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FOREWORD

Project SPRUCE functioned fro:mm August 1969 to Septernber 1971 as an
exporimental and demonstration project to test a special service program
r long-term Tnemployment Insurance claimants.

SPRUCE research findings are contained in the main volume of this
final report. In brief, no significant difference in exhaustion rate was
observed between the Test group and the Control group in the Project, but
on followup the Test group showed a substantially higher rate of employmoen®.

Part 1| of this Supplement -- the Handboosk on Administrative Problems --
is a discussion of some structural, opzrational, and policy problems cencountercd
in the administration of Project SPRUCE. Insofar as possible, the solutions
developed are incorporated in the subsequent manuals.

Part 2 -- the Procedures Manual -- is a report of operational procedures
for use in implementing a SPRUCE program. It includes procedaral details
and forms, and a complete description of "how things were done' -~ but without

reference to differentiated test and control subjects.

Part 3 -- the Training Manual -- was preparced to gaide Unemployment
Insurance and Employment Service staff in providing the types of servicoe which
characterize the SPRUCE program.

As stated in the main volume, Project SPRUCE was conducted under
coatract with the Manpower Administration of the United States Department
of Labor. Organizations undertaking such projects under government sponsor.-
ship are .ncouraged toexpress their own judgments freely. Therefore, points
of view or opinions stated ‘n this report do not necessarily represent the
official position or policy of the United States Department of Labor.

RIC

Aruitoxt provided by Eic:



SUPPLEMENT CONTENTS*

Foreword : i

Part 1. Handbook on Administrative Problems

Preface to Part [ ) 1
Contents i i 2
Introduction t 3
Advisory Coxnmittere 3
Staffing 7
Enrollment of Test and Control Group Claimants 11
Services .4
Followup Procedure 30

Part 2. Procedures Manual

I. Introduction 35
II. Definitions 35
III. Scope and Method -- General Information : 38
IV. Operation 39
V. Preparation of Rehabilitation Plans 50
VI. Allowances and Other Payments 51

VII. Claims Issues 52
VIII. CQutline of Job Search Plan 52
IX. Staff Duty Statements 55
Attachments 61

Part 3. Training Manual

Introduction 151
Organization 151
Procedure 153
Ope rations 156
Employment Counseling loo

Detailed Tables of Contents are printed with the three parts of this
Supplement.




Part 1
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PREFACE TO PART 1

Project SPRUCE had no precedent to follow and so all Project experience
has been carefully documented -- in six interim reports, the two volumes of
this final report, and specifically in the following section -~ to provide a
detailed record of the knowledge gained during its 2-year operation.

Following is a report on the problems encountered in administering
the Project. It also includes suggestions for improvement of the program
and for corrections where mistakes were made.

. The SPRUCE program recognizes the long-term Ul claimant as
someoae with employment problems and provides for remedial services to
deal with them., The purpose of the Project was to determirne the feasibility
of incorporating these services as a general adjunct to the existing Ul
function.

The results indicate limited but valuable potential in the SPRUCE
program. With the progressive modifications and interim solutions here
pPresented, intensified application to selected claimant subgroups might
yield proportionately greater results, especially under niore favorable
economic conditions.

[
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INTRODUCTION

The Project Proposal prepared by the Division of Employment, plus the
Regulations of the Secretary of Labor for its implementation, provided a
dependable guide for administering the program, covering the objectives
to he sought together with rules and definitions.

Meetings of Project, District, and Central Office staft of the Division
held with representatives of the U.S. T.abor Department during the planning,
operation, and final-report stages of the program were valuable. They
provided nceded opportunities for exchange of ideas and for clarifying the
issues and problems that arose.

The cooperation, counsel, and assistance of the administrators,
supervisors, and staffs of the outside agencies who provided supportive ~
services are decply appreciated. These agencies include: Division o
Vocational Rehabilitation; State University Urban Center, Buffaio, N. V. ;
Urban Center, Hudson Valley; Erie County Health Departnment: Eric Couanty
Department of Social Services: Community Welfare Council of Ruffalo; the
Jewish ["amily Service:; the Ruffalo Beoard of Education: and the Vete rans
Administration,

The Project is also indebted to the following private training institutions
through whose cooperation training opportunitics were provided for sclected
Test group enrollees: Bryant and Stratton Business Institute, Anthony Driving
School, and Continental School of Beauty,

(XX
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ADVISORY COMMITTEE

The SPRUCE Project Proposal states: "An Advisory Commiittee will be
selected by the Project Directo” and Work Committee to advise them, to
make appropriate recommendacions on the conduct of the Project, and to
review the progress of the Project. The Advisory Committee will be
comprised of represeatatives of other agencies who will advise the Project
Director on the availability of special services in the locality. "

The Work Conimittee, in conformance with the Proposal, selected the
cooperating agencies in the area, lhsted above.

It was felt that certain members selected from the local office of the
Division of Employment, whose assistanze and advice would be sought during
the Project, were also necded on this comrittec. Accordingly, the following
local office staff members were selected:

Supervisor of the Manpower Development and T raining
Act Program

Supervisor of On-The-Job-Training
Manager of Industrial Employment Service Office

Appointments were made with the local directors and supervisors of
the selected outside agencies for personal visits to their offices by members
of the Work Committee. Purpose: to acquaint each one with the aims of the
SPRUCE Project and to seek their advice coacerning services provided by
their agencies that would be available to the Project, and the requirements to
be met by Project enrollees in ~rder to avail themselves of those services.

These visits were most beneficial. In all cases, sincere interest in
the Project and a willingness to cooperate in any way possible were expressed.
All accepted membership on the Advisory Councii and agreed to participate,
either personally or through a responsible representative, in any Advisory
Committee mectings that might be called.

The advice and counsel of tle Local Office members of the Committee
were continually sought as needed during all phases of the Project. All were
most helpful and gave freely of their time to inform and advise the SPRUCE
staff. '



Agencies represented by the Advisory Committee were consulted on
an individual baeis during the planning phasa of the Project. but a meeting
of the full Committee was not convened until after the beginning ¢f the Trial
Run, This meeting was scheduled for February 3, 1970, in the District
Office of the Division of Employment. About 2 weeks before this meeting each
rnember of the Advisory Committee received -- personally delivered by
members of the Work Committee -- copies of the SPRUCE Proposal and the
report covering the planning period recently completed. This was intended
for their information and study prior to the meeting and to trigger helpful
‘questions and suggestions,

The meeting proved stimulating and beneficial, though not fully attended.
Three of the invited agencies were represented as follows: District Supervisor
of the Division of Vocational Rehabilitation; a staff doctar from the Erie County
Health Department; a reprusentative from the Erie County Department of
Social Service. Those who notified us of their inability to attend were: Director
of the Welfare Council of Ruffalo; Director of the Urban Center of the State
University of New York.

The Work Committee felt that the presence of Local Office members of
the Advisory Committee at this meeting was not essential, since their assistance
was required mostly in the field of Interoffice Operations. Members of the
Work Committee who attended this meeting were the D1rector, Research
Assistant, and Senior Counselor.

The Work Committee first outlined the purpose of the SPRUCE project,
the services available to enrollees, and the general plan of operation. Then
the services of each agency represented at the meeting that were available
to or related to the Project, and tentative referral procedures to assure prompt
handling of problem cases, were discussed. Liaison contacts with each agency
were designated.

Several suggestions came out of this meeting which could not be
_impleniented in the SPRUCE Project, but which were worthy of serious
consideration:

1. That the Project might experiment with obtaining uniform medical
information that would establish specifically those tasks that a
client could perform, or not perform. (Present medical infor-
mation is not positive enough.) :

2. That a post-employment medical evaluation of those with medical
restrictions should be made after a client had been on a job for a
specific time (3 weeks was suggested) to determine whether the
tasks he is required to perfocrm on the job are within the limits
of his capabilities, and causing no discomfort.

5
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The representative of the Erie CountyiHealth Department stated that

"+ his department was planning fo establichan employment evaluation service

composed of 'a team cf medical, employment, and social service representatives

to'whom ‘placement probiems would be referred for consideération and solution.

(This sérvice was established during the life of the SPRUCE Project, 'hut was

not available to outside agencies because of the heavy workload within the

Health Department. } e e .
' No further meetings of the Advisory Committee were called, because

-our operational probléms involving services from outside agencies for SPRUCE

"V enrollees required solutions tailored to individual needs. The agency whose

services were selected to assist in'improving a SRRUCE Enrollee's employ-
ability was consultéd directly. No problem requiring consultation with the
Advisory Corhmittee was encountered. All outside agencies called upon were
cooperative throughout the Project. :

Te -7 Individual personal contact' with probable participating-agéncies whose

»ilt dépvices'may be used'is sufficient to acquaint' the agency with the program and

ot el ) . RIS S SR A

provide an' 6pportumty to establish liaison on a per'son -to-person-basis.

el e iy S . . ‘L, I

.- . ; ‘. Covy L (SRR T
The staff used in a project of this kmd is experlenced and familiar with
the various agency services in the locality that are available, and has had

. Véexperience with most of the problems enccuntered.: It is suggested that during

“the training' of selected staff in the operations and procedires of the SPRUCE
Project; time beé allowed for knowlédgeable representatives of the variousi:

“ agencies to meet with the staff to inform tfhem about the prOcedureé and services

‘'of each agency. ' ‘ :

Continual internal evaluation was found to be the best way to control the
operation of the Project, 'with recotirheridations for change'and improvement
coming diredtly from staff suggestions and SPRUCE tesults, Periodic' staff
conferences, sometimes as often as once a week resulted in pooled experience
and knowl(_dge belng apphed to dlffxcult problems

. r

* ' The problems encountered mvbivmg other dgerncies -~ for example, the

- ‘time needed té 'compléte a service, failure to inform the:staff of changes in
course content by training facilitias -+ were best handled with the agency
concerned, instead of before an }\dv;ﬂory Committee, whxch mlght involve the
»airing of dlrty"lmen. B A AR ' '

.o P—
1 N o

cyed

57 1 'The Work Committee is unanimoeus in its fecling that.while an Advisory

-Committed:is important-andimseful: in‘rany-cases, in aiproject like SPRUCE
individual contacts with: outside agencies prodice satisfactéry and uncomplicated
solutions to the problems involved. .

o g



STAFFING

Supervisory Staff

The Rescarch Analyst and the Director, who had some academic training', and
industrial experience in the structuring of procedure and designing of supportive
forms, assumed the duties of Procedure Specialist, since no qualified replace-
ment was available when he withdrew from the Project. While this was an
added burden it seemed a logical solution ac the methods, procedures, and
forms to be designed had to provide the research and statistical informatior
being sought,

The Senior Unemployment Insurance Claims Examiner, added to the
supervisory staff in November 1969, was assigned responsibility for all Ul
activities and Benefit Payment functions necessary to the operation of the
program. At the same time, this person was responsible for all MDTA and
other training payment functions for the Buffalo District and so was available
to SPRUCE on a part-time basis. The UI Claimms Examiner and Senior
Unemployment Insurance Claims Clerks were well qualified and necded little
supervision; the few problems that arose in the absence of the supervisor were
relayed to the Rescarch Assistant, who was also a qualificd Senior Unemployment
Insurance Claims Examiner,

Suggestion: Planning should include some provision for back-up personnel
to fill unforeseen gaps. The supcrvisor responsible for UI functions should be
available full time not only to hardle problems, but to be an active member of
the Work Committec, sharing in the planning and in the evaluation and modification
of work procedures.

Ope rations Staff

The opérations staff consisted of two Counselors, three Employment Interviewers,
one Unemployment Insurance Claims Examiner, two Senior Unemployment
Insurance Claims Clerks, one Senior Stenographer, and one Typist. They were
selected from volunteers from the line offices and, with the exception. of the
Senior Stenograp‘lcr and Typist, who were selccted [rom Civil Service lists,

they were transfers in grade. Because this was a temporary project, and
because no promotions were involved, voluntee¢rs were (ew,. Those who
volunteered and were selectcd werc well qualified and -- after indoctrination

and training in the p“nlosophy, concepts, and procodure,s of SPRUCE -- proved
adequate.

Most difficult was the transition from a line office, where the pressure
of time factors is ever-present, to the imaginative, analytical milicu of a
research project.




There was some apprehension that a production-oriented staff might Mg

tend to apply stereotyped and stylized methods to placement and counseling
problems. Tnis was carefully guarded against and, in the main, was avoided,
probably because staff was trained in SPRUCE concepts and because, at the
beginning of the Project, cases were closely scrutinized.

Since staff was transferced and reported to SPRUCE after replacement
in their line-office assignments, a time lag on both Phase I and Phase II had
to be dealt with. In Phase II, the enroliment period for Test and Control
Group claimants had to be extended because it was neccssary to train the new
staff prior to their assuming their Project duties, Intake had to be adjusted
downward to a ioad level that could be competently handled by available trained
staff, This did not postpone the scheduled Phase II termination date, but may
have affected numbers and kinds of services offered to Test group enrollees
during the intake period as some may have reached benefit exhaustion prior
to being accorded adequate assistance.

~Intake of nrollees in an experiraental project must be controlled and the
volume regulated to available staff. Sufficient time must be allowed to explain,
discuss, and counsel the test group enrollees who are not job-ready, concerning
services available as indicated by apparent need, to assist the job-ready to
find suitable jobs and to offer them any other service needed, to record
pertinent information and to mnake sound evaluations. This:-cannot be accomw
plished satisfactorily unless sufficient trained staff is available during the
entire enrollment period.

Suggestion: Enrollment is a separate function, clerical in nature, and
apart from the claims examining, employment interviewing, and counseling
processes, To take full advantage of the time each enrollee will be enrolled
in the Project prior to exhaustion -- some as few as 8 weeks -- a temporary
clerical staff could be trained to follow set guidelines in selection or rejection
of potential enrollees. ‘

This would free the employment interviewers and counselors from routine
enrollment and would also guard against the possible ''creaming' of the sample
by eliminating those who are to work with the enrollees from the selection
process.

Suggestion: A Counselor should be retained on the SPRUCE staff for
as long_a—s_enrollees are involved in remedial services or are reporting to
the Project. While the Counselor may perform the duties of an Employment
Interviewer, aan Employment Interviewer is not a qualified Counselor.

i sl ke 2



Staff Training

Staff members must be thoroughly trained and understand the conce}')ts, rules,
regulations, methods, and procedures to be followed in attaining the goals

of a program like SPRUCE. They must understand thoroughly their duties
and responsibilities and their relationship to the whole Project. '

Because it iS so necessary that staff understand methods and procedures
to be followed,; these must be established before the project begins, In SPRUCE,
methods and procedures were developed by the Work Committee, adjusted
and established during the Trial Run.

Extreme care must be exercised to assure that the meaning of terms
used is uniform and clearly understood by each staff member. This requires
continual followup and review, especially at the beginning, to make sure that
uniformity is firmly fixed.

Staff Tra’inin&Methods

The Work Committee (Director, Research Assistant, and Senior Counselor)
prepared and distributed job-duty statements to each .staff member outlining

~ his duties and responsibilities as conceived for the SPRUCE Project. These
statements had been carefully prepared and checked against Civil Service Law,
Rules and Regulations to assure that they were in no way in violation of them.

Several training sessions were held before the Projeclf began to make
sure that each staff member understood his job and its relationship to the
whole Project. The Work Committee carefully explained the concepts, rules,
and regulations governing the- Project, The methods, procedures, and forms to
be used were reviéwed and explained in detail, with emphasis on the meaning
of terms used and the special informiation being sought in each instance.

Since counseling problems were¢ expected to be unique, the Senior
Employment Consuitant -- Counseling for the Buffalo District was called in
to assist in training the Counselors. (The Employment Interviewers and Ul
Claims Examiner sat in on these sessions.) This training was designed to
refresh the counselors' knowledge of the fundamentals of counseling and their
application to anticij ited SPRUCE probiems -- selection of claimants for
training, assisting claimants with personal problems, the importance of

" individual, not stereotyped, solutions, how to gain program acceptance by
* . claimants, and the handling of other problems unique to the Project.

Staff training in a new project must be a continuing process with weekly
meetings, if possible, for discussion 6f problems and exchange of ideas among
staff members.




Staff Replacement

%9

During the Projeuct, staf{ members were replaced for various reasons beyond
Project control. Before assuming their duties, replacement staff were given
as much of the training as time and workload would permit. It is most
important that provision be made for full training time for replacements;

there were some misinterpretations by new staff members because of limited
training time. These did not prove to be serious as they were quickly detected
and corrected thrbugh our systen: of case reviews and audits. However, these
errors could have been avoided if enough training time had been available.

Staff Meetings

The periodic staff meeting was the most effective way to solve troublesome
problems and to present additional instruction and information. Some difficulty
was experienced in finding a time for staff meetings when all staff members
could be present. ‘

- Suggestion: Staff mcetings should be scheduled weekly at a specific
time on a specific day -- prefcrably Tuesday or We¢dnesday -- when full staff
is most likely to be present, Each staff member can then plan his work so
that he will be free during the scheduled time of the meeting. Difficulties of
communication with absent members can thus be lessened. It may also be
easier in this way to insure attendance of others than staff members whose
counsel may be sought.

Claimant Rapport

The success of a project such as SPRUCE is wholly dependent upon the claimant's .
acceptance of, and belief in, the objectives of the program and his faith in

the administering staff. It is most important that star. conduct toward the
claimant convince him of their belief in his worth as an individual and their
sincere interest in helping him,

The first contact with the claimant reporting to the Project office at
the reception desk, must, therefore, be congenial and convincing in its sincerity.
In the SPRUCE Project, both Test and Control enrollees were certified to '
benefits due them on a weekly basis. Since the benefit certification process
in the regular Ul offices requires the claimants to stand in lines, the SPRUCE
staff felt that a seated interview would help. Both Certification Clerks, by
their manner and performance, did much to establish good claimant rapport.
While waiting to be certified, or for other services, claimants were provided
with chairs and magazines to read. This relaxed atmosphere was carried
through the claims examiniag, employment interviewing and counseling processes
and did much to cause the defensive shield affected by many claimants to be -
lowered, ' ' : }
o ' 10,
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Suggestion: Before embarking on a project like SPRUCE, make sure
that the entire staff understands the importance of treating enrollees in such
a way as to strengthen their feelings of personal worth and of the staff's
desire to help. Their personal dignity should never be affronted.

ENROLLMENT OF TEST AND CONTROL GROUP CLAIMANTS

Enrollment of the 1,024 claimants who comprised our Test group (482) and
Control group (542) was begun in April and completed in September 1970.
Because of the limiting effect of the screenout criteria (outlined in the
Procedures section), it was necessary to have initial contacts with 3, 949
claimants and to screen out 2, 797 before arriving at the total sample of
1,024.

Preliminary screening based on age and trade union membership
was successfully accomplished at the reception desk. The remainder were
scheduled and referred for further staff interviews before final selection prior
to enrollment.

Determining the firmness of attachment of a clairnant to his formzr job
in instances of layoff proved to be a problem, All claimants who stated they-
were on temporary layoff were referred to the Claims Examinér, Employment
Interviewers, and Counselors for more intensive interviews. In a few cases,
contradictory information was received from employers concerning the reasons
for employees' separation. The interviewing staff screened in a few of those
who worked for the same employer and were allegedly on temporary layoff;
they also screened a few of them out. Some of these claimants insisted that
they wanted a change of occupation to avoid continuing, periodic layoffs. This
confusion emphasizes the need for one determination to be made and used as
a guideline by all staff members

Example: A female claiment, who alleged she was on indefinite layoff
from an employer -- an auto parts manufacturer whose employm :nt pattern
included periodic layoffs of varying duration -- wanted t-aining for a jcb that
would provide more stable employment. She was enrolled in the Test group
and subsequently enrolled in training in a 40-week course in modern office
practice. During her time in training, her employer recalled her, but she
declined his olfer., She completed the course on June 18, 1971 but, prior to
finding a job in her new field, her previous employer called her back in July.
She accepted and returned to her factory production job. A little more than
$4, 800 in tuition and benefits was expended by tha Project. Whether or not
she will ever use this training is problematicat.

i1




_be advisable if those making the selections did not know which claimants were

If a firm determination to screen out all those laid off from this >
company had been mace and adhered to, that would not have occurred. 73

This is a problem encountered mainly with secondary \!vage earners.
Because factory production jobs almost always pay more than beginning offige
work, the secondary wage earner, motivated primarily by her family's need
for more money, tends to gravitate toward the available higher-paying job and
to ignore the probability of an uncertain future on a job for which she has
qualifying training, but no previous experience.

Sample Selection

Every effort was made to guard against '"creaming'' in the selection of both the
Test and Control group samples. The necessity of using exactly the same
criteria for each group was emphasized and reemphasized, so that historical
comparisons would result in valid conclusions.

. In spite of all the checking, reviewing, and analyzing, enrollment was
completed with a larger Control (524) than Test group (482) sample. However,
the analyses failed to disclose specific reasons in these phenomena.

