act. Although the amount you
have allocated for the Nelson and Scheuer programs is the full
amount authorized by Congress, that is, $73 million, it is my
understanding that amount will be reduced by approximately

$6.5 million to cover funding of a menpower progrem which is

to be handled directly by the Office of Economic Opportunity.

I have reference to the so-called Foster Grandparents programs
developed in cooperation with the Department of Health, Education,
and Welfare.

You also advised me that of the $73 million allocated for Nelson
and Scheuer programs, approximately $33 million will be required
to continue programs inaugurated in Fiscal Year 1966 under the
Nelson languasge or the general Commnity Action authority.

It is my understanding that the $33:-million figure will also be
reduced by the same amount involved in funding the Foster Grand-
parents programs, that is, approximately $6.5 million. This will

produce an estimate of not more than $26.5 million for the amount
needed to continue Nelson and Scheuer type programs,




You know that representatives of our respective staffs have
(") already been meesting in accordance with the provisions of your
- letter and in the spirit of cooperation expressed in that letter,

I am looking forward to a productive relationship that will
strengthen and improve the manpover programs available to the
commnities of the nation.

Sincerely,
q
oo [8] WV,
v Secretary of lLabor
>
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