Suggestion: In selecting the sample for a project like SPRUCE, it would"

to be in the Test and which-in the Control group. For instance, the first 1,000 5‘
who met the prerequisites would be designated the sample and could be equally
divided into Test and Control group. In the SPRUCE project those whose Social
Security numbers ended in even digits were called Test and those ending i~ odd
digits were called Coatrol group, and th.s was known by the SPRUCE staff

prior to their making the selection. ' 4

Each of the selection criteria must be clearly defined and thoroughly
understood by the selection staff. All forms on which selection will be based
should be designed so that answers are simple, requiring the interviewers to
make no personal judgments.

‘A few Control group claimants who reported to line offices for employment
services complained of not being accorded services. Investigation showed -
that the line office Interviewer, knowing from the imprint on the claimant's
book that he was a SPRUCE enrollee, thought the claimant was receiving
employment services in the SPRUCE Office. This was a result of misunder-
standing of instructions and was quickly cleared by contact with the Office
Manager. This emphasizes the need to be sure that all working staff who may
become involved understard Project operations. This problem resulted from
staff transferees from other operations who had no information about SPRUCE.

-
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SPRUCE staff informed the line Office Managers when Control group
claimants indicated a desire for help,in locating suitable employment, because
SPRUCE felt obligated to extend such assistance to claimants. It was sometimes
difficult to explain to 2 Control group claimart that it was only because of the
accident of a Social Security number that he was not eligible for SPRUCE
service. )

~ Caution: The reasons for selection or rejection of potential enrollees
should be recorded in each instance to justify selection and as a safeguard
against charges of discrimination by rejectees.- This situation arises as
the public becomes aware of the Project.

Maintenance of Insurance and Employment Records

All insurance records of Test and Control group claimants were maintained in
the SPRUCE Office. Altnough, under the current certification system used in
the regular UI Office, it is not necessary to post each insurance payment on the
Local Cffice record, it was thought advisable to post each payment made to
Test and Control group claimants in SPRUCE. This provided a chronological
insurance history of each claimant, which proved invaluable in preparmg
statistics.
) .

Employment records of Test groap claimants were requested from-the
ES Office to which they had previously reported and wer: made a part of the
SPRUCE file. ES records of Control group claimants were maintained in the
employment offices to which they reported. '

When the Control group enrollment was completed, a survey was made
in each ES Office, with the cooperation of management and staffs of the
-respective offices, to determine the number of existing ES records of the
group. This survey acted as a control for our final survey. The preliminary
survey was time-c'onsuming, but we were able to locate 88 percent of the ES
records of the Control group when the Project ended.

Recording Information

In a project of this kind, it is essential that each Test group claimant's case
be completely documented to provide a -detailed chronological record of services
offered and accepted or rejected; together with reasons and results obtained.

The importance of recording all pertinent information in each case was
emphasized again and again in training sessions and staff meetings. Cases
were continually reviewed to assure that this was being done. All errors and
omissions detected were called to the attention of the staff member and common
errors were discussed in stafi meetings.

13
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Differences were {ound in interpretation and meaning of various
questionnaire items among staff membhers., To produce consstent results, -
staff understanding must be uniforni. This problem was minimir,(--r! 1hr<mgh e
staff conferences and discussions. ‘

The question of how much recorded information was necessary was
ever present. Since SPRUCE had no precedent, the Work Committee decided
upon maximum information -- if in doubt, write it down, Re: sons tor negative
as well as positive results were ncoder] {0 answer anticipated research
guestions, to accumiulate required statistical 1nformat1on, and 10 analyze
individual cases as requested. ’

SERVICES
Couuseling

Couuseling is a most important tcol in the administration of the SPRUCEH
project. It is at this point that any personal problemis impeding a claimant's
eémployment progress may be divulged and various remedial scrvices
considered. It is then that the claimant is faced with his problems and must
make important decisions that will have a lasting effect on his future.

in SPRUCE we found several tendencies on the part of Counselors that,
if allowed to continue, could result in unsound decisions being made by the

claimants, that could prouve detrimental rather than beneficial to-them. - ¥

These tendencies were:.

-- To dictate to the claimant the Counselor's answer ‘5 his problem by
telling ‘him what kind of service he needed, not allowing him to
make a completely voluntary selection from information given
him by the Counselor.

-~ To make a full-blown case out of a minor difficulty that the
claimant had lived with for years. This is especially true of
the identified problems of older workers.

-- A lack of imagination and creativity in suggesting solutions to
problems.

-- To concentrate on one need only, when two or more mav cuist.

These problems, although not comimon, were recognized from case
reviews and occasional monitoring of the counseling process. Discussion
of these tendencies with individual Counselors and in staff meetings resulted
in acute counselor awareness and an improvement in problem-solving

‘techniques. ' . ~}
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These tendencies emphasize the need for Counselors experienced in
the world of work, who can identify the real problem from the one projected
by the claimant. The selection of the field or work in which a person expects
to earn his living is a serious one for him and must follow cousidaration of all
salient factors, after which he must make his own decision and choic=s. For
instance, the Counselor should not necessarily decide that because the claimant
is unskilled, he needs a rkill. It must be the choice of the counselee that he
wants a skill and is willing to accept responsibility for acquiring it.

'SPRUCE experience indicates that a very careful study must be made
of the problem of the secondary wage earner who decides during a period of
unemployment that he might as well take advantage of available training with
its increased benefit payments. This is espe_cially true of the secondary
wé.ge earner, whose additional salary is needed to meet family expenses, who
selects training in office work which pays less than his factory production job.
There is a need for a measuring device to determine motivation more
accurately. :

Additional information concerning the claimant (previously mentioned)
who completed office training and then returned to her factory production job,
indicates that she was again laid off and that the UI and supplemental benefits
paid by her employer total more than she could expect to receive as an
inexperienced trained office worker. It appears highly improbable that she
will seek office work, at lea st until her benefits are exhausted.

While it was not the usual practice in the SPRUCE ™roject, the pDSSlbl‘lltY
of limiting services to deal with one problem, when more than one exists,
may occur. 3

Example: A female claimant, single, 30 years of age, had been a barma1d
and exotic dancer. The Employment Interviewer recognized .that she needed”
extensive dental treatment, as well as training, at the time of her SPRUCE
enrollment. The Counselor to whom the case was referred concentrated on
the need for training with only a general remark in the record indicating that
‘the claimant had two teeth extracted in 1969. The claimant was enrolled at
Bryant & Stratton Business Institute in a course in modern office training,
which she successfully completed in September 1971,

The need for extensive dental work is so obvious that it is doubtful she
would be considered for office work unless it was done. SPRUCE consulted
several agencies including DVR, but because of the tiire involved she was
referr=sd to Social Services to apply for Medicaid to which she is entitled.
There is a 2-month waiting period before approval of the care can be expected.
The outcome of her application to Medicaid is now being awaited before other
action is considered.

\
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Since the claimant was eliginle for Medicaid at the time of enrollment
in training, arrangements should have been made then to take care of this
dental problem. A Counselor cxperienced in the world of work should have
recognized the pressing need for dental work prior to employer acceptance.

Each impediment to employability must be recognized by the Counselor,
its effect on the claimant's future employment assessed, and a remedial service,
if indicated, sclected., The probability of the claimant's conipleting satis-
factorily this remedial service and improving her employability from it must
be measured against her long-range educational plan, occupational poals, and
the strength of her interest and desire to improve herself., The complete plan
must then be discussed in detail with the claimant for acceptance or rejection.

In SPRUCH, it appears that the probability of success was. sometimes
overlooked in a drive to enroll as many as possible in remedial services
within the lifetime of the SPRUCE Project. '

Example: A nurse aide who completed her course and. reported that she
had a training-related job, stated ia a subsequent {ollowup that she had returned
to her previous job as a packer in a cookie factory for which she is paid $2.96
per hour, She is a secondary wage earner in a family of five whose total
income is reported as $7,000 per year. A review of her file shows that she
stressed the importance and need of more family income, which may indicate
that this training enrollment resulted from directive counseling, because nurse
aide employment never pays as much as $2. 96 per hour.

The need to assess the soundness and strength of motivation prior to
enrolling in a training project is clearly evident.

Jobh-Search Plan and Job Development

Administrative problems faced in the Job-Search Plan and Job Development
phase of SPRUCE were confined to the structuring and restructuring of procedures,
‘and forms to produce the simplest, most complete, workable plan, :

Since Job Development is a regular service of the line Empiloyment
Scrvice Offices, it was easily adapted to the SPRUCE Project. However, the
Job-Search Plan and its concept of being a contract between a claimant and
SPRUCE staff, defining those steps each was to take in seeking suitable
employment, was new. It required preliminary development, application, and
analyses of results to determine its strengths and weaknesses. Staff operation
uncovered weaknesses which, when eliminated, did much to 1mprove the Job-
Search Plan procedure.
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_ The inclusion of the Unemployment Insurance Claims Examiner in this
procedure created no problems. The claims-examining process results in

a fund of employer information being collected by the Claims Examiner which
can be applied to the preparation of the Job-Search Plan,

Job-Search Plan and Job-Development are important in a project like
SPRUCE, since they expedite the return of the job-ready claimant to the labor
market and give him the support he needs at a t1me of confusion and discourage-
ment because of lost employment.

Job Referral

The Job Referral process as used in the SPRUCE Project followed the regular
ES Procedure. Approximately two-thirds of the Test group, classified as
job-ready, were eligible for this service. '

During the Trial Run and the first 2 months of Phase II, SPRUCE h~4
d1ff1cu1ty in locating suitable job openings. The available job orders wer -
held in three geographically separate offices on the basis of the kinds of
services provided by each office. This required a telephone call from SPRUCE
to the job-controlling office and extensive description of enrollee skills and
the specificutions of job openings, to determine whether any opening was suitable
for the enrollee. This was a difficult, unsatisfactory method. Further, it
was neither feasible nor practical to establish and maintain a current, active

file of copies of all job openings held in these ES Offices,

. With the advent of the Job Bank on June 1, 1970, SPRUCE received the
film daily and later the book listing all current job openings in the District.
This made it possible to expose SPRUCE enrollees to all available job openings
and to discuss with theém all pertiner? JOb information, thus greatly 1mprov1ng
the potential of the job-referral process. :

SPRUCE claimants were considered to be enrolled for the duration of
the Project, a fact clearly explained to them. However, after exhaustion of
their UI benefits, job-ready claimants seldom returned to the SPRUCE Office
except to refile for Ul benefits. Consequently, to be meaningful, job referral
and placement had to be accomplished prior to exhaustion of benefits,

For SPRUCE, the time required to obtain referral results through the
Job Bank, as specified in procedure, was most important. It was also
necessary to know the exact reasons why reterrals were unsuccessful, because
they might indicate an employability problem requiring remedial services.

I
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The ernployers' replies submitted on Job Bank forms were confined to
a list of directed reasons to be checked, and this was not sufficient for SPRUCE *
purposes., It was, therefore, sometimes necessary for SPRUCE staff to w*
contact employers directly, as that was the only practicable way in which
meaningful reasons for nonhires could be obtained in a short time.

In this kind of project, all current job orders must be immediately
available. All referral results must be obtained promptly and definitive
reasons for nonhire recorded in each case, as patterns may be established"
indicating need for remedial services.

Training Test-Group Claimants

A feature of the SPRUCE Project was the availability of training opportunities
as a remedial service to improve empldyability. Preliminary results seem
to indicate that claimants enrolled in training must be carefully selected.

It remains for a later analysis of the employment experience of those trained
daring the Project to determine its true and lasting value to the claimant.

The administrative problems that arose in implementing the training

segn ant of the program may be divided roughly into three general categories:

1. . Problems involving the claimant: selection of trainee,
selection of training facility, enrollment, academic -
achievement, counseling during training, '

“vagge

2. Problems centered in the training facilities:
communications, courses available, course content.

3. Payments of benefits.

1. Problems Involving Claimants

A. Selection for Training

SPRUCE relied upon the interviewing techniques, experience, and judgment

of the counseling staff for selection of candidates for training. The selectee
was then referred to the chosen training facility for approval, possible adjust-
ment of course selected, or rejection.

The only formalized test used in selection was the Kuder Preference
Record to assist in evaluating the strength of the claimant's expressed interest.
The General Aptitude Test Battery (GATB) was not generally used because
of the distant location of the test administration section and the necessity to
meet enrollment dates in the various training facilities, which limited time
available for counseling and selection.

L . : 18 ‘ | !
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Note: To determine the possible value of the GATB as a tool in
training selection, the test was administered to eight training enrollee
volunteers after their enrollment in training courses. The results of the
test supported the training selection in six cases, and indicated factory
production work for the other two, who had been enrolled in a receptionist
course and a stenographic-secretarial course, respectively. Of the latter two,
one completed the receptionist course and the other is repeating shorthan-,
which she had failed.

In these latter two cases, the strong interest expressed by the claimant
should have resulted in enrollment, with a warning against discouragement
if she experienced the difficulties indicated by the GATB.

Time permitting and facilities being available, it appears that GATRB
should be included as a tool in training selection in a project like SPRUCE. It
provides a sound additional measure against which to make a judgment.

Since the demand for femaie factory production workers during Phase II
of the Project was almost nonexistent, a2 number of married women in the Test
group willingly accepted training opportunities offered them and were enrolled.
For instance, 19 (63 percent) of the 30 anrollees at Bryant & Strattoa Bu 4ess
Institute were secondary wage earners; 16 of the 19 were married women. It
.remains for a future analysis of their employment expzrience to assess the
real value of training them. But this does emphasize the need for careful
consideration of this problem.

B. Selection of Training Facility

Individual referrals were most suitable since most SPRUCE enrollees, having
recent attachment to the labor market, did not meet the requirement of the
Manpower Development and Training Act that they be ''disadvantaged.

Probably because of the relatively small size of the sample, training
selections were scattered over various courses with no possibility of group
training being indicated.

Of the 57 enrollees in training, 10 (18 percent} were enrolled at the
Manpower Training Center, probably because of the limnited number and kinds
of courses available at the Center and failure of SPRUCE enrollres to meet
the MDTA requirement of disadvantage.

~r
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C. Enrollment in Training _ .

S

Prior to enrollment in training, it was necessary to obtain the approval of
the Office of Manpower Development (OMD), and this required submitting the
enrollment pai)ers to OMD no less than 3 weeks prior to the enrollment date.
Since in SPRUCE we tried t0~provide training opportunities for as many
enrolleecs as possible, some enrollments were submitted for approval less
than the required 3 weeks before. When this was cxplained to OMD -- this
being uniquely a SPRUCE project problem -- they cooperated in every way
possible. In some cases, the training facilities enrolled and started trainees
prior to, and pending, approval of OMD so that the enrollees would not miss
the important first days in the course.

In a project like SPRUCE, the available time to work with potential
enrollees is controlled by the Ul Law. To maintain momentum it is desirable
to cnroll as soon as possible after the decision to train is reached. Therefore,
allowances must be made to cover those instances of failu ‘e to meet the
3-week deadline for OMD approval. The schools and courses selected had
been previously approved by the "ducation Department and the enrollecs had
been accepted by the schools, so that OMD approval was routine and could
possibly be strcamlined.

D. Academic A chieve__nj_e_lﬁ

Current interim reports of the enrollees' academic achievement were not
available from any training facility. These reports would have been valuable
in determining the kinds of probleins the enrollees face during training, They
would also have indicated those persons whose courses are too difficult and
should be changed and those . ~ ' should be withdrawn from academic courses
eatirely.

Weekly attendance information was available from the weekly benefit
certification received from the school.

Bryant & Stratton Business Institute furnished final semester reports,
buat no mid-semester or other interim reports were available, SPRUCE
consulted with Bryant & Stratton in an attempt to arrange for current periodic
reports. These they could not provide, since records in the counseling office
were based on information received from individual instructors, who usually
turned it in at their own convenience. o

Example: A 34-year-old married woman, claiming two dependents in
a family of four, was a production machine operator enrolled at Bryant &
Stratton in a legal secretarial course. From the beginning, she had difficulty
with shorthand and typing, failing each course the first time she took it and
passing after repeating it the following semester. She passed her other courses ‘F

satisfactorily.
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One week before the end of her final semester in September 1971,
SPRUCE received an interim report {due at mid-term) staling that she would
probably fail shorthand, dictation, and transcription. Our final semester
revort verifies the failure. She states she cannot continue on her own to
repeat these courses. She feels she has enough training to get a job (her
failure is based on speed) and, if she is lucky, she may bu able to pay for the
repeat courses, She has informed SPRUCE that she has fourd a job beginning
about October 1, 1971. Since SPRUCE was to end on September 30, there was
no possibility of recycling to pick up the failed courses. The Director and
Senior Counselor discussed this case with the Counselor at Bryant & Stratton
at the end of the third semester and it was agreed that the School Counselor
would call her in and pursue the advisability of her changing courses, Apparently
it was felt that she would complete the legal secretarial course satisfactorily.

An interesting sidelight on this case is that she is one of the volunteer
enrollees who took the GATB. Those results indicated that secretarial work
was a test-selected choice. Also, her high abstract reasoning score indicated
p2ssible concentration difficulties and her low vocabulary score indicated
possible comprehension barriers. This may indicate why she has difficulty,
but is successful upon repeating the courses. She concentrates and tries
hazrder the second time around.

The Manpower Training Center has a working ES Counsclor assighed to
it who handled claimant problems on the spot, and checked attendance and
achievement of SPRUCE enrollees as part of his duties. While we did not get
a feedback of achievement levels attained by enrollees we did get current reports
of individual difficulties as they occurred and could handle them imimediately.

SPRUCE was unable to obtain enroilee achievement information from
the State University Urban Center--Buffalo, but becausec of the nearness of this
facility to the SPRUCE Office, enroliees came in to discuss their problems.
In this way we were 4able to provide the counseling suppert necded. One of the
major problems of enrollees at the Center was that of relating to other
students and the instructors. SPRUCE arranged a group discussion period in
the SPRUCE Office where enrollees could discuss their problems among
themselves under the guidance of the Senior Counselor., This did much to
help them gain confidence and see that their problen's were common, not
unique.

E. _(_:ounsel_i_n_g Du_r_igg_}“_r_‘_ainin g

It appears that providiag training opportunities is not enough, and that if
enrollees are to be expected to strive for maximum achievement levels, and to
complete their courses satisfactorily, periodic counseling is necessary.
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SPRUCE experience suggested that a SVPRUCE (Counselor should be assigned v
this responsibility. This c¢ould be Accorplished by arrangement with the training -
facility and the provision of spccific ~ounseling periods on facility premises.

Fach enrollee at the facility would be given a scheditle and directed to report

to the Counselor at a prearranged time.  The facility would be requested to

inforn: the Counselcr about specific problems faced by enrollees. This would

give the Counseior opportunities to meet with each enrollee, assess his
achicvement, und clear related problems with the facility's administration.

It would also tend to encourage enrollees to strive for maximum achievement.

Note: This idea was discussed with the Director of Adniissions at

Bryant § Stratton PPusiness Institute, who will approve an arrangement for such
counzeling periods on schonl premises.

During the ‘Proj'e-r’: we found it difficult to obtain the view of facilities
personnel on the nature and seriousness of the problems revealed to SPRUCE
Coursclors by cnrollees. There were no available current records on these
students in the Personnel Office unless instructors repoarted the difficulties,
which they were lax in doing. Consequently, we could only base our counseling
on the statements of enrollees, without the henefit of the opinions of facility
personnel.

Example: An enrolice whose course was scheduled to be completed in
June 1271, lacked three subjects (accounting and two English courses). Since
she was entitled to the 13 weeks of Extended Ul Penefits she wiis reenrolled
under Section 599 of the 'l T.aw to complete her subjects. She agreed to pay

the tuition fees,

Since, under Section 599, there is no sponsoring agency, we received
no achievemenc reports at the close of the sentester in September 1971,
SPRUCE, thercefore, contacted Rryant & Stratton and learned that she took
only one subject. [t was further learned that, since she failed Introduction
to Communication Skills {(English) twice, she hacd a "Dauble F'" and cannot
receive a diploma or graduate even though she may pass the course. At the
time of her second failure in this course, SPRUCE should have been advised
that this made it impossible for her to graduate. Transfer to a less exacting
course could have been arranged or, if this were not feasible, she cuuld have
been withdrawn from training.

Not only is this an exampie of need to provide for eanrollees who fail,
but it also points up the need for closer contact with the training facility.

et
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2, Problems with Training Facilities

A. Communications

There was a continuing communication gap between training facility
administrations and the SPRUCE staff. [t was difficult, and, in a few instances,
impossible to obtain progress reports or specific achievement information
about enrollees. This information is vital to control in a project like SPRUCE
if remedial steps are to be taken prior to the end of the semester, when it is
too late to do much about a reported failure. It is evident that, if these
sponsored training courses are to be successful, close as$ociation must be¢
maintained with each training facility.

Example: When SPRUCE received one enrollee's final achievement
report from Pryant & Stratton, it was noted that he had been given credit for
only 20 hours for the semester,

SPRUCE inmmmediately scheduled a conference with the Dean of Instruction,
who stated that the enrollee advised them that he had been granted permission
by SPRUCE to carry only four courses in the last term so that he could con-
centrate on accounting subjects. SPRUCE agreead to the accounting concentration
with the school's approval, but not to the reduction to 20 hours of instruction;
this, in fact, is contrary to MDTA requirements,

As a result of his carrying only four subjects, he finished his course two

subjects short of what was required for graduation. One of these subjects is

a tax course he dropped on his own, earlier in the program. Responsibility
for his not having the second course is accepted by Bryant & Stratton, which
will provide an opportunity for him to take the course tuition-free. He will
have to make up the tax course at his own expense. This agreement between
Bryant & Stratton and SPRUCE is corfirmed in a letter to the claimant. It is
now up to him to make his own arrangements.

Note: All weekly certifications (MDT 952) received from the school
certified to 25 hours of instruction each week., It was on the basis of these
certifications that they agreed to offer hinm the missing course tuition-free.

This case emphasizes the need for better communications between
training facilities and SPRUCE and also for closer SPRUCE contacts with
enrollees. Since an enrollee's Certification for Benefits is completed and
returned by the training facility, the enrollee reports to the SPRUCE Gffice
only as requested during a sem~ster.
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“B. Unavailability of Desired Courses
There were three cases of clain:ants for whom training needs were identified
in fields in which no local training was available. These were in the lields of
photography, elcctronics and sign painting. The potential trainee in photography
wanted an on-the-iob training program established with a friend of his who is
in the business. Investication by the OJT Unit revealed that the proposed
employer did not have sufficient equipment to meet rcquirements and could not
provide the necessary training. This claimant had no other interest and
e:ventually returned to his regular line of work.

There was no availahle course in the local area in the field of electronics
in which this potential ¢nrollee was interested. He had no other interests and
becanie employed before his case could be explored further.

The only available course in sign painting that could be found was outside
of the Puffale arca, and the clain.ant could not accept because his wife would not
agree to his leaving the arca for training. He expressed no other training
interests. A successful Job-Search Plan in this case resulted in his securing
suitable cmploymrient.

Thus, even though needs iire identified, opportunities for training cannot
alwavs he arranged. In these three cases, had motivation and desire on the
part of the claimant for sclf-improvenient been strong enough, further
exploration and counscling might have resulted in sonie other suitable training
being arranged.

Manpower Training Center

Since SPRUCE enrollees had recent attachments to the labor market, there
vere only a few who miet NMDTUA eriteria of disadvantage. Of 57 SPRUCE
claimants enrolled in training, 10 (16 percent) qualified for training at the
Center. The reason [or this low enrollment of SPRUCE trainees in the
Manpower Training Center is that courses zre not offered frequently and,
when available, are in lirnited ficlds, not usually of interest to SPRUCE
clainyants representing a cross section of most fields of work found in the
local labor market. The conrsces available during the SPRUCE project were:
Auto Body Repair, Auto Mechanic, Nurse Aide, Licensed Practical Nurse,
and Welder. Since the time of availability of SPRUCE claimants was limited,
only currently operating courses could be considered.
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C. Coarse Content

When registration in certain subjects is low, training facilities will drop
them and substitute others in a programmed course, without notification to
SPRUCE or prior notification to the enrollee. In one facility, Urban Center,
after 20 weeks of a scheduled course had been completed, the adminisiration
decided that course content was not right and changed it completely; the 20
weeks spent were considered qualifying for the new course. This extended
the enrollment time for completion beyond the closing date of the SPRUCE
program. The enrollee involved was then enrolled under DVR in an extended
program, so that the only ill effect will be that SPRUCE allowances will end
prior to her completion of this part of her remedial program.

A 4-week truck-driving course included road practice as part of the
scheduled 25 hours per week instruction. Because the school had only one
truck available for practice, enrollecs were required to wait their turns for
road practice. In some cases, this road-practice problem extended the
course beyond the scheduled 4 weeks. SPRUCE could do little about this except
to contact the school as complaints were received and remind them that the
waiting time could not be included in the 100 hours of instruction and training.
The five enrollees completed this course satisfactorily and passed their
qualifying road tests.

It is essential that satisfactory two-way communications be established
and maintained between training facilities and the staff of a project like SPRUCE.
(This could be satisfactorily handled through the visiting Counselor suggested
in the section entitled Counseling While Attending Training Facilities. )

D. Other Problems Inherent in Facility Operations

There were other areas in which problems arose that seemed inherent in the
operation of the facility and which complicated SPRUCE Administration. These
were:

(1) Changes in course content.

This problem is described under the hecading Course Content (above) where

an example of an Urban Center case is cited. The problem also occurred at
Bryant & Stratton Business Institute where several enrollces reported that they
found courses substituted in their planned programs very difficult and not to
their liking. SPRUCE learned that this is a policy practiced by the school;

when the regularly planned courses do not attract a miinimum number of students,
other more popular courses are substituted.
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(2) No allowdance n.ade tor differences in student backgrounds,

SPRUCEK enrollees are noticeably older thun the high school graduates who
predon:.nate on the student body at Bryant ¢ Stratton Business Institute, Most
of the enrollees had been away fron academic studies for some time and had
pressing family responsibilities, Thev found the transition from work to study
difficult, espccially in the first semester, The five dropouts from this facility
orcurred at varius 1ntervals - - the Jangest interval was 14 weeks -- indicating
that some tried longer than others before giving up.

This transition fron. work Lo study requirerl intensive counseling by
SPRUCE Counselors to encourage enrollecs o try o little harder and to suggest
ways out of their individual difficuitices,

Suggcestion: Group-type counseling, or orientation, should be provided
by SPRUCE before enrollees begin their courses, to help them bridge the gap
boetween work and study. It should include instructinns on how to study, how
to pet along in ¢lass situations, ote.  The offer of SPRUCE Counsclor assistance
for any personal problen should be firmly made. It should be emphasived that
SPRUCEK expects then 1o succced and will be interested in their progress
throughout their school progran:s.

(3} No provision for typing practice.

Some carollees felt they noeded typing practice in order to attain passing grades
and asked whether SPRUCE had any provision for typewriter rental, The training
facilities had no provision for practice time,

Since these claimants had been away fromn academic study for some time,
many of them probably d»y need additional practice to attain requircerd speed ind
accuracy. One enrollee reported that she rented a typewriter at her own
expense.

{4) Change of course contont and addition of time to complete courses,

In July 1970, Bryant & Stratton I'usiness Institute changed the content of several
courses and added a 10-wcecek semester to each. SPRUCE did not know of this
change until the school returned a referral based on the original number of
weeks.

(£) Job placement by Pryant & Stratton,

A discussion with the Dean ol Instruction conceraning job-placement services
available at the school for students revealed that they now have placement
service that meets require rents of New York State for a public employment

2h
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agency. All graduaies are entitled to this lifetime service, which is also
available to nongraduates (who are referred as nongraduates).

A fee is charged the employer for this service, which must be paid if
he hires a referral; there is no charge to the student. A SPRUCE enrollee
stated she was refused a job by an employer to whom Bryant & Stratton
referred her because he said he would not pay the fee.

Since suitable placement is the desired end-result of the SPRUCE Project,
provision for this type of service should be made through the Project. Job-
development techniques should be emphasized, since most trainees have no
marketable experience in their new fields.

3. Payment of SPRUCE Rehabilitation Allowances

SPRUCE benefit payments were usually adequate during counseling, training,
and the period during which rehabilitation services were rendered by other
outside agencies. These were, however, administrative problems which should
be considered.

A. Primary Wage Farners

If the primary wage carner or head of a family considers training, the unemploy-
ment ratc plus the 320 incentive offers little inducenment. lis need for money
depends upon his family responsibilities, and usually he will accept employment
in preference to training. In these cases, to make it financially possible for

him to accept training, a dependency allowance (say, $15 per week per dependent,
up to five) will be needed in addition to the Ul rate plus the $20 incentive.

- SPRUCE experience indicates that, while these cases may be few, they do

exist.

B. College Training

There is no allowance under thc SPRUCE program for the completion of college
courses that would improve employability.

Example: A head of a family, with only his wife as depcndent, needed a
B. A. degree to teach. This required a year's study at the University of Buffalo.
Since he was subject to heart trouble, we referred the case to DVR. DVR
accepted the case and paid for his tuition and books. SPRUCE paid him Ul
benefits, considering that he was in Counseling while receiving DVR services.
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If not for his heart condition, SPRUCE could not have helped him. As "
It is, he has completed his studies, received his B. A. degree, and is now
emnployed as a teacher in the Rochester, N. Y., school system. Consideration
shiould be given to cascs like this one, in which a year or less of academic
training will enable a claimant to get the degree that will improve his
empioyability. |

C. PRrushup Courses

There was no provision for enrolling SPRUCE claimants in existing brushup
courses requiring less than 25 hours per week of instruction. Those who

had previous training in stenography, secretarial and accounting courses,

and needed oaly brushup were compelled to enroll and take the complete
course to meet MDTA requirements. Brushups would be less costly and would
provide the instruction needed to improve employability.

D. Incomplete Courses

Some enrollees do not complete their courses, usually as a result of failure
in one or two subjects which were not made up. The training facility will
not allow such studerts to graduate, will not issue a diploma, or give any
other recognition of time spent in the course.

Since SPRUCE coantrects cover only the scheduled course time and
“make no provision for extension of time because of failure, these enrollees
are obliged to seek other means of obtaining money to complete their courses.
In several cases, because of the amendment to the Ul Law providing for 13
weeks of Extended Renefits after exhaustion, SPRUCE was able to transfer
some of these enrollees to Extended Benefits and approve completici of the
courses under Section 599 of the Ul Law. In such cases, the stuceat paid

his tuition and Extended Benrefits paid his UI rate for the duration of his
entxtlement

There is provision at the training facil. y for tutorial assistance
ava11ab1e to students for 2 fee. If tutoring is considered the sclution, funds
should be available from SPRUCE to cover the cost.

If there is a Counselor assigned to the facility, as previously suggested,
the problem of failure can probably be reduced, so that help may be provided
where needed anrd those unable to do the work can be withdrawn from the
school.
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Division of Vocational Rehabilitation

During Phase II of the Project, six <\:ases were identified as needing DVR
services and were referred. During the time these clajmants waited for DVR
services to begin, SPRUCE continued them in Counseling and ,paid benefits

in accordance with SPRUCE regulations.

Since waiting time seemed €xcessively long, SPRUCE contacted DVR
to determine the status of the enrollees, and the reasons for delay; the reasons
given were that medical evaluation was awaited, or that the agency workload
retarded case action. In one instance the transfer of the Counselor handling the
case delayed action. :

Five of the six referrals were accepted and enrolled in long-range
programs of education and training for periods up to 4 years. The sixth one
(an epileptic) wes counseled by SPRUCE, and although this claimant recognized
her need for medical rehabilitation she did not immediately apply for it.
Eventually she did apply, but before being enrolled by DVR accepted a civil
service appointment as a Clerk Typist at the E. J. Meyé¥ Memor1a1 Hospital,
where she is presently employed.

In one of these cases, a claimant who was losing her eyesight and was
suffering short recurrent periods of blindness during her enrollment in SPRUCE --
this was followed by total blindness -- was ‘enrolled in training at the Lighthouse
in New York City through DVR (VRS).

DVR paid for her training and subsistence in New York City. Her SPRUCE
benefits enabled her to keep an apartment in Buffalo with which she was
‘thoroughly familiar, having lived there 10 years before suffering total blindness.
As she is still in training at the Lighthouse, and since SPRUCE was to end on
September 30, 1971, some other arrangement that would enable her to keep
her Buffalo apartment until completion of her course had to be found. DVR is
not funded to cover this added expense and, because of recent changes in the
Law, Social Services could not help.

SPRUCE had previously suggested that she apply for disability bencfits
under the Social Security Act; she did that in July 1970, but has not received
a reply. SPRUCE representatives visited the local Social Security Office to
see whether her claim could not be expedited. The Social Security Supervisor
understood the problem; he felt sure that her claim would be approved
retroactively, and that through a rush procedure (regular procedure requires 6
months), payment could be in her hands no later than October 2, 1971. (Her
last SPRUCE benefit payment will be for the week ending Septemiber 26, 1971).
This will solve her problem and will not leave her unsupported because of
termination of the SPRUCE program. .
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In using an agency like DVR. the costs of the program (i.ec., total
SPR'CE benefits paid) should be measured ngainst the alternative cost of
e¢rabling SPRUCE to expedite purchase of service independently on an
individual contract basis. ['his would apply to cases such as the purchase of
prosthetic appliances, but not to long-range educational prograns which
SPRIICE is not funded to cover,

Example: An enrollee in Phase 1, the Trial Run, needaed leg braces

to become cmployable. At the time he was enrolled he had a prescription
for the braces.

SPRUCE referred the case to DVR. At the time he was put on FPRUCE
Extended Rencfits: after exhaustion of his Ul claim, he was still waiting for
his first DVR appommtment. Ry the time the case was completed, SPRUCEKE had
ne benefits to pay while working on his placement problem, the 52-week
period having been exhausted, SPRUCE ecstimates that, had this case been
handled through individual independent purchase contract, the total cost
would have been approximately $1,282 and could have been con:pleted in 6
weeks, (Praces, $800; shoes $70; orthopedic surgeon $100; SPRUCFE benefits,
$312 -- & weeks ©$52). This compares with total SPRUCE benefits paid for
58 weoeks @$52, a total of $3,0106, before completion of the case through DV R,

SPRUCE bencfits, plus individual contract costs, may be comparcd
in this way with total SPRUCE benefit costs during the period when scrvice is
being rendered by an outside agency. A proiect like SPRUCE shculd be
prepared and funded 1o han(ll(:\} problems as soon as possible instead of having

to wait {or outside agencies tQ get around to dealing with SPRUCE problems,
! .

FOLLOWUP PROCEDURE

To compare information on the employment history oi the Test groip with that
of the Control group a followup system consisting of the following steps was
developed:

--First mail request .

--Second mail request

--Telephone call

--Home visit

--Certified letter
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This followup procedure was applied to each Test and Control group
enrollee at three different times: 3 weeks, 13 weeks, and 26 weeks after an
enrollee's first failure to report to the SPRJUCE Office. The 3-week followup
was used only when the reason for his failure to report was unknown. The
13- and 26-week followups were made jor all enrollees.

Experience ‘showed that telephone calls, all of them by SPRUCE staff
were more productive if made after, rather than before, 5:00 p. m.

' Community Workers attached to the Community Employer Relations

Unit made the local home visits. Information was obtained, usually from
someone living on the premises or {rom neighbors. Although in some instances
such information was unusable, the home visits added substantially to the
number of usable replies and were considered to be worth the cffort.

The certified letter was not successful. It provided new addresses in
a few instances, but did not appreciably increase the number of replies,
even though an explanatory letter was included with the questionnaire.

A common complaint of respondents was that they had already supplied
the information requested. After explaining the reason for the additional
requests, most were cooperative. It appears that this confusion may be due
in part to the similarity in general appearance and content among the 3-week,
13-week, and 26-week questionnaires, This also indicates that instructions
concerning the reasons for, and importance of, answering these questionnaires
were not absorbed by these claimants when explained at timie of enrollment in
the Project.

e e L e e

identified by d1fferent colored paper w1th d1fferent formats, could be used to
differentiate them. A simple letter, explaining the number of questionnaires
to be sent, the color of each, and emphasizing the importance of the reply,
should accompany each 3-weck followup questionnaire. Thus, even though
enrollees may insist that they had previously provided the same information,
the explanation may be niore convincing if it is related to the letter and the
color of the questionnaire.
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To:

Re:

II.

UNEMPLOYMENT INSURANCE STAFF

OPERATIONAL PRCCEDURE FOR SPRUCE PROGRAM

Introduction

The purpose of SPRUCE, a Special Program of Rehabilitation for
Unemployment Compensation Exhaustees, is to enable the Federal-
State Unemployment Insurance_system to better cope with the needs of
insured workers who experience long-tern1 unemployment.

Many workers who have enough recent employment to qualify for
regular unemployment compensation have some inadequacy or problem
which hampers their reemployment to such an extent that they are still
unemployed and seeking work when they exhaust their unemployment
insurance (UI) henefits, The worker may very well need training, guidance,
relocation, relatively minor medical help, or other rehabilitative service
in order to prevent his becoming one of the long-term hard-core unemployed.

SPRUCE concentrates on this ''disadvantaged’ UI claimant
population to provide a full spectrum of employment security services
and spzacial services to meet their neads.

Definitions

This program will use standard definitioas applicable to the various
programs administered by the Division of Employmentl/' as well as the
following definitions applicable to this program.

A. Employability Classification. For evaluation and service purposes,

—— e e e i e e e = e

claimants are classified into one of six categories to indicate the
degree of employability and/or job readiness at time of enrollment.

17

The Division of Employment administered the Unemployment Insurance
and the Employment Service activities hefore May 8, 1972, when it was
consolidated into the general administrative structure of the State
Department of labor.
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G.

H.

Occapational Skill. An ability or acquired <onowlede, i lopad
through training and’/or expericnce, to perforn in a spociaisecd
occupation. "

Unskilled Tob Comnpotence. An ability or acquired knowledpe, denon-

strated through prior employment, to perfornm us conimoa laborer,
unskilled helper, or in other anskilled work.

Marketable Skill or Competence. An occupational skill or unskilled

job competence for which there is a demmand in the lTo.al labor narket,

Impadiment. A p-rsonal shortcoming or dafoct, not necessarily

physical, which limits or prohibits employability.

Job-ready. A persoa with a marketable skill ar competence but no
immediate job prospects, whose employment problem requires only
job-finding service: job-search assistance available fronm SPRIUICL's
Ul staff, job referral available from Ul or Eniployment Service (ES)
staff, job development and interarea clearance from FS staff, and/or

placement by ES staff.

with an impediment which is to be corrected hefore placenmient service
can be effective; such a parson's employment problen: reguires client
service by ES staff, ranging from regular, spacial or intensive
counseling to training, medical or other rehabilitation service and/or
relocation services as are made available throagh SPRUCE,

Reason for Becoming Unemployed. 1Is identified by the following

definitions for classifying types of unemployment by economic causes.

SEASONAL: Unemployment based on customary rcduction or cessation
of operations at certain times of year Lecausc of dependence
on climate, consurmer den.and, stvle change, otc,

IRREGULAR: Unemplovment based on the sporadic nature of demand
inherent in the production of certain goods, the per-
formance of certain services, or the availability of certain
contracts or materials; or on unforeseun events -- e.g.,
fire, delays in prior processing, etc. -- which interrupt

an otherwise regular production process; or on work-sha sing

arrangements,

{3/M
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CYCLICAL: Unemployment based on the contraction or slowdown of
the general economy affecting different industries in
turn, as triggered by tight money, inventory accumulations,
etc.

STRUCTURAL: Unemployment based on the shutdown of plants
caused by migration of indastry, or on a change in the
staffing pattern within an indastry, or on the size or
number of firms within an industry, as triggered by
credit and financial difficulties or by longrun charges
in demand for product, in mode of marketing, in use of
materials, in union influence, etc.

TECHNO'LOGICA 1.: Uneinployment based on a change in the tcechniques
of production, reducing the need for certain occupations,
skills, or talents.

FRICTIONAL;: Unemployment based on individual workers' and
employers' trial-and-error processes in finding the
right match of man and job: such unemployment may
ozcur upon a worker's entry or re-entry into the labor
force, or as a result of his dissatisfaction with working
conditions on the job, or upon his employer's decision
to replace him,

REDUCED EMPLOYABILITY: Unemployment based on impaired
productive value of the individual worker because of
physical condition, as triggered by aging, illness,
handicap, accident, pregnancy, etc., or because of
limited availability due to increased family and home
respoasibilities.

Special Rehabilitation Period. The l-yecar period beginning with the
first week in which an individual receives any SPRUCE rehabilitation
services or for which an allowance for standby is received, The
special rehabilitation period may be extended for a period not to
exceed 13 weeks if at the end of such l-year pecriod the individual

is in an edication course or in training.

(37)
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J. SPRUCE "rchabilitation allowance.’ Any cash payntent 1. a0
to an individual for a week:

-- in which he receives counseling o testing after his oximanstion,

or
-~ in which he is recciving any rehabilitation service mncluded 1
his rechabilitation plan, or for a week or standby titne, prosides

that the cash payment received is not a cash payrent under 1]1(

State or I'cderal law, or a caszh payment ander the NManpowe s
Developnient Training Act {except for a cash pavimient that
supplements a Manpower Development Training Ac! nDave o
such supplement is a SPRUCE rehabilitation allowanco),

K. Standby time. A period of up to th weeks when an individual 1s

awaiting availability of a scervice included in his rehabilitation plan,

and a period of up to 4 weeks of unemployment after the =ororc

included in his rehabilitation plan has been completed, provided shot

he is actively seeking employment.

.. Training Incentive Payment. A weekly incentive paynient o 520

be prov1ded in addition to other allowances paid to clain.ants enrolled

in occupational or educational training programs,

—_—— e 2 —_—

SPRUCE activity will be conducted by Ul and ES personnel traince in
concepts and procedures of SPRUCE.

A. SPRUCE claimants will be selected {rom among rcgular "] cluin

using specific criteria. All claimants (age 22-064)1L/ who reach

“he

IRER

their 13th week of unemployment beunefits, and do not have detinite

prospects of employment, will be selected as potentml CSERUCE
enrollees. These claimants will be accorded, when appronriate,
full services of the SPRUCE program -- intensive interviewing,

counseling, testing, and appropriate supportive rehabilitation scr

Claimants will be classified into two baﬂc Employahility Groups
as follows: -
—§Eg€i-a-i-5;6g;ams for youth up to 22 years and the aged now exist an/
should be used,

the

Ciees,

amro
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v,

g_g'gg_p_l_. Claimants who have marketable skills, but no
immediate job prospects will be required to register for

work with the Project's ES Unit for intensive job-development
assistance. The UI Claims Examiner may assist the Employ-
ment Unit in the formulation and followup of job-search plans,
but not in job development. Reinterviews will be scheduled
to evaluate job-finding efforts and to review the results of the
Job Search Plan.

Group II. Claimants with no marketable skills or with some
haﬁaicap which must be corrected to improve the claimant's
employahility will be referred to the Employment Service

Unit for intensive counseling, testing, and other appropriate

supportive SPRUCE rehabilitation services,

If in the course of working with Group I claimants, it is decided that
rehabilitation services are needed, claimants should be reclassified

to Group II. Similarly, if it is decided that a Group II enrollee

needs only placement assistance, he should be reclassified Group L.
Record dates and reasons for these changes in the claimants' records.
Training and education will be provided and funded under MDTA appro-
priations whenever possible. Other special rehabilitative services

will be provided, to the maximum extent possible, through the resources
and services of other local, State and Federal agencies (vocational
rehabilitation, welfare, public health, etc.), and the individual's
hospital and medical insurance, Pzyments for such assistance shall

be made from SPRUCE funds only to the extent that such other resources
and services are not available.

Operationl/

A. Selection of SPRUCE Claimants (See Flow Chart, Attachment A.)

l. From among the regular Ul recipients, identify all claimants
certifying to their 12th week of benefits and instruct them to

17

Procedure is based on assumption that SPRUCE program recipients will
be serviced in a designated '""SPRUCE'" area of local office by specially
trained SPRUCE staff.

(39)
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report to the designated SPRUCE area the following week,
Attach notice to cover of claimant's booklet (1.0 31¥%) with
written instructions to confirm oral notification.

2. When claimant rcports to SPRUCE the following weck (13th wenk
of certification):

a. Certify claimant to benelits (unless claits iscue has ariseni.
Stamip SPRUCE on same line as certification

b.  Determine whe'her claimant is to be screcened out of Project
by applying the following criteria:

-- Under 22 and o5 years and older.

-- Permanently deferred from regular job-search activity
by union affiliation.

-~ Obviously pregnant,
Note: If claimant is temporarily laid off, he is to be
considered to be screened in at this point for a preiiminary

interview,

c. If claimant i1s determined to be scrcened out, instruct hin
to report back to his regular line the following week.

d. If claimant is screened in:

-- Enter name and Social Security Number on list to be kep!
for future reference.

-- Remove Claims Card (LO-1) from Booklet.
-- Give claimant "Claimant Profile' form (SPR-1%,
Attachment B) and instruct him to return to SPRUCE, on

next regular reporting day with form completed.

e. Prepare '"Out Card' for all claimants screened in.

Q (40)
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., Request Insurance Record (LLC 339) from local Insurance
Office and exchange for Qut Card.

g. Place Claim Card (LLO-1) in Insurance Kecord (LO 339),—1—/
h. File Insurance Record in SPRUCE UI file.
3. When claimant reports to SPRUCE Section the second week:
a., Certify claimant to benefits (unless claims issue has arisen).
b. Conduct the Preliminary Interview as follows:

OUTLINL.: PRELIMINARY INTERVIEW

— . — — o - e e ot o At it o e et e s

Information Forms Needed

—— —— o e et

-- Claimant's Reporting Booklet (LO 318 - 1.O 318,2)

-- Insurance Record and contents {(LO 339)

- - "Claimant Profile'" form (SPR-1X)
Step #1

Review ''Claimant Profile'' questionnaire for completeness:

1. Make certain all questions on claimant's portion of form
are completed.

2, Complete question at bottom of form marked "For
Official Use Only. "

Step #2

Final screen-out. Through preliminary questioning and
observation of information on '"Claimant Profile' form

i/-- Purpo;é of retaining claims card is to insure that claimant returns to
SPRUCE the following week.

{41
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deternmiine whether claimant is to he screcnecd oat of
program by applving the Inllowing criteria:

-- Under 22 and n5 vears and older,

-- Permancently deferred from regular job-scarch aciivit,
by union affiliation,

-- Obviously pregnant,
-- Permancnt part-time worker,

-- Claimants for whon: recall to tornier vinplos o o0 s
(should be verified with employer),

Note: Exception to above criteria will be any of the above fexceyr
those screened out beciause they arce under 22 or €5 and olde vy why
has answered "'yes' to question 79 on Claimant Profile (SPIk-1x,
Attachment B), which asks "Do you feel that you need help in iindmny

a job? " Enroll him if necd for help is ¢stablisherl
If claimant is not enrolled:

1. Instruct claimant to return to regular insurance oftic.
next week,

2. Return Claims Card (LO-1) to claimant.

3. Return claimant's Insurance Record (LO 53+ to
insurance Office and destroy Out Card.

If claimant is enrolied:
1. Complete "Characteristics Form!' (SPR-2X, Attachment

C) making sure each block is completed with an answer,
Leave no blanks.—

-- Question 718 A & D and #19 A & B. Verify occupation with claimaut
and verify DOT code for accuracy.
-~ Question #20. Interpret reason for becoming unentployed fron: clair ant'
statement and emiployer's statement as shown in Insurance Record.
-- Question #21. Ob*ain answer from claimant. Interpretation of claimam
Q remarks and r2asons may be necessary.

(~2)
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2. Explain SPRUCE program to claimant,

3. Schedule claimant for an in-depth interview the following
week on or before regular reporting day. Give claimant
an appointment card with date, time, and name of
interviewer and staple to cover of Insurance Booklet..

Note: Allow 2 minimum of 70 minutes per interview, including
evaluztion and writeup. (Tell claimant to plan to spend at least
an hour in the office at time scheduled for this interview. )

4, Prepare record folder with contents. (ES 300,
Attachment D) Retain record folder in ES file and
return Insurance Record to SPRUCE insurance file.

"

5. Request Employment Service Record (ES 66) from
Employment Service Office in which claimant is
registered for work.

B. In-depth Interview

1., When Claimant reports for in-depth interview:

a. Certify claimant to benefits (unless claims issue has
arisen).

b. Complete in-depth interview per following outline:
2. Outline of In-depth Interview;

Purpose: To elicit and record pertinent information which
will clearly define problem areas and form the basis on

. which needed available SPRUCE services may be offered.
Tentative Time Schedule:
a. Review record prior to callihg claimant (approx. 5 min,).
b. Conduct interview per outline (approx. 45 min.).

c. Evaluation and writeup (approx. 25 min. ).

(43)
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Information Forms Needed:

- - Claimant's Bookiet (1.O 318 - LO 318.2)

-- Insurance Record (1.O 339)

-- Emiployment Record (ES nh)

-- Any other pertinent ES records such as counscling
interviews, referral and placement information,
rehabilitation efforts, etc., whkich niay be available in
Employment Service otfice,

-- Claimant Profile Form (SPR-1X) and characteristig
questionnairc (SPR-2X) which werc¢ completed at
preliminary interview,

-- Record folder (ES 300} and contents previously prepared,

Prior to calling claimant for interview, review all available
information including:

-- Work history
- - Occupation
-- Skills
- - Handicaps
-- Reason for unemployment
From available information, tentatively plan interview. At
this point no fixed or definite pattcern should be established.
Consider the most obvious clues to reason for claimant's
unemployment and work from there.

The interview:

Review and comiplete all existing forms,

1. Complete ES (6 if necessary.
t14)
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a. Review and expand details of work history such as:

-- Tasks performed (may include types of material
worked on)

-- Likes and dislikes
a -- Capabilities with respect to tasks and skills
-- Add hobbies, if any, and determine the degree of
skilis and possible application to job-oriented training.
{(Use form ES 300.3 il necessarv.)
-- Discuss education and, if appropriate, pursue possibil-
ity of additional education or vocational training.
(Use form ES 300.4 if necessary.)
2. Review claimant's employment history
{(Use form ES 300.1.)
a. If claimant has skills, list them:
-- Include years worked at each skill
-- Whether claimant enjoys or avoids cach skill

b. If claimant has no skills:

-=- Determine reason for lack of skills, coasidering age,
personal traits, background, education, etc,

Note: The answer to this question will be helpful in evaluating claimant's
needs and selecting possible services to be offered. '

c. Review and evaluate claimant's physical capabilities.

-- Record limitations imposed by handicaps.

(45)




UNEMDPLOYMENT INSURANCE MANUAL
SPRUCE PROGRAM Cage 12

d. Ask what claimant has done to look for war’' .
-- Where has he lonked?
-- Does he have a suitable Job Scarch Play
-- What problems has he encountered
3. Prepare preliminary diagnosis

a. Define and record claimant's praoblenm in finding suitabie
work,

-- Problem may Le stated by claimant,
- = Problem may be implicit in the intormation obtaine:d,
b, Evaluate and redcfine problem, if neccessary.
c. Determine appropriate action necded.
4. Assign appropriate employability classification,
The SPRUCE Claimant Characteristics Form (SPR-2X,
Attachment C) was completed at time of preliminary inter-
view. Question 26 requires that an employability classiii-
cation be assigned to each enrollee. There are two maior
employability groups, each of which is broken down into
three subgroups as follows:
a. Groupl. Job-ready, requiring placement scrvices only
IA. Marketable skill or competence, without impzxdiments.
IB. Marketable skill or competence, but with personal
impediment which is: not remediable, unrclated
to job performance and precluding any attempt at

upgrading, retraining, or skill coaversion.

IC. Skill or competence not in demand jozally, but
warranting statewide and out-ol-state clearance,

ERIC 0
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b. Group II. Not job-ready, requiring client service
pPrior to placement

ITA. Marketable skill or competence, bat with a personal
impediment to be corrected for employer
acceptance,

IIB. No marketable skill or con petence, but withoat
personal impediments to employability.

IIC. No marxetable skill or con'petence, but with
personal impediments to en:ployability.

Note: The classification IB refers to cases of client weakness in
which the choice between IB and IIA is the responsibility of the staff,
applying its professional judgnicit. The classification IC refers to
cases of market weakness in which the choice between IC and IiB
should rest with the client,

It should also be noted that the classification IB includes those
individuals with impediments that cannot be corrected, but which do
not preclude placement, Individuals classified IB shoald be given
more coasideration than just job referral, as they probably face
unique problems in their job search,

5. Selection of appropriate services will be in accordance with
the employability groap 1ssigned:

Group 1 Scrvices:
Job Referral: For the parson who has marketablie skills,
whose only problem is finding a job.

Job Search Plan: For claimant with marketable skills
who needs help in looking for work. The plar must be
geared to claimant's individual circumstances, be
related to his skills and the dernand for his skills within
the community. It must take into consideration his wage
needs and the prevailing wage in the community, It

may also include advice on appearance, and how to apply
for a job. (Sce Sect. VIII, Outline, Job Search Plan. )

(47)
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6.

Job Development: For the person with marketable
skills related to specific jobs for which the demand
within the community is limited and confined to spacific
ind ‘tries; and for those whose skills do not fully meect
job .quirements, but which could possibly be used if
minor job adjustments or allowances were imade by the
employer, '

Counseling: Performed by qualified counselors; may
cover all claimant's parsonal and job problems to
assist him in arriving at a suitable solution.

Education and Training: Includes State and Fedcral
prcgrams, individual contact with State-approved
schools and agencies, on-the-job training, etc.

Rehabilitation, Medical: Includes medical, surgical,
dental and psychological service and visual, hearing
or orthopedic aids for claimants who need such
assistance to improve their employability.

Rehabilitation, Other; Services nther than Education
and Training and Medical Rehabilitation to improve
claimant employability: for example, Remedial
Eduacation. :

Relocation: If a rehabilitation plan includes relocation,
a claimant may be moved within the State, provided -he
meets the prescribed eligibility requirements. -

Termination of interview

a,

If a definite plan of action can be decided upon at first
interview, set up plan with claimant and reschedaile
claimant as needed for evaluation of results.

If a job referral is indicated, mal.e it if poss'ible and
schedule claimant for followup.

~ (48)



UNEMPLOYMENT INSURANCE MANUAL

SPRUCE PROGRAM Page 15

c. If no special plan of action can be decided on at first
interview, reschedule claimant for continuation of
interview., Consultation and evaluation before the next

_—— interview may clarify the problem and result in a plan
of action, ' o

d. If claimant requires counseling, schedule him for
interview with ES counselor.

7. Writeup and evaluation:

a, Post action taken and next step on face of ES 300 record

folder.
b. Write up brief summary of interview (ES 300. 6)-1—/
including:

- - Attitude of claimant,
-- Reasons for willingness to participate in Program.
- Re.;a,sons for refusal of I'services offered.
-- Plan of action.
-- Services needed.
-- Further action planned,
c. Disposition of records

.-- Retain record folders (ES 300 series) needing further
evaluation or consultation.

-- Return completed record folders to file.

17 This should be done as soon after intcrview ac possible to assure

completeness and accuracy of recorded information.

{(49)
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- - Return all] Insurance Records ([.O 91 tn cercification
section.

- - Retain a record ol any followup required fjob referral,
spucial services, etc.) which must b completed
before next interview,

V. Preparation of Rehabilitation Plans

A, Training: If it is agreed between coanselor and enrallee that o training
plan is a possible solution to his problem, then:

1. Determine kind o! training.

v

Determine claimant's capability to absorb training and profit
by it:

a., Relate to his edacation.

b. Relate to his aptitudes (use GATB, if nececssary),
c. Relate $0 his p=rsonal goals.

d. Relate to hobbies, if any.

e. Relate to his physical condition.

3. Determine when and where training is available (institutions,
agencies and programs), —

4. Contact agency involved and, if feasible, arrange for interview
and agency evaluation of claimant.
I/—--I}Jclud?:?ﬂ/l—ﬁi‘;’.—,-approved schools, Division of Vocational Rehabilitation,

and all other agencies in community with ongoing training programs. If
established programs are available through other agencies, use them.
If not, arrange on an individual coatract basis. (Note: exploratory and
informational contacts shoald be made with these agencies and liaison
established before the start of a SPRUCE Program.)
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5. 1If acceptable, expzdite claimant's enrollment,

B. Rehabilitation, Medical: Medical services may be required prior to
employment to alleviate 2 handicap,

Determine the service needed, as indicated by work tistory, doctor's
statement, and claimant's statement. Many of these services are
available through the Division of Vocational Rehabilitation, Social
Services, etc. If not available at these agencies, arrange for visual, -
hearing or orthopzdic aids on an individual contract basis. (If time

is an important factor, and case loads in the sclected agency are heavy,
valuable time can be saved through individual coatracts. )

C. Rehabilitation, Other: Scrvices other than medical are classified in
this group: for example, Remedial Education, obtaining of Equivalency
Diploma, etc. (SPRUCE Funds are used to support claimants while
they are participating in these programs.) -

VI, _A_llowances and Other Pa'{mg_rlt_s_

— - — ——— — —— ey e ——— e — —

A. Training allowances will be payable to a qualified individual pursuing
an education or training course included in his Rehabilitation Plan.
The amount payable shall be equal to the last weekly UI benefit amount,

plus an incentive of $20,

B. Rehabilitation allowances will be payable to a gualified individual

-——— - —

who is not -eligible for u:employment compensation under State law
for any week:

--in which the individual is being counseled or tested as a part of
his Rehabilitation Plan;:

- -in which the individual is receiving any medical or rehabilitative
services as a part of his Rehabilitation Plan.

C. Standby payments will be payable for a period of up to 6 weeks to an
individual awaiting availability of a service or a specific job opening
and for a pariod ol up to 4 weeks of unemployment after the service
included in his Rehabilitation Plan has been completed, provided
the individaal is not eligible for unemploynient compensation daring
this period.

(51
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VII.

VIII.

D. Relocation allowances will be payvable when the determination has heen
made that relocation is the most appropriate way an individual can
be rehabilitated and for cach succeeding week up to and including
the week in which an individual starts to work at the relocation job,
the whole no! to exceed 10 weeks.

For payment procedures, refer to SPRUCL procedure titled "Guidelines
for Payment of Allowances Under SPRUCE Progran:'. (Attachment
E).
é
I'er eligibility requirement for SPRUCE payments refer to ""Regulations
of the Secretary of Labor Implementing the E and ID SPRUCE Project
(Attachment ),

Claims Issues

All claims issues are to adjudicated in conformance with Ul Law,
Regulations and Interpretations. The oaly cxceptions are those issucs
involving Refusal of Job Offer or Refusal of Referral, The adjudication
of refusal issues arising in this Program is to be tempered to the extent
of exploring thoroughly the expressed reasoas for refusal because they
may indicate a problem to which special SPRUCE Services should be
applied.

Outline of Job Search Plan

A, E‘urgogg_

The Job Search Plan in the SPRUCE project is intended to provide
job-search guidance and assistance to those UI beneficiaries who are
occupationally set, are not in need of special employability services,
and have the capicity to make direct employment contacts with
prospective employers without the intervention or assistance of ES
staff. Generally, such claimants are either those who, because of
brief local residence, lack sufficient knowledge of the area and its
employment opportunities and long-term émployment with a single
employer, or those who need assistance in organizing their job-scarch
efforts,

{52}
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The Job Search Plan is intended to improve the efficacy of the
claimant's job-search efforts. It does not entail job-development .
contacts with prospective employers.

B. Responsible Staff
Employment Service Interviewers and Unemployment Insurance Claims
Examiners assigned toc the Project may develop Job Search Plauns
with the claimants and conduct subsequent followup interviews to
review the adequacy of the plans and the claimants' efforts to carry
them out. The counselors may also, in the course of counseling,
develop Job Search Plans.

C. Job Search Plan Prepartion

——

A Job Search Plan is prepared with the claimant, providing him with
needed employment information and suggestions on how to find a
suitable job.

Initially, the claimant's occupational interests, qualifications.
wage requirements, and feasible work locations are identified.
If a claimant wishes or accepts advice to extend his job-search
efforts to occupations other than those for which he is directly
qualified by training and expzarience, he should be assisted in this,

Preparation of the Job Search Plan, based on the needs of the
individual claimant, includes any or all of the fellowing information:

1. Identification and location of industries utili=ing the selectaed
or similar occupations.

2. Names and locations of individual firms known to utilize these
occupations. Any general knowledge about specific employers.

3. Public transportation costs and routes from the claimant's home
to the arcas of potential employment.

4. Wages usually paid to newly-hired workers in the occupatians.
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5. Information on mode of dress, manner in approaching o nloye
and appropriate time of day for applying for work

6.  Information needed to complete en.ployntent application.  Suoost
to claimant that he preparc a written sammary of his eiployient
history starting with last job {irst, names and adriresses of

his character references (whose permission to 1se their naores
he has pieviously sccured), his educatien -- schonls, caarses,
and dates completed  Fron: this summary, he can save tin e g

completing his application and leave an impression of cul:.petence
with the prospective employer,

7. Names and addresses of unions commonly representine worite rs
in the industries or occupations.

8. General information required by employers, such as residency or
citizenship {(especially by Civil Service and ceriain defense
industries), medical uxamination, and shift availability.

9. Names and a«ddrcesses of professional, technical or othor sozietics
and agencics that render employment-locating services in
specialized occupations,

A plan agreed upon is suummarized in writing and a copy provided to
the claimant.

—— e e et e . e . et i

Materials used are currently limited to partinent Dendartment-produced
labor-market reports, occupational demand lists, occupational guides,
newspapers, transportation maps, union directories, and other iocal
materials as they hecome availabhle,

Reliance is also placed on job information assimilated by the staff
in its daily contacts with other claimants, employers, and unions.

E. Followgg

——— et e

Followup interviews are held with claimants at l- to 4-week intcrvals,
depending on individual plans and workloads.

ERIC
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The purpose of the followup interview is:

l. To determine the adequacy of the Plan as measured by the
results of the claimant's efforts.

2. To determine the adequacy of the claimant's efforts in carrying-
out the Plan,

3. To provide any newly available information to the claimant.
4. To revise the Plan as may be required.

5. To reassess claimant's need for employ;bil-ity services or
specific job-development assistance by:ES staff.. .

The Job Search Plan and subsequent followup interviews are intended
tc be of positive assistance in expediting the claimant's return to
suitable employmen:t. However, Claims staff cannot ignore persistent
“7 lack of genuine job-search efforts, undue restrictions, or job
- refusals which may become known. When such circumstances arise,
’ action appropriate under the Unemployment Insurance law is taken.

IX, Staff Duty Statements

Project Director (SPRUCE)

1., Has primary responsibility for accomplishment of SPRUCE project
objectives, under the immediate supervision of the Employment
Security Superintendent in charge of Unemployment Insurance
Operations and the general supervision of the Area Director.

2., Provides supervision for full staff assigned to SPRUCE project.

3. 1Is responsible for planning, implementing, and establishing proccdures
to accomplish SPRUCTE objectives.

4. Assures coordination oi Project activities with all appropriate units
within the Department and with other agencies to provide maximum
rehabilitation, training, and other services under existing programs,
and arranges to purchase or coatract tor services not otherwise
available.

(55)




UNEMPLOYMENT INSURANCE MANUAL

SPRUCE PROGRANM Page 22
5. Arranges work assignments.,
6. Prepares or supervises preparation of progress reports.

Senior Claims Examiner (SPRUCE)

I. Supervises regular Ul functions, including certification and claims,
2. TPrepares Ul and other reports which may be required.

3. Reviaws work of Ul staff to insure that it stays within the framework
of the SPRUCE program concept.

4. Supervisces preparation of Job Search Plans and followups by Claims
staff.

5. Prepares necessary forms for approval and enrollment of claimants
into training.

6. Supervises preparation of pay orders for training, transportation,
and incentive allowances.

——— e —— e — e e ———

1. Supervises counselors and employment interviewers in providing
special services to SPRUCE enrollees.

2. Reviews and evaluates the work of the interviewing and counseling
staff to determine adequacy and appropriateness of services rendered
and to detect and correct possible "'stylizing'" of solutions -- that is,
solutions according to a set formula, instead of by the characteristics
of each individual claimant, which are unigue in one way or another,

3. Consults with staff members and conducts case conferences to assist
staff with. difficult problems.

4, Supervises retrieval of records from ES offices.
5. Maintains liaison with outside agencies to insure cooperation and

services. Makes specific contractual or other arrangements for
provision of medical or other rehabilitative service.

(56)
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6. Maintains liaison with the ES offices to assure availability of job
orders and adequate labor-market information.

7. Prepares periodic reports as required,

Employment Counselor (SPRUCE)

General: Provides complete employment counseling service to claimants
who need help in finding work or in realizing their highest occupational
potentials,

1. Interviews claimants to determine need for counseling, evaluates
all information and obtains additional information if needed (medical
records, references, etc.).

2. Helps claimant to identify and understand his problem and how it
relates to employment.

3. Anaiyzes and evaluates all information obtained and plans subsequent
interview, including post-test interview when required.

4, Assists claimant to evaluate his assets and relate them to occupational
goals.

a. Utilizes appropriate tests to aid in identifying and evaluating
claimant's assets.

5. Assists claimant in formulating a sound vocational plan and takes
action agreed apon.

a. Does job development as required.
b. Adjusts original plan, if inappropriate.

6. Determines and sets up training and/or educational plans as necded.
Uses existing programs or, if none exist, arranges for them under

SPRUCE program, subject to approval of supervisors of such programs
and SFRUCE program director.
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10.

Contacts appropriate agencies, such as DVR, that provide required
rehabilitation services and arranges for services needed. When
required, services mayv be contracted subject to the approval of
the supervisors of such programs and SPRUCE program director.

Records al_l information and actions taken, with reasons for and
results obtained in order to better assist claimants and to insure

completeness of records.

Follows up closely on reemployment of claimants te determine
suitability of jobs obtained relative to original plan of action.

Prepares daily, weekly and monthly reports as required.

_};r_rlgl_oyﬂ_t_ant Interviewer (SPRUCE)

1.

Interviews claimants to obtain, record, and evaluate information
regarding: skills, knowledge, abilities, physical characteristics,
aptitudes, personal traits and interests: includes any and all data
that may be pertinent in any way to classification, referral, and
placement and/or useful in evaluating the SPRUCE program.

At outset of Program and as required, conducts in-depth interviews
designed to gather information necessary to diagnose and scrvice the

claimant's needs.

Relates information obtained to services required, such as referral,
job-search plan, job development, and referral to a coanselor.

Refers claimant for rehabilitation assistance, if impairment is
minor -- for example, eyeglasses needed to pass a physical.

Cooperates fully with claims examiner in developing and improving
job-search plans to obtain best results in shortest possible time.

Carefully reviews results of referral to determine whether action
taken was.the best that could be taken.

(58)
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10.

Records all information and actions taken with reasons for results
obtained in order to better assist claimants and to insure completeness
of records. .

Follows up closely on reemployment of applicant to determine
suitability of job obtained relative to original plan of action.

Prepares, maintains, and keeps up to date a complete individual
file of contacts and services rendered.

Prepares daily, weekly and monthly reports as required.

Claims Examiner (SPRUCE)

Those duties performed by Claims Examiners generally.
Preliminary interviewing of SPRUCE e¢nrollees.
Preparing, following up, and revising iob-search plans.
Referring qualified claimants on open job orders.

»
Normal _'_D_uties of Claims Examiner

— e v — — e e o P —— i . e s e At e e

a. Adjudicates claims issues that may arise while claimant is
enrolled in SPRUCE program,

b, Conducts periodic interviews with claimants as required.

c. Processes overpayments that may occur during claimant's
enrollment in SPRUCE project.

Preliminary Interviews

a. Coaducts preliminary interviews as described in Outline of
Preliminary Interview.

(591
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- e o - e ==

If the claimant’'s probien is how and/or where to look for work, the
claims examiner develops a job search plan with hin', as described

search plan revision.

4. Referral to Open Jobh Orders

The claims examincer may contact ES offices and/or Job Ilank
facilities to determiine existing job openings in which job reguirenents
match the claimant's abilities: he may refer the claimant to those
johs.

5. DPrepares, msintains, and keeps up ‘o date a complete individual
file of contacts and services rendered each claimant.

6. Prepares daily, weekly and monthly reports, as required.

NOTE: The pu;;;ose of having the claims examiner participate in job referrals
and the preparation, followup and revision of job-search plans is not
to assume Employment Service activities or responsibilities, but
is in accord with the SPRUCE concept of giving the claims examiner
an opportunity to provide emiployment assistance to Ul claimants.

(60)




Attachment A

CLATMANT FLOW CHART

Local Insurance Office

Refer Designated Claimants
to SPRUCE Office

l |

_ SPRUCE|Office
Certify Claimants Referred
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Screen Out
PR — —
“Screen In

All Who Meet Criteria

Issue Profile Form SPRX-1
Schedule Preliminary Interview
List Names and S.S. #'s

|

PreliminnryLInteggjew

R 4

Screen Out

A1l Who Do Not Meet Criteri
! ;
. Return to Local Office

___“_’__,,J'../ e e
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“Te %1fy Claimants to Benefits I

- A Final Screen Out e
Complete Characterlstlcs Form !
Schedule for In-Tepth Interview

'Return to Local Office
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61

‘Employablllty Group 11

‘..,_____ e e s e

__;iRehabllltation Services

Counseling

lEducation & Training |
Rehabilitation, Medical
Rehabilitation, Other
Relocation

| Other .ES Services

VaiE et

AT et Nl



Attachment B
NEW YORK STATE DEPARTMENT OF LABOK

T Division of Employment
200 Franklin Street
Buffalo. New York 14202

CLAIMANT PROFILE - L.O. 71 and L.O. 72

s

TOCLAIMANT. Please answer the questions an this 1ormn and bimg 1t with von on veer neyt rovaiming date
Room 201 - 2nd Floor.

1. Nane Disre
2. Socwal Security Account Number

A:L Ave clast huthday Mde ] Fenade {1

4. D-ovee hive adetinite job to return to” Yes [ No {7) It ves wlien

Buck to last emplover [ Promsed other wos s ]

A |

O an

€ Nuawe ot Cosiocnplovel

Yoot time i hus employ

-1

{'rien @ omher? Yes[J No{J Union

NertE

'

o Leapth oo time unemplgved”? weeks,

rm

9 D¢ ven i) that vou need help in finding a job» Yes[] No B

10, oo oswered by female claimant only:

d vou get married during the past vear? Yes 7] No [

. Are vou pregnant? Yes [J No [J

This Space For Official Use Only

Certiiyviug 1o week of - Code
Cerufication no. .. Have weeks of certification heen continuous? Yes[} wn []
P.D. marked on L.O. 3182 Yes [ No [J
1 kaoiled ] Not enrolled
i ] Retorrahle : O Age L i a0 hed
{3 Needs job assistance ] Emplover-attached 3 vl

Baplanation -- 1f necessary: . ... ..

O

ERIC

SPR-1X (3-70) 62 Interviewes ate



Attachment C
SPRUCE CLAIMANT CHARACTERISTICS

——— —

— — —  ——  — — —————
1. Name: l.ast ' irst Middle la. Soc. Sec. Acct. No.

( “Address: 2a. Phone No.

T
i
t
I
|
|
[

Tl 3a. Phone No.
t

3. Also May be Reached at er Through:

t

4. Age 5. Sex 6. Physical Hdcp.[7. Vet. Status | 8. Highest School Grade |9. Merital Status
(last Btrfhday) 1 Male 1 Yes 1 Vet. Completed 1 Single 3 Widow/widower
2 Female 2 No 2 Non-Vet. 2 Married 4 Div./Leg. Sep.
10. Head of Family or |11. Primary Wage |12. No. of 13. Estimated Average tiourly {14, Yrs. of Gainful Employment
Head of Household |  Earner Dependents Ecrnings on last fulitime 1
, 0 4 job Under 1 yeor
1 Yes 1 Yes 1 5 2 1-2 years
2 No 2 No y) 6 $ per hour 3 3-9 years
: 3 7 & over 4 10 years & over
15. Weeks Unemployed 16. Public Assistance 17. Income: Calendar year 1969
Lost 12 " Recipient in Family A. Claimant's estimated eornings $
as months 1 Yes B. Estimated total family income $
Current Spell 2 No C. Number in Family -
18. Ind. Code : 18a. Primary Occupation Title _ 118b. DOT Code
3 ;
. | ) . —
19.Ind. Code | T9a. Last Full Time Job Title | T95. DOT Code
| L | ,
i I - 4
i . Reason for Becoming Unemployed | 21. Barriers tc Reemployment (primory barrier circled; secondary underlined if important)
! Seu-so_nal 3 Te‘chfioiogical 01 None - 06 Obsoclete Skill 11 Care of other Family Member
2 Irregt.ilal' 6 Frictional 02 Too Old or Too Young 07 Health 12 Conviction Record .
3 Cyclical 7 Re Lr,:;ldoyabiiiiy 03 Lack of Education 08 Personal 13 Garnishment
4 Structoral 04 Lack of Skill Trainirg 09 Transportation 14 Other (Specify under Remaris)
: 05 Lock of Experience 10 Child Care .
22. Population Group s Ig.Y.E. 24. Family Below 25. H.R.D. Classification 126 Employability :
. . . Date Poverty Level 1 Yes-PA (ltem 16) Joh Ready Not Job Read
1 White (exc. Puerto Ricon) a Y e s tem ‘ y
2 Negro (exc. Puerto Rican) {per 17 B-C). 2 Yes-Poverty (24) & Age (4) 1 1A 4 TIA
. 1Y 3 Yes-Poverty {24) & Handicap (8)
2 Puerto Rican 1 es . 2 1B 5 IIB
. . 4 Yes-Poverty (24) & Education {8)
4 An}erlcan Indian 2 Ne 5 Yes-Poverty 524{ & Pop. Gp. (22)i 3 IC 6 1IC
5 Oriental . 6 Yes-Poverty (24) & Combination
6 Other 7 Yes-Specicl 8 No

27. Remarks: (in re ltem 21/14; or refusal of SPRUCE service; or other detail) .........c.o..voovvevoinne e et e

interviewer . Date

N.Y.-Dept. of Labor-D.E.
63
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SPRUCE

~ JOB-SEARCH PLAN

{ .
: Date S
Interviewer
NAME . - S, S, #

What has client done to look for work prior to Job Seerch Plan?

i g
' -
What is clients problem?
Evaluation
65

SamR 300, 1X-2



NAME

OCCUPATIONAL GOAL:

Instructigns to Client:

SPRUCE

_EMPLOYER
Name — .
Address

Phone #
Name - :
Qddress ;

Phone # e
Name s

Address

Phone # _
Name .
Address

Phone #

Interviewer

JOB-SEARCH PLAN . Number
~Date e
Interviewer
5.8, #
(Dot )
- (Vol)
Page # (111)
CONTACTS p
Date By Woom? __ How?  What Happened? __ . L
_ Claimsnt Phone -
L/ L/ x | .
Interviewer Vigit F
, L/ e _—
Claimant Phone
L/ L/
Interviewer Visit

Phone

Q

Vigit
Phone

on

Vigit
/7

Name
Address

Phone # ... .. ..
Name
Address

Phone #. .
ﬁﬂmi,.' —— ..
Address —_

'Claiménth nmfﬂéée - e S
o e, Q
Interviewer Vigit
LS LS .
Claimant =~  Phgnpe
L/ L/ o
Interviewer Vigit :
! U et re e = e L
Claimsnt Phone ] . o

C_ L/

Interviewer-

L/

L/

Vigit

z_’/

fad
o

e s e
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N.Y.-Dept. of Labor.D.E.

Client

Counselor

DATE: VOCATIONAL PROBLEM. (The problem as the counselee sees it, his reason for coming to the agency aud the problem

areas the counselor sees must be resolved.)

PERSONAL TRAITS: (Personal characteristics, attitudes, values, motivatinn.)

L3

PHYSICAL CAPACITIES:

PROBLEM. PERSONAL TRAITS AND PHYSICAL CAPACITIES , ES 3. (1-70)




EFC, 0 LR

DATE: SOCIAL AND ECONOMIC FACTORS AND FAMILY RELATIONSHIPS:

.4

|
LEISURE TIME ACTIVITIES AND LJTERYESIS:
L
EDUCATION AND TRAINING: .
; - _ . v 1
Q _ ‘... SOCIAL, ECONOMIC AND FAMILY, LEISURE TIMZ AND INTEREST. EDUCATION & TRAINING s 300, 2 (62, ;f
ERIC- -~ | 8




N.Y.-DeP!. of Labor .

DATE: WORK EXPERIENCE: .

1
_ TEST INTERPRETATION:
- -

— =

VOCATIONAL EVALUATION:

VOCATIONAL PLAN:

l',
WORK ' XPERIENCE. TEST INTERPRETATION. VOCATIONAL EVALUATION, & PLAN 'S 30317 12
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N.Y.-Oept. of Labor

CONT INUING INTERVIEWS: (Aduitis.al data, contacts with counselee or agencywrégardin'g vocational development
or plan.)

DATE: (Su‘mmari’z'e and evaluate) “‘z
. By 3

—
- -
'
A
< EJ
—

™~

CONTINUING INTERVIEWS €8 %0.407-72

.
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-N.Y.«Depf. of Laber-D. E.

FOLLOW-UP:
(State what occurred, evaluate, and make recommendations. if any.)

DATE:

L ‘- N
CASE CLOSURE: {Reason and Datn.)
i

FOLLOW-UP ANDCI - %5URE OF CASE 71 b JU_ 70




Attachment E : T70~6
NEW YORK STATE DEPARTMENT OF LAEQOP.

Division of Imployrent
Unemployvment Insurance Bureau

TO: : DATE: April 8, 1970
FROM: Harold Kasper _ : RE: Guidelines for Payment of Re~

habilitation Allowances Under
SPRUCE Program

I. General

A, Special Program of Rehabilitation for Unemployment Compensation Lxhaustees

1. Many individuals who have enough recent coverage to qualify for
unemployment campensation have same inadecuacy or problem which harmers
their reemployment to such an extent that thev are still without Jjobs
when they exhaust their unemplovment insurance benefits. These
individuals may need special assistance in the wav of training,
guidance, relocation, minor medical aid or other rehabilitative services
in order to get and hold jebs. SPRUCE (Special Program of Rehabilitation
fcr Unemplovment Compensation Lxhaustees) is a program that would cone

centrate on serving these potential exhaustees and exhaustees and make
available to them the needed services,

B. Definitions of Spscial SPRUCE Iterms

1, Exhaustion means that a claimant has received all weekly unemployment
insurance benefits (104 effective days) to which he was entitled under
State or Federal law or his benefit year has exnired.

2. Special rehabilitaticn pericd neans a one year period beginning with
the first week in which an individual receives any SPRUCT rchabili-
tation service, or for which an allowance for stand-by-time is
received, This one year period may he extended for a. pericd not to
exceed 13 weeks if at the end of the one vear meriod the indivicdual
is in an education course or in training,

3. Stand by time means a pericd of up to 6 weeks while an individual is
awaiting availability of a service included in his rehabilitation
plan and a period of up to 4 weeks of unemplovment alter the service
included in hiS rehabilitation plan has been completed.

o

C. Demonstration Project

1, To determmine the type of services that are effective in getting long

' term unemploved individuals back to work a demonstration project will
be conducted in Buffalo, M.Y., Under this project "I claimants vho
file for their 13th weekly pavrent wil. be screened to segregate those
claimants:

a. who are younger than 22 vears of age or who are 65 years o'r older.
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"h. who have rarke+table skills., U.I. staff will work Vl't]" these
claimants tc dcvelor a job search rlan

4

c. who have no martetable skills or who have handicaps which must be
corrected to irprove their employabilitvy. These claimants meet
the SPPUCL criteria and will be divided into two categories; a
Control srour and a Test FXOUr. The control group will be afforded
the normal local offlce services; the test group will he afforded
the speical rehabilitation services available under the SPPUCE
prograr., Data for botn rrouns will he .cormriled so that the short
and lonf term effects of srecial services in reducing lone term
unemplovment can be reasurec and evaluated,

De Funds for Pavrerit of SPRUCE Allowances

Federal funds will te allocated to the State for the payment of SPPUCT allcw-
ances and services allovances. For administrative convenience allcvance raiv-
ments will be made out of the Occupation Training Accovnt. The IA u0E.3,
Occupation Traininga Check, will be used to pay SPRUCY allowances.

‘e Rehabilitation Flan /_}_

1. A rehabilitation rlan will-be develored for each individual elinmible
for rehabilitaticn assistance. The rehabilitation nlan mav include
- one or more of tne following rehakilitation services:

a, Education and training 7 B
b. On=the-ich trainins
c. ledical aid - , \\]

‘d., Relocation

" F. Fehabilitation Allowances

1. A rehabilitation allowance equal to the arcunt of the individual's
last veeklv U,I, mav be paid to the individual if he is not ~iigible fao
U, I. benefits /2 for anv week in which:

a. The indivicual is being counseled or tested under the SPRUCE
~ program, '

b. The indivicdual is receiving a rehahilitation service (other than on

the job training, education or training) or for a week of "stand by
’ tineo" ‘ .

" process reg*ular* unemployment insurance cor pensatlon claims.

'I'h(; initial rehabilitation plan may Le revised to include additional re‘xa‘ i-
litation services. :
Ter tliose claimants waiting for or receiving SPRUCE services cther than
training who are entitled to unemployment insurance henefits (their wecily
claims are not expired or oxhausted) the local office will co-x‘rmuo tc

e
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cs A determination is made that relocation is the most appropriate wav
an individual can be rehabilitated and for each succeeding week up
to and including the week in which the individual starts to work
{ at the relocation job, but in no event for more than 10 weeks,

2, A rehabilitation alicwance equal to the arount of the individuals last
weekly U.I, plus a $20 incentive amount may be paid to the individual
vho is pursuing education or training course included in his rehabilitation
plan,

a.” If the individual qualifies under {DTA the rehabilitation allowrance
will be th=2 amount of the MDTA training allorrance or the amount of
the individuals last ireekly U.I, plus a $20 incentive amount which-
ever is higher,

G. Rehabilitation Allowances - Maximum \eeks Pavable

A rehabilitation allowance may be raid to a qualified individual for 52
weeks, If an individual is in trainine in his: 52nd week the number of
veeks may be increased hy the number of weeks needed to complete his
training or bv 13 teeks vhichever is the lesser. -

‘H. SPRUCE Transportation and Subsistence Allowances

1., Transportation Allowances /1

An individual referred to education or training, or as an outpatient:to
a medical or other rehabilitation service as nart of his rehabilitation
plan may be paid suppleJ ental allaorance tc cover his transnortation
expense.

a, For daily comuting the amount of the transportation allowance will
be an amount equal to the cost of the least expensive meazas of
available tr'aneportatlon.

b. For travel from the individual's home to a training facilitv,
medical or other center located outside the cormmuting area of the
individual's hore the transportation allosance will be an amount
egual to the least expensive rmeans cf available public +r*anspor*‘t:a‘c;on.
T™e amount of this transrortation allaance may not exceed $.10 per
mile. :

) /1 The transportation allowance is not payable if transrortation is arranged for the
( individual and paid for by the Etate Agercy; or where the indjvidual is recelvn.ng

such payment as under qnother }"e\deral law or progran, -

EMC ' . (75)
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2y Subsistence Allowances /1

a. An individual who is receiving a renabilatation service (educaticn, R
training, medical aid, etc.,) at a facility outside the commuting il
area of his home residence may receive a supplemental subsistence
allowance to cover tie cost of nis separate maintenance. T sub-
sistence allowance will be paid at tne rate of $5 per day.

(1) ‘hen the training facility furnishes or makes lodgings and
meals available to trainees at a rate of $4 or less a day,
the subsistence allowance shall not exceed the amount charged
for those accormodations plus an allowance of $1 per day for
incidentals o when an individual is receiving medical rehabil-
itation services, under this program, a subsistence allowance
will not be paid where the facility rendering the rehacilitation
service provides accommodations at the facility for the indivi-
" dual, v . .

L4

I. SPRUCE Expiration Codes

1. The SPRUCE expiration code will be "935",  For a second ledger the expir-

~ ation code will be "985", for a third ledger "975", -for a fourth ledger
"gs5", and etc. '

2. If the SPRUCE enrollee is put in an !TA training course the regular ‘DTA
Expiration Code "982" will be the expiration code,. For a second led,er
the expiration code will be 972, for a third ledger 962, and etc.

J. SPRUCE Account Numbers . o -}

-

1. "9987" number series (9987xxx) will be reserved for SPRUCE Acccnts.

2. If the SPRUCE enrollee is put in an MDTA training course the regular :DTA
account numbers would be used to control the training allowance payments.

_/_l “The subsilstence allowance 1s not payable 1f the J.ndlt)ldual 1s recelving Suci an
expense payrent for the same period under any other -Federal law or progranm.

. | e




K. SPRUCE Allowance Rates

1. Stand by Time and Services Other than Training _

a.. If a SPRUCE enrollee is not in tr'alm.ng, and is undergomg counseling
testing, rehabilitation services or is waiting for a service (stand
by time) he will be paid a SPRUCE Services Allowance at an amount equal
to his former U. I. rate.

2. nTrdJ.m.nE /1

a.’ If tne SI’I\UCE enrollee is in training, the amount of the SPRUCL
' tra;uu.ng allowance will depend on whether or riot e can meet the
qualifications for the !DTA training allowance.

(1) If the enrollee can not meet the r‘equlrements for the IDIA
tralnlng allowance the amount of nis SPRUCL training allowance
is equal to the sum of nis former U.I. plus an incentive of $20.

(2) If the enrollee can meet ‘the requirements for the MIA training
allowance the amount of the SPRUCL training allowance will re-
sult from two determinations. The two doterminations will be
made as follows: :

(a) One = The amount of tnhe iLTA training allovance that the
enrollee would be entitled tc LY he were in an IUTA
project. )

(b) o = A training allowance which is equal to tue sum of his
former UoI. plus an incentive of $2uU.

b, - If the amount.in item a, (2), (a), above is equal or nigher than tne
- amount in item a, (2) (b) tne enrollee will be paid a training allow=— —
W ance equal to the amount of the (DTA training allowance,

ce If the amount in item d, (2) (b) above is nigher than tie amount in
R . item a, (2) (a) the enrollee will be paid a training allowance wmcn
is equal to the sunm of his former U.I. DlU. 57 520,

3. ;r«unmg’ In HMTA Course

A l"xc amount of the training allowance for tno SPRUCE enrollee J.n tae (DTA
course wz.ll be determined as described in J.tpn Z, above,

D 1f tnc VDTA tpa:.nmg a.Lla»._'ance is equal or higaer, the enrollee will be
‘paid as an !DTA trainee. This allowance will be processed in Local
Office and in Central Office as an {DTA claim. /2

-’

7] Treining allowance payments to the SPRUCL enrollee lrrespective of whether or not the
enrollee is in {TA will generally follow iLTA regpulations. _
- /2 This claim for the SFRUCE enrollee entitled to an IWUIA training allowance equal or m.gher
than the sum of the enrollee's former U, 1}“ plus $20 will be tr nUlSIﬂlttU.l in a repular

HUTA batcn mtn cla.'LmS for other MUFA treu.neeg.

o - , S am
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(1) For tais trainee tne regular iiDTA forms will be used.

(2) These payrments will count only as ilUiA pavments. T g
" c. If the U.I. plus {20 is nigher the enrollee will be paid this amourt

as a SPRUCL - {DTA training allowance.

@D For this trainee, for first payments tae forms i , Do

I 9bJ.2, 0T 95J.3, SPR 336.7 and SPR 452.1x vu.il be u_,m'. Co
gu.)quue')t Dayents tnc. form IA Wlt.d overprinted with 5ivUCH
identification will be used.

(2) .Central office during its pmcessm'* will split eaca trainii:
payment ‘into two portions. A portion equal to the ruli exuc:.t
of tne.lwWIA trainin ; allowance will be cnarged to a particu.ar

DTA accounts The excess or remaining portion will be charped -
to a SPRUCL Title 1 account. .

d. If thne enrollee can not reet the r‘eqm.re ents for the L/ trainini;
alloJance he will be paid a SPRUCL 'tr‘dlnl“lf’ allowance equal to tie
sunm of nis former Usi. plus 520, e

(1) Yor thais trainee first and subsequent payments Will De pPRCCshedG
on the sare forn_, as listed in itew‘c (1) avove. Claii. payrent
docurments will be mcludcd in same batcnes with the docunments iwr
trainees in iteil ¢ avove.

(2) Central Office during its processing will cnarge full amoun® o
tnis allorance to a Sz‘,{’uCL‘ Title 1 account. '

4, Training In SPRUCL Course

lraining projects entirely financed from SPRUCL funds will be set up to
reet the needs of SYRUCL enrollees, Such projects will be identified by

two digit 'SPRUCE (-1 numbers. SPRUCE identification nwswers will ranse
from 59 through Jd. /1 :

. : ; » T

Tne forms used for First and subseyuent payments for tais trainec will bo
* the same as for trainee in item 3, ¢, (1), avove, Claim payment documents
will pe transmitted in batches under transmittals (LO tue) noted "SrrUCh".

. " a.. Tne amount of the training allowance for tile SPRUCE enrollee in tne
.SPRUCE pr'oject will be determined as descrived in item 2, above.

be If the DTA training allowance is equal or nigher the enrolles will e

- paid this amounc as nis SPRUCE training, allowance rate. -

P

‘-*These numbers will-be . the sth ane otn digits T the .:muCL. accouNt NMDEYs €. fe
99875bz{, ‘JJ8756X, ete.

ERIC | e
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(1) Central Office during its processing will charge the full amount
of this training allovance to a SPRUCE title IT account.

ce If the UI plus $20 is higher the enrclilee will be paid this amount as
- a SPRUCE training allowance.

(1) Central Office during its processing will split each training pay-
ment into two portions. A portion equal to the full extent of the
VDTA training allowance amount will be chargred to a SPRUCE title
II account, The excess or remaining. portion will be charged to a
SPRUCE title I account.

de If the enrollee can not méet the requirements for I|IDTA training he will
be paid a SPRJCE tra_mlng allowance equal to the sum of his former UI
plus $20.

(1) Central Office during its processing will charge the full amount of
-this treining allowance to a SPRUCE title I eccount.

-Training In Otner Courses = SPRUCE Single Referrals

" To enable the SPRUCE enrol lee to take advantage of the widest range of

training the enrollee will be referred to training other than those de-
scribed in item 3 and 4, above, on a SPRUCE Single Referral basis, This
would include training under the State Training Program (STP) and approved
trainingr in available vocational.schoéls. __

The for'ms used for first and subsequent payments to the SPRUCE Single Re-
ferral trainee will be the same as for trainee in item 3, c, (1) above claim
payment documents will be included in same batcnes with the documents for
for trainee in item 4 above. :

a. Tnhe amount of the training allowance for the SPRUCE Single Referral
t‘r*a:.nee will be determ.ned as described in item 2, above.

b. If the MDTA allowance is equal or higher the enrollee will be paid "~
this amount as hiis SPRUCE training allowanoe rate.

(1) Lentral Offlce during its processmg will charge the full amount
of this training allowance to a SPRU(,L Single Referral title II
account. :

ce If the UI plus $20 is higher the enrollee w:.ll be paid this amount as
his SPRUCE trammg allowance, !
(1) Central Offlce during its proce.,ain'g' will split each training pay-
ment into two portions. A portion equal to the full extent of the
!DTA allowance will be charged to a SPRUCE Single Refertal title
II account, The excess.or remaining portion will be charged to a
.,%,-SPRUCL title I accounts.

d. If the tr'alnee can not” meet the requlrements for HMDTA training he will

be pa;d a SPRUCL +ra1n1r1g allo.zance equal to the sum of his for'mer Ut
Plus 20. _

(1) Central 'O‘f'fice uuring its proce ssing will cnarge the full amount of
this' training allowance to the SPRUCE tltle I éccount., :

(19)



L. Reduced SPRUCE Allowances / 1

SPRUCE dllowances to enroilees not in tramlng will be r~educed because of x
earnings in excess of 20 hours.

\_" ' | SPRUCE training allowances will be reduced because of days of unexcused '
absence and bLecause of earnings in excess of 20 hours.

1. SPRUCE Training Allowance Reduced for Unexcused Absence

‘For each day of unexcused absence (as determined by a tralnlng facility)
the weekly amount of the SPRUCE training allowance payable will be
reduced by an amount computed by dividing the SPRUCL training allowance
otnerwise payable by the nunber of days of training nor'mally scheduled
in a week. :

a. EXAMPLE

Trainee who has five dependents formerly paid U.I. at $60.

Full weekly SPRUCE tra;mlng allowance $80, ($60 + $20)

Full weekly MUTA training allowance $77 ($52 + $25 for 5 dep.) /2
Five days of training normally scheduled per week.

Trainee has 1 day of unexcused absence.

Reduction is based on 1 day or 1/5.

Fuli Amount > Reduced

Allowance Reduced Allowance - «q:
SPRUCE Training Allowance $80 less $l6 - Seu ‘
MDTA Tr‘au\lng f.llowance portion $77 less  $15.40 © $61.60 $62(rounded

SPRUCE Eor*tlon

-

The reduced SPRUCE training allowance will be $64.

b. Central Office Account Charges

(1) Central Office during.its process;mg will spllt this reduced
~ training allowance of $64 into two portions, The $62 portion
will be charged to a particular MDTA account or SPRUCE Title
II account; the $2 portion w:Lll be charged to a SPRUCE Title
I account. .

(a) If the trainee does not meet the requirements for the IDTA

_ tra:.nlng allowance the entire amount of the reduced SPRUCE

o : training allowance of $64 will be charged to a SPRUCE Title
o I account. .

v

~‘IThe MDIA rules rfor reducmg allowance will apply to SPRUCL allmances. If a reduced tr'a:l.nlng
allowance amount is not in even doilars, it is rounded to the next higher dollar.

- Za this example, the 2nd quarter 1970 iDTA. basic regular training allowance of $52 is used.
The $52 rate is effectlve with weeks starting on 4/6/70 (week endlng l+/12/7Q). . i ) '

e ’ .
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SPRUCE Training Allowance Reduced for Farnings

The weekly SPRUCE training allowance will be reduced by an amount equal
to the trainee's earnings for hours worked in excess of 20 hours a week.

a. EXAMPLE

Trainee who has 5 dependents formerly paid U.I. at $60.

Full weekly SPRUCE tr'ammg allowance $8G. ($60 + $20)

Full weekly MDTA training allowance $77 ($52 + $2o for 5 dep.)
SPRUCE portion $3 ($80 less $77)

Trainee worked 25 hours in one week at $2 per hour. Training
allowance must be reduced by an amount equal to eamings for
hours' in excess of 20 hours. $10 (5 hrs 3 $2) is amount of
reduction. ) '

' The reduced SPRUCE training allovance will be $70. . -

MDTA training allowance portion $77 less $10 = $67
SPRUCE portion $ 3
$70

* ——
rm—

b. Central Office Account Charges

" (1) Central Office during its processing will split this reduced
training allowance of $70 in two portions. ‘Tnhe $67 portion.
will be charged to a particular (DIA account (or SPRUCE Title
II account;).the. $3 portion will be charged to a SPRUCE TJ.tle
I account.

(2) If the trainee does not meet the requirements for the IMDTA

: training allowance the entire amount of the reduced SPRUCE
training allowance of $70 will be charged to a SPRUCE Title
I account.

i SPRUCE Allowances to Public Assistance Recipients

oL

2.

3.

A SPRUCE trainee who is a public assistance recipieat-and receives a
money payment under Title.I, IV, L(, Xy KIV, and XV of the Social

Security Act will be paid a Sl x\Uu:. incéntive allowance in lieu of a
SPRUCE training allowance.,  The amount of the SPRUCL incentive allowance -

will be $30. ($23 incentive paywent plus $10 for expenses).'

If the trainee meets the requirements for the IDTA training a;lo.:ance
the Central Office will chiarge -the $30 to: ' LR

a, The IDTA account representing the MOTA trdmm project i.n which the -
tra‘nee is enrolled, or :

b. The SPRUCE Titie II account 1r the trzu.nec 1s enrolled in a tramlng_
pr03ect other than IHJI‘A. .

If the trainee does not meet the r'oqulrements for the IMDTA training
allowance the Central Office will charge the $3U to tne SPRUCE Title I
account., - ; ‘ _

R {(81) .
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Ne Local Office Batching of SPRUCE Claims

1. First Claim Assembly - Local Office will assemble:
a. ' For SPRUCE enrollee not in training:

(1) SPR $52,1, Desk Fayorder - SPRUCE

(2) SPR 336.7, SPRUCE Allowance Cantrol Card / 1
(3) DT 950, En itlement Questicnnaire

(4) SPR 950)(, Determination of Entitlement

b. TFor SPRUCE enrollee in training:

' - ¢
(1) SPR 952.1, Desk PayStder
(2) SPR 336.,7, Desk Payorder - SPRUCE
(3) MDT 350, Entitlement Questionnaire -
(4) SPR 950X Determination of Entitlement ,
(5) SPR 950, 2 Notice of Selection and Referral to Training

.. (6) SPR 950.3 (fum:.shed if trainee is eligible for subs1stence

‘and/or transportation allowance)
(7) MDT 951 (furnished if trainee is enrolled in MDTA project and
qualifies for MUTA allowance)

cs Local Office will transmit flrst claim assembly documents listed in
items a., and p., above, under-a transmittal (LO 666) noted "SPRUCE" and
"Fipsts" to the Original Claim Subsection.

2. Subsequent Claims - Local Office will transmit form IA 406. 9, Payorder
- for SPRUCE Fayments, under a transmittal noted "SPRUCE" and "Subsequent"
- . .to the Beriefit Payment 'Subsectlon. ‘

0. Disquallflcatn_.ons Under the SFRUCE Program

1. Aun individual may not receive any type‘of allowance cor any rehabilitition .
. service under this program for a week that begins w:.thn.g—-mu year Jc‘l.lcmmé'l
the date: . . i

a. He terminates pm.or to campletion for other than good cause an edu-
_ cation or training course which he was-taking in accordance with his %y
rehablhtatmn Dlan O

~ be He refuses withwut g good cause to undertake or complete the service

proposed for him :Ln a relabilitation plan after having accepted
such plan. _

e
o

o

7 mul form SPR 336 7 Is déveloped ancrpr:\.nted ﬁ:al DT will U use The uﬂssn.

-
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0. Disqualification Under the SPRUCE Program (Cont'd)

ce. A determination is made that such individual rade a false state-
ment or representation of a material fact knowing it to be false
or knowingly to have failed to disclose a material fact in arder
to obtain or increase for himself or another any service or
allowance payment under this program.

d. He is terminated without good"cause by the training institute.,
But if the individual is terminated through no fault of his own, -
he should not be disqualified.

e. He has an existing dlsqualiflcatlcn under the MDTA program. This
drsquallflcatlm applies only to education or training mcluded
in his rehabilitation plan.

(83)



~12-

II. Central Office Processing

RESPONSIBILITY

Special Processing Unit
Original Claim Subsec-
tion 1.

2

3.

by

™ 'or'atértporary' Peric

ACTION 3

Examine the SPRUCE documents in each first
claim assembly, (See items I, N, 1, a, and I,

Ny 1,

a.

b, above) and:

Check that the documents are for the
same enrollee (or trainee) and that
social security account numbers agree.

D, If the documents are for different en-
rollees, remove assembly from batch and
prepare and attach a form IA 433, Original

- Claim Exception Notice.

Send
the
Unit

(1) Correct ‘the. number of claim figures oun
form LO 666 to reflect the claim re-
moved from the batch.

(2) Send the form IA 433 and. the attachments
to tne SPRUCE Local Office.

the SPRUCE Allcwance Control Cards /1 to
Files Unit via the Rece:.v;.ng and Examini- “%

Examing each SPR 950X, Determination of En-
titlement to SPRUCE Allowances, and ascertdin

that

entries fumish information re:

a. Enrollee idenfification - naﬁe and social

security account number.

b. Dates .for Relabilitation Period.

'¢. - Determination as to type of allowance.

See items 4 and 'S below.

If item "a", SPRUCE Services. Alicwanoé (Not in

Training) is checked (V), verify that the weekly .

rate

T (84) '

and duration (number of weeks) are shown.

owance Uﬁn_ 1 CEIG is. pm.nta ’E"l m 333:'}7

MDTA Allwance Ccntrol Car'd, cmtannmg 'SPRUCE data will be usi'd. -
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Spec:Lal Processing Unit
Original Claim Subsec- ' C
- tion (Cont'd) ' : 5. If an item other than "a" is checked (V):

a. Verify that there is data in the "MDTA
Qualification“ box and if the check /)
is:

(1) "No," vemfy that there is a check
) for item "e”

(2) "Yes," verify that there is a check
/) for item rvb’u "o, "d," op. "f"
and that amounts equal to the weekly

" rates for both the enrollees' former
UL plus $20, and his MDTA training
allowance (regular, augm:nted, or in-

 creased) entitlement are shown.

(a) When the check (V) is for item
"b," verify that an MDTA MT=-1
No. ("XXXX") is shown.

(b) When the check (V) is for item .
"e," or "d," verlfy ‘that a SPRUCE
ItI‘-l No. ("XX") is shown.

-b. Verify that the weekly rate (nigher rate).
and the duration (number of weeks) are
shown

6. Hold aside SPRUCE-f'irst élaim documents w.’ ..
the Files Unit completes its processing of
SPRUCE Control Cards aga.mst the Claim Control
File. /1

Y Exam:.ne each form TA 401.1 received from the
Files Unit and process.as described in iters
—~ 8 and 9, below. -

71 The Form 7.y hUI.‘.L, Record of m Data Trom Claim Control File, 7T be wed by the Tiles
to advise the Special Prur:essing Unit of J.nfoma.tlon for SPRUCE: claims it fmds dum.ng
its search of . the Clam Control Tile. -

O

| .(85:)'
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Special Prooe551ng Unit B : K
Omg: nal Claim S bsec- ‘ ’ ;
tion (Cont'd) . . 8. Return a first claim assembly (otapled to it

IA 10l.1) to the SPRUCE Local Office when tne

form IA 40l.1 show: - ' . -

a. An existing disqualification under the SPRUCC
program, ‘

bs An existiﬁg disqualification under the iIUTA
progran /1 and the form SPR 350X shows a
determination for training.

“Cs  An unlm\udated overpayment under the SPRUCC
progran.

* de An unliquidated overpayrent under the MUTA
' program and tne SPK 950x shows a check /)
in i-tem "b." - .

e. YPRUCE rehabilitatiori allowances exceed 52
("SPRUCE Renab. Exceed 52"),.

f.  /DTA training allowances exceed 104 ("IIDTA
Train. Exceed 104"). and the SPR 8504 snows
. a cneck « ) in item "b".
4. Continue to. process the remainder of first c
assemblies and include with this group any £

claim assembly for which a reldted IA uil.l shows'

a. . An existing dlsqual.Lflcatlon under the 1UTA
program and the SPR 950X shows a check /)
in item "a" for SPRUCE Services Allowance
(Not in nr*ammg). '

(1) Send the IA 401,11 to the SPRUCE Local
Office to advise them of MUTA disqual- |
1flcatlon. ,
~ be "Previous MSIA Course" and "New Claim Pro-
cessed" - Use the expiration code on the
IA 4Ul.1 as the MOTA expiration code in the
S MUTA "I/C 01" box on the SPR 950X. See item
; . - "11, a, (1), below.
c. "Previous SPRUCE Determination" and "New
- Claim Processed" - Use the expiration code
on the-IA 401.1 as the SPRUCE expiration
. . o : code in the SPRUCE "T/C 01" box on the
wle o _ : SPR -950}(. Qee item 11, b, (1), below.
e : ' d. Destroy the forms IA Lml.l after use in ;’)
Ly Dt . . : - . . . , - l‘temS “b" and "c.ll 'a.bove. - ‘

s wﬂl mclude the IA L. T shoiing "PrevmusWA COurs Th this case the Jata on &
the- ].D 336 7 mdlcate'a that a. year has not ehapsed s:.nce ‘the end:.r 3 date Of the PPeVlOUS

-
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Special Processing Unit
Original Claim Subsec

tion (Cont'd) 14,

il

13,

14,

-15=

Pfocess forms MDT 451 as now.

/1

From the data on the SPR 950X and data, if any,
fram the Claim Control File determine the ex~
plratlm code.

a.

Do

If there is a check (V) in item "b" of SPR 350X,
use 982 as the explratlon code.

(1) When the data indicate that this is a
second training course, use "972," thlrd
use "9b2 " ete, Lo

“(ad L.ine out the "982" preprinted in
the "MDTA Accession Transaction
(T/C 01)" box and enter "973,"
"g62," or "952," as approprlate.

‘- 'If there is a check V) in other than J.tem

"b," of the SPR 950X, use "995“ as the ex-
plratlon code.

(1) “hen tne data indicate that this is a
second determination use "'985," a third
use "975," etc.

(a) Line out.the "995" preprinted in the
"SPRUCE Accession Transaction (T/C on"
box and enter "985," or "375,"

"g965," as approprlate.

_Examine the form SPR $52.1X, .Desk Payorder - SPRUCE,
and verify that:

=1

b.

The weekly rate shown in the “Rate" box is in
agreement with the rate snown an the fem
SPR 950X. .

Tr 2t the type of allowance bemg paid is in
agreement with tne determination data shown

“on the SPR 950X,

Enter the expiration code determined for the
SPR 950X in the "Exp. Code" box of the SPR 952,1X. -

Edit the data on the- form SPR 952.1X for keypunching
.in the same manner as the MDT 952.1 (under the MDTA
program) is edited and coded.

E

JAruitoxt Provided ECE

KCE charged to an MDI‘A pmject.

T 1T an SPR 956.«; shons a  check Tw/‘ in ‘Ltem "5,T a Torm MOT 951 will be subm:.tted by the

T;Jtacal Office.

In this case the MDTA aorum of ~the training-allgwance (UL + $20) will .
Prvocedure T69-21 descrlhes the processmg of forms
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Special I'rocessing -Unit
Original Claim Subsec- _ .
tion (Cont'd) . 15, Send the forms SPR 952.1X under its transmittal
: noted "SPRUCE" and "FIRST" to the Card Preparati
Subsection, Electronic Data Processing Section, via
the Receiving and Examinirg Unit.

16, Send the SPRUCE "wage documerits" SPR 95(X (with
attachments MDT 950, MDT 950.2 and MUT 950 3) to
the Examining and Batchmg Unit.

Files Unit
'Original Claim Subsec- : :
tian , _ 17, Process SPRUCE Claim Control Cards against the
: Claim Control Fi’e in generally the same manner
as for MDTA Control Cards, and as described in
J.ters 18 and 19, nelow.,

18. If there is only a U.I. claim card for the same
~enrdllee in file, file the SPRUCE Claim Control -
CaI’d. . : .

- 18. If there is a card in file for the same enrollee
for:

a. An ex:\.stlng disqualification (J.nellg:.blllty)
' under the SPRUCE program.

(1) Prepa:ne a. form IA 401, 1, and enter on it
the explrat:.on date of the dlsquahflcatlcn.

- (2) ‘Staple the SPRUCE Claim Con’a:‘ol Card to the
1A '+Ul 1. :

b. &n exlstmg dlsquahflcatmn under the MDTA
program aidl the SPRUCE Claim Control Card shows: .

(1) ' A determination for "Not in Training,"
file the SPRUCE Claim Control Card.

(a) Prepare an 1A 1401.1,

1 Enter on it MDTA dlsquallflcatlcn

explratlon date of the disquali~
* fica' ion, the local Office which

imprx.ed the dlsquahflcatlon and
new SPRUCE claim processed for not
in training (e.g. MDTA Disq. date’
"XX/XXLX", L.O. No, "XxX," "New
SPRUCE Claim Proc, = Not in-
Training").

we T e e



iles Unit
Original Claim Subsec-
tion (Cant'd)

-17=

Co

d.

S

(2) A determination for training.

(a) Prepare a form IA 401 1 and enter on
it the Local Office wiidch imposed
the disqualification and the expira-
tion date of tne disqualification.

(b) Staple the SPRUCE Claim Control Card
. to the IA uCl.l.

An unliquidated overpayment under the SPRUCE

program and the:

(1) SPRUCE. Claim Control Card’is stamped "Do
Not Return Claim a/c Unliquidated Over-
payment," file the SPRUCE Claim Control
Cardo' : , :

(2) SPRUCE Claim Control Card is not stamped
as in item (1) above, enter on the
IA 401.1 "IA 859 - SPRUCE" and the SPRUCE
overpayment data from tne IA 859.°

(a) Staple the SPRUCE ClaJ.m Control Card
to the IA u401l.1. _

An unliquidated overpayment under the iDTA
program and the SPRUCE Claim Control Card
shows the trainee is enrolled in an MDTA course
“and quallfles for an MDTA tr*alnlr\g allowance.,

(1) If the SPRUCE Claim Control Card is

stamped "Do Not Return Claim a/c Unligui-
dated Overpayment," file the SPRUCE Claim
Control Card. :

(2) If the SPRUCE Claim Control Card is not

-~ stamped as in item (1) above, enter on tre:
IA 401.1, "IA 859 SPRUCE - MUTA" and the
HDTA over"paynent data from the IA 859,

(a) Staple the SPRUCE Claim Contrcl Card
"' to the IA.401.1. :

Previous SPRUCE Rehabilitation MlmanCe

(1) Add-the number of Rehabilitation shown on
the new SPRUCE Claim Control Card to the
previous number shown on the card in flle,
and if the total: '

-

- (89)
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Files Unit
Original Claim-Subsec- D _
tion (Cont'd) - "~ (&, Does not exceed 52, .

-~
2

‘ ‘ - 1 Prepare an IA 401.1 and enter on
v - it "New SPRUCL Clair Processed"
‘ and the Expiratinn code "XXX" /I
for the SPRUCE <laim,

Staple the new SPRUCE Claim Control
Card to the old SPRUCE Claim Con-
trol Card and refile, :

jro

(b) Does exceed 52

1 Prepare a form IA 401.1 and enter

g or: 1t SPRUCE Rehabilitation :

o - Allowances exceeds 52 ("SPRUCE
Rehab. Exceed 52").

| 2 -Staple the new SPRUCZ Claim Con-
! . . trol Card to tne IA 401.1. |

f. Previous IDTA Allowances and the SPRUCE Claim
Control Card shows determination for training -
.in MDTA project and that enrollee qualifies
for MDTA training allowance.

(1) Add the number of SPRUCE - IMDTA Allow=- §
ances on the SPRUCE Claim Control Card
to the previous number of MUIA training
allowances shown on the IDTA Control Card
in file and if the total:

(a) - Does not exceed 104, fil. che SPRUCE
- Claim Control Card. :

1 Prepare a form IA 40l.1, enter on
it, "Prev. MUTA Course" - "New
SPRUCE = IDTA Claim Processed" -
and the MDTA erpiration code /2

for the SPRUCE = !MDTA claim.

(b) Does exceed 104

1 PrepareanIAuolland enter on
- it MDTA training allowances ex=-
: } ceed .04 ("MDTA Trainin; - Exceed
~ ' ' 4",

2 Staple SPRUCE Claim Corrcrol Card
to IA 401.1.

20, Send the forms TA 401.1 with (ov W:Lthout) SPRUCE
- Claim Conarol Cards attached to the Spec-.al Pro-
OeSSJJIg Unlto : N ’ / ') o

7T s Wou [ 5= SPRICE explr'atlon code 955“ Tor a second SPRWdetenmnata.m, "3T5," Ifd*n
_ ;= a tlu.rd detemn.nat:.on ete, _ _ o
- 'nus would De mrAf_expu'atlm code "972" for' seoond TDIA trammg course, "962;' for a




Files Unit o
Original Claim Subsec= i ' _ i .
, tion (Cont'd) 21. Upon receipt of a card showing a SPRUCL disquali-
) fication, file it in the Claim Control File.

Examining and Batching Unit

~ Original Claim Subsection 22. Examine the data shown an the SPR 950X, Deter-
mination of Entitlement, and use it for setting
up the ledger accession transaction.

&, Enter the following ledger accession data
items in the "T/C 01" box of the SPR 950X,

(1) Expiration Code - The Special Processing
" Unit will have determined the proper
expiration code,

(a) If there is a check (V) in box
. for items a, ¢, d, e, or £, the
3 COde iS 9950 (985’ 975’ 965’ etCo)o

(b) If there is a check (/) in box for
item b, the code is 982 (972, Y62,
452, etc.). _ '

(2) Rate - The local office will have de-
termined weekly rate and entered it
{ in the "Weekly Rate" box of the SPR 950X.

(3) Effective Days - Convert number of weeks
shown in "Duration" box to effective days
(Number of weeks X 4).

(4) Account

(a) If fherve is a check (/) in box for
- items a, e, or f, the pertinent
account is printed on the SPR 950X,

(b) If there is a check (/) in pbox for
item b, use the MDTA iT-1 .i0. to
form the required account. -

(c) If tnere is a check (/) in box for
items ¢, or d, use the SPRUCE !fT-1
H0. to form the required account.

23, If the account checked (/) on the [T 950X is a
clearing suspense account prepare the IA 46.Y,
Control Card Special Cl:zims, Data for this control
card is described in items 23, a, and 2%, below.

a. "Use the IA 87, Special Claim Form, to show
{ . the effective days the portions of the weekly
: ' ratz, and the detail accounts for which tne
clearing suspense account was used in tne
ledger accession transaction.

(91)
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Lxamining and batching Unit
Original Claim Subsection
(Cont'd) (1) lor tue portion of the wely rate ejual
tv the amownt of the enrollee's !WTA
training allovance entitlement, tie
account is 33874K1, /1 oFPKRUCL Training
Aliowance = Title IITv

(1) If tne trainee is ¢envolied in an
{WTA course this portion would ve
ciudrged to tne . wln Training Allow-
a.ce account, JJAAKKL. /2

1 vihere this trainee nad not ex-

T hausted nis UI (and nis benefit
year nad not expired) tne charye-
aible account account would ve tae
{WTA increased training allowance
account, yYyxLAno.

(2) Pur tne portion of the wWweekly rate in
excess of tne amount of the enrollee's
VIWTA training allowance entitlement, the
account is $487011, SPRUCL Training
Allowance ~ Title I.

24, From the information on tihe IA 87, enter on tae
form IA JYo.d, the following:

a. Tie social security account number and tie
enrollee's (trainee) name.

b. Tne weekly training allowance mate (former Ul
rate + $2U) and the expiration code.

c. The word(s) "SPRUCL" or "SPRUCE - ;IDTA".

de Tne chargeable !TTA training allowance account
or the SPRUC training allowance account -
Title II, and the portion of the weekly rate
equal to the trainee's IDIA training allowance
rate entitlement.

e. The SPRUCE training allowance Title I account
(Ju87U11) and portion of the weekly rate in
excess of the amount of the trainee's I'IDTA
training allowance rate entitlement.

71 Tnhe "R repiesents the two cigit oPRUCL iil=i [I0.
77 The "AXXX" represents the four digit {WTA :iI[-1 NO.

O
: 2
ERIC (92)
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Examining and Batching Unit
Original Claim Subsection
(Cont'd)

Card Preparation Subsection
Data Processing Section

25,

26.

27,

28,

23,

f. The total number of effectlve days cnargedble
to the account.

Prepare a form IA 301, batcn Route Snheet,
a. Stamp it "SPRUCL."
b. Hote it "T/C 01."

c. Enter on it batch number and the number of
records., (Forms SPR 450X)

Send the forms SPR 950X under cover of tne IA 3UL
to the Card Preparation Subsection.

Send the forms IA 46.9 to the Adjustment Unit.

List batch of SPRUCE first claims cn tne form
IA bo4,3, Card Preparation Control Sheet. (On
the same sneet as used for !IDTA but identify
the entry as SPRUCE)

From the information on eacn form SPR 3452.1X%,
Desk Payorder - SPRUCE, keypuncn /1 a blank
tapulating card, form IA 4us.9«, Payorder tor
SPRUCE Payments, as follows:

Item No. of Col. Colums
lLocal Office "OU71" 4 1=-u
Col. 5 and 6 are biank 2 S5 = b
Zip Code 5 7 - 11
Expiration code 3 12 - 14
Colum 15 is blank 1 15
Rate 4 lb -« 19
Ne Yo 2 20 - 21
S.S. Account Number 3 22 - 3J
IDTA = SPRUCE ident.

12 positim 1 23
Enrollee's Name 15 31 - u4b
Street Address 1y bo - bu
City lo b5 - 8Y

a. Key verify the punched payorder processing
card (IA 4U6.9X).

/1 The keypunching instructions Tor punching the SPRUCL payr oder processing cards are

exactly the same as for MDTA.
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Card Preparatior. Subsection
Data Processing Section

(Cont'd) 30..

31.

32.

33.

34 .

Receiving and Examining Unit
Tax Processin;g, Gubsection 35.

36,

37,

e

Place batai of forms SPE 452.14 and the corres-
porkling keypuncned (and keyverified) payorder
processing cards in tray for pick=-up by the
Receiving and xamining Unit.

List baten of forms SPFR 450X received under cover
of form IA 301 noted "SPRUCE" and "T/C 01" on tne
form IA 020.21, Batcn Control by keypunan and
keyverification operators.

From the information on each SPR Y50X:

a. Keypunch a form IA 552 as follows:

Item Ho. of Col. Columns
Trans. Ccode "01" 2 1 -2
Card Code "8" 1 3

S.S.A. Number 9 4 - 12
Expiration code 3 13 - 15
Rate 2 lo - 17
Blank Columns 20 18 - 37
Effective bays 3 38 - WU
Chargeable Account 7 4] - 47
plank colurmns 31 43 - 78
Identification 12 pos. 1 79

Blenk columns 1 80

b. Keyverify the punched form IA 552.

Send the keypunched and keyverified forms IA 552
together with its applicable form IA 301 to the
Adjustment Unit.

Send the processed SPRUCE Wage Reports (SPR 250X
and attacnments) to the Files Unit.

Pick up batch of SPRUCE first claims and keypunched
payorder processing cards from the Card Preparation
Subsection.

Give tne forms SPR 952.1, Desk Payorder - SPRUCE,
to the Payment Subunit.

Give the forms IA u4Ub,9X, Payorder for SPRUCE

Payments to the Electric Accounting ifachine
Subsectian.

(34)
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Electric Accounting !Machine
Subsectian,
. Data Processing Sectian 38. Reproduce the keypunched SPRUCL prucessing cards /1
into blank forms IA 40b.94, Payorder for SPRUCL
Payments. /2

33. Interpret voth sets of cards. /2

4). Send the interpreted keypunched processing cards
to the Payment Subunit for clerical assembly
operations,

4l. Send tne interpreted reporducec SPRUCE prepunched
payorder cards to the ifail and Service uUnit for
malling to the SPRUCE local Office (L0 71).

42 . Upon receipt of punched first claim proces. ing
cards {(after check processing operations iave been
canpleted), reproduce and interpret an additional
set of cards., ‘

a. Sort both sets of cards with miscellaneous
SPRUCE prepunched payorder cards by the last
four digits of the social security account
nunber.

i b. Send the sorted SPRUCE prepunched payorder
- processing cards to the Mail and Service unit
. for mailing to the SPKUCE Local Office (LU 71).

43. Reproduce the group of SPRUCE subsequent payorder
cards into blank forms IA 4Ub.9X.

L4, Return the group of SPRUCE subszquent payorder
cards to the Payment §ubunit.

45. Interpret the reproduced SPRUCL prepunched payorder
cards.

46. Send the reproduced and interpreted SrrRUCE pre-
punched payorder cards to the :lail and Service
Unit ror mailing to tne SPRUCL Local Uffice (LO 71).

71 The tard Preparatmn} Subsection keypunched these processing cards from first claim desk
payorders (SPR 950X).

/2 Tne instructions for the reproduction and interpretation of punched SPRUCE payorder cards

are exactly the same as used for the reproduction and interpretation of the punched MUTA
‘i payorder cards.
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Payment Subunit, rayment Unit,

Bene{it Payment Subsection 47. Arrange proup of SPRUCE first claims (SPR 452,17
and the corresponding keypunched and interprete
payorder processing cards (IA 4Ub.YX) for assembly
with denominated cards. /1

48. Dletermine and assign the most common statutory
week for the group being assembled.

a. Arite the most common statutory week on tne
form LU vovb in blank space under the LOX
neaded "vate Claims Forwarded."

49, latch eacn SPPR 9»2.1X, Lesk PPayorder - SPrUCL
(checked "FIRST") with the corresponding SPRUCE
payorder processing card.

1

50. [Irom tne payment information shown an the
SPR 452,14, insert denominated cards if required
py type of payment in back of the appropriate
SPKUCL payorder processing card as described in
items 55 tnrough 58 below.

51, Process SPRUCE subsequent claims (IA 406.94X - or
the SPR 952.1A "paper payorder" if tne IA 406.9X
was not available to local office) for preparation
of prepunchied payorder processing cards. /2

52. Get the Llectric Accounting Machine Subsection v
reproduce and interpret tne SPRUCE prepunched pay-
order processing cards.

53. Arrange the SPRUCL subsequent claims for tne
assembly operation.

54, Determine and assign the most common statutory
week for the SPKUCE subsequent claim group being
assembled.

a. Write the mpst common statutory week on form
LO 666, in blank space under the box headed
"Date Claim Forwarded."

- --"_7! Penominated cards will be used Tor SPRUCE payments in the same manner as tney are used ro
~ JDTA payments., . . - . . ,
/2 During this operation SPRUCE claims which requive the keypunching of new forms IA 40t <
— are removed (these are those with corrections and "paper desk payorders" which need
\) L
- . punched forms IA 406.3X).
(96)
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Payment Subunit, Payment Unit,
Benefit Payment Subsection

55,

56,

57

=25=

If a payorder shiws a payment for a SPRUCL
allowance /1 at tue full weekly rate for the
commen statutory week, do not insert a de-
nominated card. /2

If a payorder shows a payment for a SPRUCE allow=-
ance at the full weekly rate for other than the
common statutory week, insert a dencminated card
containing the other tha.n the common statutory
week,

If a payorder shows a SPRUCE training allowance at

the full weekly rate for the common statutcry week,

a subsistence gllowanoe for the common statutory
week, and a dally transportation allowance for
the common statutory week:

-das Insert three denominated cards as follows:

n thls case allowance means elther the ervices owance (NOT 1n Iraining.
— or the SPRUCE Training Allowance.
2 Denommated cards used in the SPRUCE program will be punched exactly as in tne IDTA pro-
gram. = Required payment items are punched in denominated cards as follcws.

Items

Four effective days

Statutory week
Month
Day
Year

Identification 11 pos. punch

Amount (Col. 36 is blank if
amount is under $100)

No, of Col., ~ Colums
1l 1
2 7 -8
2 9 - 10
1 11

po
—
%]

5 , 36 - 4

In addltlon, the above denominated cards will contain special punc:hes to identify the

following types of payments:

For adjustment of previous underpayment, 11 position punch in column 13.
For adjustment of previous overpayment, 1l position punch in colum 14,
For reduced SPRUCE allowance (because of compensated hours or unexcused absence) 11

position punch in colum 24,

For an excess cash repayment, or an excess offset repayment, 1l p051t10n punch in

columm 25,

For daily transportation allowance payment, 11 position punch in colum 29.
For ofner‘ transportatlon allowance, 1l p051t10n punches in columns 27 and 29.
For a subsistence allowance payment, 1l p051t10n punch in column 30.
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Payment Subunit, Payment Unit

Benefit Payment Subsection (Cont'd)

Receiving and Examining Unit
Tax Processing Subsection

59,

€0.

6l.

“25=

(1) One with no amount.

(2) One witii an' 11 position puncn in columr 1
and the amount of the subsistence allow-
ance.

(3) One with an 11 position punch in column 23
and the amount of the transportation
allowance.

If payorxiar snows a SPRUCE allowance for the common
statutory week wnich is reduced becuase of earnings,
insert a denominated card with an 11 position punch
in colum 24 and the amount of the reduced allcw-
arl%c

a., Ir payorder showed a reduced aliowance for
other than the common week the denominated
must contain tne other than common statutory
week .1 addition to the 11 position punch in
column 24 and the amount of reduced allowance.

After the assembly operation is complete, place

the assembly group of payorder processing cards

in a se -arate tray. |

a. Identify tray label as "SPRUCE" and "FIRST"
or "SUBSEQUENT" as appropriate.

Place the trc, of assembled SPRUCE payorders on
table at head of subunit for pickup by the Receiving
and Examining Unit.

Get the batches of assembled groups of SPRUCE
payorders (first o1 subsequent) from the Payment
Subunit.

Assign the warrant number by selecting the next
prepunchea !'DIA Warrant Master Card from the
Warrant llaster Card File and write on the:
a. warrant Master Cavd

(1) "SPRUCE - MDTA" for program identification.

(2) Check (/) in the box headed "iDTA" and in
box headed:

(a) "First," if type of warrant is for
first payments. '

(2) "Kedet," if type of warrant for re-
determinations. o
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Receiving and Examining Unit ' )
Tax Processing Subsection (c) "Ex.," if type of warrant is for
: correct exception payorders.

(3) Social security account number for the
first payorder in the SPRUCE warrant

group.

b. Transmittal sheet (LO 666); tne warrant namber
("AXKXKXX") which is interpreted on the Warrant
laster Card.

63. Stand up the first payorder in tray containing
payorders for warrant assigned in item 62, above.

a., h»ld aside tray of payorders until the Warrant
Master Card is punched.

4. Give the Warrant Haster Card and related LO 666 to
the Corrections Subuniti.

Corrections Subunit, Payment Unit, ' : '
Benefit Payment Subsection 65. [Irom data written on the Warrant !laster Card, key-
, ‘ punch into the Warrant Master Card:

a., Code "1" if the warrant is for a first claim’

¢ warrant, or code "2" if tne warrant is for a
redetermination warrant. Punch the code in
colum 22,

b. Code "8" for "MDTA" or ("SPRUCE - I IDTA") in
~column 23, C

c. 1l position puncn in colum 24, if there is
a check (V) in the "Ex." box.

d. Most common statutory week in columns 56 througn
60. (This was written on the LO bbb by the
Payment Subunit).

66+ Give the keypunched Warrant Master Card and LO 666
to the Receiving and Examining Unit.
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Receiving and Examining Unit
Tax Processing Subsection

o7,

b8,

71.

72.

73.

4,

75.

Plice tne Jarrant .laster Card in front of tue
pertinent froup of payroder processini cards.
(The S.S. Account Jumber written on the Warrant
Jlaster card nust pe the same as interpreted on
the cary standing uprignt. Gee item ©3 above.)

Jrite tne varrant nurber on fcrm WO obb (on all
forms L tou if more than ane) and attach to tne
applicavle group of SPRUCE "paper" payorders.

Retain tne LO uvbb and the applicable paper pay-
orders in warrant nuwer order in unit file.

Post the warrant number of the SPRUCL warrant group
ready for submission to LDF on the darrant Control
Wwork Gheet.

a, Identify tne posted warrant number as "SPRUCL".

At designated time carry tne asserbled warrant
group of SPRUCE payorder processing carcs to Lub.

After computer processing is complete (at desig-
nated time) pick up the computer processed SPRUCL
warrant groups. /1

Get tie form LO obo and paper attachments for ..
computer processed SPRUCE warrant from the Unit
File. (Tne warrant number on top of warmant
listing rust match warrant number on the LO 666.)

Ascertain that the warrant listings, payorders,
and checks are proper for the warraat group.

Process the computer processed SPRUCE warrant
group in the same manner as MTA warrant groups
are processed, except identify:

a. Any form IA 647 Payorder Lxception ilotice,
prepared for a rejectea SPRUCE payorder as
“*SPRUCEM,

p. ‘'"larrant Face Sheet" as "SPRUCE - iTTA",
c. Postings of SPRUCE warrant group data to the

IA 42,13, Daily Abstract of Disbursements,
as "SPRUCL",

7T The Computer processed SPRUCE warrant group will consist of warrant Listings (IA 4277,
SPRUCE payorcers, warrant liaster Card, and printed cnecks in odd and even check number

stacks.

(100)
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Feceiving and Examining Unit
Tax Processing Supbsection
(Cont'd) 76. Send the processed SPRUCE warrant group of checks:
payorders, wWarrant lists, and envelope contain.ng
cancelled checks (if any) to the vepartment of
Audit and Contrel.

bExamining and Batching Unit,

Original Claim Subsection 77. Post the dollar value cf the SPRICE warrant group
of payorder and warrant listings to the conrol
ledger in tie colurm o ledger identified iz
SPRUCL.

78. Reconcile any warrant snoWwing a revised total
because of a cancelled or rejected check.

79. Send the SPRUCK warrant group of payorders and
warrant listings to the Adjustment Unit.

Adjustment Unit
Benefit Payment Subsection 80. rfile the forms IA 4Yuv.Y9, Control carc Special
Claims, in the Special Claim Control lile by
sonrial security account number.

8l. Retain the SPRUCE warrant group of payorders and
warrant listings in unit file for reierence in
processing journal entries for "spiit charges."

See item 83, Lealow.

82. Upon the receipt of form IA 551, Adjustment Card,
(computer dump)/1 :

a. Get the pertinent IA Sb.J from tne Tpecial
Ciaim Control file.

b. If the IA 551 has a reduced payment (code ¢
get the payoriers from the warvant gruip of
pa: rders stored ir the unit file.

83. Based on thie payment control data snown an the
IA 46.3 (and the payorder if there is a reduc=d
payment) process a journal entry which includes
two debit transactions as folluws:

a. One debit transaction (T/C 40) for the amouant
portiocn (equal to tne !IDTA training allwwance
entitlement)} cihargeable to the title 11 account
or tiie (WTA account as appropriate.

L. The otner debit transaction (T/C 40) for the
excess amount portiaon (in excess of the DT
training allowance entitlement) chargeable +c
tne title 1 account.

/1 The ccmputer 1s progranmed to dump an adjustment caru ([A 551) as a result of processing

a payment transactior. against a ledger containing the SPRUCE clearing suspense accounts
("9987XK6" or "I9X0E").
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Adjustment Unit
benefit Payment Subsection
(Cont'd) 84, After tne computer processing of joumal entry
input for "slip charges" is completed, send the
appropriate warrant group of payorviers to tne
Payorder Files unit.

85. Upon receipt of a procedure /1 noting tnat tne
lanpower Administration has made 4 determination
for a revision of the weekly amount of the WIA
regular training allowance:

a. Get torm IA Yo.d containing SPRUCLC control
data, and,

b. Draw single lines through the control amount
portion for Title II or IMDTA account and
Title I account.

(1) Write in the new amount portions and
enter the first effective week ending
date.

c. Refile the form IA Y6.9.

/1 rach quarter, Central Uffice i1ssues a procedure covering the Manpower Administration
determinaticn for the MUTA regular treining allowance amount. This procedure lists
the first and last week ending date to which the detemined rate applies,
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Subpart

Attachment F

REGULATIONS OF THE SECRETARY OF IABOR
IMPILEMENTING THE E AND D SPRUCE PROJECT

A--Ceneval

Section
700.1
700.2
700.3
700.4

Subpart

Definitions.

Counseling and testing.
Rehabilitation plan.
Rehabilitation services.

B--Allowances and Other

700.10
700.11
700.12

700.13
700.14
700.15
700.16
700.17
700.18

Payments

Effective date of program.
Qualifications. .
Typss and anounts of
allowances.

Trangportation allocwances.
Subsistence allowanuces.
Duration. '
Deductions.

Duplicate payments.
Disc¢ualifications.

Subpurt

C--Relocation Assistance

Section

700.20

700.21
700.22

700.23
700.24
700.25
700.26

700.27

700.28

Subrart

Relocation Allowance afford
Eligibility. ed
Time within which reloca-
tion must take place.
Certification required,
Amounts allowable.
Allowance for travel.
Allowance for transporting
household goods and .
personal effects.

Tirme and method of rayment.
Relocation in good faith.

D--Overpayments

700.39D
700.31

Subpart

Penalties.
Overpayiients.

E--Daterminations and

700.40
700.41

) (103)
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Subpart A--General

Sect.

70C.1 Definitions.

As used in this part, unless the context clearly indicates other-

wise,
(a)

(b)

(c)

the term:
*Applicable State law" means the unemployment compensation
law of New York State.

"Average weekly manufacturing wage"” means the national gross

average week ly earnings of production workers in manufacturing

industries for the latest calendar year as officially published

by the Bureau of ILabor Statistics of the Department of Labor
before the beyginning of the periodziweek) fox ﬁhich the
assistance under this program ig payable.

"Average weakly unenmployment compensation payment™ is the
average gross payment for a week of tétalvunemployment in the
State of lew York.  Any unemploym&nt conpensation payment
reduced becausze of ipcome, such as pension payments,lsocial
security benefits, workman's compensation, wages in lieu of
notice railroad unomployiient benefits, dismissal payments,
vacation pay, and résidual payments for less than the full
weekly bénefit amount, or those reducsd or increased'by an
adjustmen£ for an overpayient or an underpayuaent in preﬁious
weeks is disregarded when computing such weekly average
urenployrent comnpensation payaent. The computation will 2lso

exclude payments under 5 U.S.C., chap. 85 (formerly title XV),.

(104)
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(a)

(e)

(£)

(g)

(h)

(1)

(2)

(3)

2
"Basic educatiqn“ means elementary education usually in the
general areas of reading, writing, ianguage skills_and arithmetic.
“Base Period" means the base period as determined under New York
State law for. the benefit year.
"Benefit Year" means the benefit year as defined in New York
State law.
"Commuting area™ means the area that is found by the State agency
to0 be within commuting distance of the city, town, or other
vplace vwhere the individual maintains his regular place of
residence.
"Exhaustion” means that an individwal has exhausted pis‘rights
to regular uﬁémployment compensation unfler State or Federal law:
When no payments_of regular unemployment combensation can be
made under suéh laws because such individual has recéived all
regﬁlar unemploymant cempensation available to him based on
employment or wages during his base périod, or
When his rights to such com@ensation have been terminated by
reason of the expi;ation of the bersfit year with respect to
which such righte existed and he has insufficient weeks df -
employrment and eainings to establish a new benefit yeaf.
Exceét that no individual will be édhsidered to have.exhausted
his rights when such individual has been disqualified under a
State orx ngeral unenployment compensaticn law in his most recent
benefit year until the end of such disqualification period or.

where there is no such period, until the e:xtpiration of the benefit
year. (105) '
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(i) "Family" means the tlowing memb#reor members of an individual's
household whose principal place of abode is with ihe individual
in a house ﬁe maintains or would maintain, but for his unemploy-
ment:

(1) Spouse:

(2) An unmarried chiid (including a step or adopted child) under 21
yeafs of age or of any age if he is incapable of self-support
because of a mental or physdical incapacity;

(3) Any other person for wvhom the individual would be entitled to
a deduction for income tax purposes under the Internal Revenue
Code of 1954,

(j) “"Good cause“ means justifiable reasons determined in accordance
with a standard of conduct expected of én individual écting as
a reasonable person in the light of all the circumstances, and
includes but is not limited to reasons beyond the oontrol of the
individual or factors connected with the capabilities of ﬁhe
individual,
(k) "On-the-job training" means a traihing projéct, of that part
of a training project, which uses instruction combined with
work to qualify an individual for a particular occupation;
(1) *“Regular place of residence" means the city, town, or other
site where an indi?idual maintains his principal piace of abode.
’kﬁ) *Regular unemployment compe nsatloﬁ means unennloymeut conmpensa~
k ﬁioﬁ payable to an Ind1v1dual under XYew York .State unemplnymcnt

compensation law or under 5 U.S, C., chapter 85, other than, addi-
tional compensation.
[Kc ?
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{n) "Secretaryf means the Seéretary of Labor of the United States,
or his autﬁorized representative.

(o) "Special rehabilitation period" means the one-year period.
beginning with Ehe first week in which an individual receives
any SPRUCE rehabilitatioﬁ sergice,'ﬁr for which an allowance for
stand-by-time is received. The special rehabilitation period may
be eitended for a period not to exceed 13 weeky if at the end of
such one-year period, the individual'is in an ecducation course
or is in training. However, no period may be extended beyond’

(p) ;A SPRUCE "rehabilitation.allowance" is any cash payment made to
an'individual for a weeks: | |

(1) in which he receives counseling or testing after his eXhaustion,f
or |

(2) in which he is receiving any rehabilitation service included
in hi§ rehabilitation plan, or for a weck of stand-by-tine,
Eroviqggb"that the cash payment received is not a cash payieznt
undef the State or Féderal law, or a cash payment under the
Manpowar Development Training Act, except that When.any ciish |
payment suppiements o ‘Mannower Developrient Training Act payaant,
such gupplement is a SPRIUCE rehabilitation allowance.

(¢) “Stand-by time" means a period of up to 6 weeks while en indi-

R AR R L 2 0

vidual is awaiting availability of a service included in his
rehabilitation plan and a period of up to 4 woeks of unmiployaant:

O after the sorvice includud in his rehnbilitation plan h-.s beon

| e
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(r)

(s)
(t)

(u)

(v)

Sect.

(2)

5
completed provided tha; he 1s actively seeking}employment.
"State agency"” means the New York Staye Department of Lakor,
Division .f Employment.

"State law"™ means the New York Unemployment Insurance Law.
“Trainee" means an individual who is undergoing training

as part of his rehabilitation plan.

"Praining” means a planned and systematic sequence of
instruction éo which an individual has.been referred

by the state agency, given undexr competent supefvision designed
to imparﬁ predaetemiined skills, kﬂéwledga, or abilities to
prepare such individunls for suitablc enploynent, and may
include, to the extent necessary, instruction in basic sub-

jects given specially in relation to an mnccupation.

!

"Week" means a weck as defined in the New Yor': State Unemploynent

i

Insurance Law. ’ - ¥

700.2 Interviewina, Courselina and Testing.

i

A proupt intensive interview and counseling and testing,

if appropriate, 'to deterxmine if a rehabilitation plan

shall be developad for an individuwal shall be afforded to
each clairant for unenploy:ent compznsation under New York
State law or 5.U.S.C., chap. 85 vho is selected for the

test group of the project.
(108)
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Sect, 700.3 Rehabilitation plan:

(a)

(1)

(2)

(o)

(2)

(1)

(3)

{4)
(c)

The State agency will develop a rehabilitation plan for an

individual who files an application for rehabilitation
agsistance if it is found by the State agency that:

The individuél cannot reasonably be expected to secure
appropriate full-time employment-without such service or

services; and

_&hére is a reasonable expectation that the individual will

secure appfopriate full-time_employment as a result of such
service Or services.

The Elan.. A rehabilitation plan may include any one or ﬁore
of the following gervices:

Eduéation and training,

On-thééjob training,

Mediéal services, and

Relocation.

Supplemental plan. If the State agency finds that the initial

rehabilitation plar developed for an individual is not being
successfulAin obtaining its goals, the plan mey be reviszd to
include any additional rehabilitation services contained in
. i
section 700.4 as deemed necessary. When the State ageucy
revises either a completed or irgcompleted rehabilitation plan,

written justification for such revision shall be made a part

of the individval's records.
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(a) Relocation. If relocating is a part of or the individual's L

‘rehabilitation plan, and it is found upon relocating that
such individual needs counseling or related supﬁortf@e ser-
vices described in se;tion 700.4, the State aconcy will
initiate a supplemental rehabilitation pian by revising the

initial rehabilitation plan.

Sect. 700. 4 Rehabilitation sexvices.
A rehabilitation plan'may include any one or more of the

following rehabilitation sexvices:

L (a)  Education and training. The training or education to which

the State agency may refer an individual as part of or his

N H
e

rehabilitation plan is:

(1) Education and training'under section 202 of fhe Manpower
Development and Training Act of 1962, as aﬁended: or

(2) Approved education and training which’further the purposes
of this project ineluding refreSheii re-orientation, and
ekill upgrading progrews. |

(b) On~tha~job training. The State agency ﬁay refer an indi=~
-TX1 g

" wvidual to onéthe—job training when such training is a part
of or the individual's rchabilitation plan; Provided, the
on-the-~job training program meets the requirements of
section 204 (b) of the Manpower Development Training Act

' of 1952',' as awsndzd. N o 3
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(c)

(@)

(e)

~ than $500 for such scrvices for any individual shall be

8.
Relocation. If the State agency determines that relocation
shall be a part of or an individuél's rehabilitation plan,
the State agency may relocate such individual within the
State, provided the individual meets the eligibility re;
quirements, in accordance with Subpart C.
Medical services; An individual who has been deemed to
be qualified for rehabilitation assistance may receive(medical
ser§ices as part of or his rehabilitation'plan provided that
any such services are not available within a reasonable
period of time under any.other agréement'Ehat,proiides'for
paymént of such sexvice in behalf of the individual. Such
services shall include madical, surgical, éental and paycho-
logical services: visual, hearing or orthopedic aidsy orx
other appropﬁiate rehabilitation services including hospital,
clinical or convalescent care; vhich for the purpo:é of this
progran, are limitcd to such servicas ns are approprinte for
én-inﬂividuﬁl who uzets the ﬁﬁﬁmployuant compensation test
of éapable and availablc for woxrk wien he applies for suda
services, but vhbze employability is adva#gnly affocted

by his nreed for such services.

“Limitation., Paymont for a rehabilitation scuvice as deserived

4

in paragrarh (@) for any individual qualificd for SPRUCE

services shall not excend $1,000. Any c4pernditure of nore
. . ,
. !

i
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made only after approval by the Executive Director of the
New York State agency or the Director of the Unemployméﬁ{

Insurance Bureau, and such authorization must be made

prior to the rendering of the sexvice.

Subbart B--Allowances and Othsr Payments
Sect. 700.10 Effective date of program.

Rehabilitation assistance allowances shall be. payable to

qualified individuals for weeks of eligibi;ity beginning after

. Hovaver, no payments will be made after

Sect. 700.11 Qua;;fieations.

To qualify for spscial rehabilitation assistance an indi-

vidual must nzet each of the following recuirenents:

()

®)

(c)

(@)

He must file an aﬁplicntion fox such assistance in accord-
ance with instructions and on forms which shall be furnished

to the individuzl by tho State agmﬁcy.

i
!

Such application rugt be £iled by the unamployEA'indiviéual
wvith respect to a spzcianl rehabilitation poriod within a
perioﬁ.of tine as detexmined by the State agency.

Ho maat b2 willing to folloﬁ & rehabilitation plan developed

for him and furnishcd to him by the State agency.

- He masgt b2 at least 22 years of ags and not have passad

his €5th bixrthday.
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(e)

10
He must have no rights undexr the Trade Expansion Act of
1962 (P.L. 87-794), the Awtomotive Products Trade Act of

1965 (P.L: 89-283), or any other similar law which may

. be enacted,

(£)

Sect.

He must be éntitled to unemployment coqpensation under a
Federal or State law when he files his ;pplication for
rehabilitation assistance.

500. 12 Typzs and arount of angﬂgngggl

Weskly Bohabilith tion Allowanca. A rehabilitation allowance

shall be payable to an eligibile individual for any woeks:

(a)

(b)

I

In vihiich the individual is baing counseled or tested under
this project providad ho is not eligible for uneuploy:aznt
conpengsation under a Fedoral or State lave The amount

payable shall bo an amount equal to the last weekly benefit

amount vhich was payable to hin under the State law orx

5 U.S.C.. chap. B5.

In vhich the individuul ig raoeiving a rehabilitation saxvicé
(cthon thnn ognéhaejab téaining, or educatioa training)
includad in his rehabilitatioh plan, or for a week of
gtand~by-tinza provided he ig not eligible fox ununployiwont
compsnsatiou undar a Federal or State law. The amount
povable shall be an arount egual ta‘the last weekly.

benefit anount which was payable to hiﬁ under the Stats

law oxr 5 U.S.C., chap} S5. |
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In which the individual is pursuing an education or
training course included in his rehabilitation plan.
The amour . payable shall be aﬂ amount egual to the last
weekly benefit amount which was'péyable to him under
State law or 5 U.S.C., chap. 85 p;ior to his entering the
course plus an incentive payment of $20. Provided any
individual who qualifies for a payment under Title II of
the Manpower Development and_Training'Act of 1962, as
gnmndad shall receive such payments or an amount egual to
his last weekly benefit armount plus an incentive paywent
of $20, vhichever is higher. In any week fof which MDTA
payaents aré less than allowances allowaa.under SPRUCE,
the difference sh#ll be paid as a SPRUCE.supplemant.'ggygjgg,
no/iZ%ibilitation allowance shall be paid to any person fou
any period for vhich @ money payaient has been made with
respact to the ﬁgeﬂ of that personvunCer a State plan which
has dbzen appro?aﬂ under Title I, IV, X, XUV, ox X§1 of tha

)

Social Security Act and which mects the reguiroments of

sub~gaction 203(1) (2) of tha Act.
' -full )
In licuof pawvieent of a/vehabilitation allowance such persous

shnll be paid paymsnbs and exponsa allowvances as followss .
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(1)

(2)

(3)

(a)

12
Rehabilitation. allowances shall nct exceed $20 per week
of training:; | | |
Trangportation and subsistance allc*-:ances to defray x-
penses attributable to training including tré.nsportatior:x
within the commuting area, shall not exceed $10 per week
of training;

The combined amount of the rehabilitation allowances and

transportation and subsistance allowance paid to a trainee

during any weck of training may not, however, excead the

_ J-
“amount of the MDTA training allowani.. for which he would

be eligibile except for the reczipt of public assistance
benefits uader the Social Security Act.

In whica the State agency hag dstermined that relocution is

" the most apwropriate way an individuval can ba rehabilitzted,

For cach wegk beginuing with the week in which the State
agency hag Gatermined that relocutiou within the State is

the moszt appropriate wvay an individusl can be rehabilitated

“up to zn including the weok in wiiich he starts te vork at

the relocated job, but in no event for more than 10 wauks,
the amount p.';.yablg shall be an amount egual to the indi-
vidual's last wockly benefit amount which was éayable

to hiwm under the Stxzte law or 5 U.5.C., chap. €5 providad
he is not eligible for unomployment cor vensation under a

FPaderal on State law,
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Sect. 700.13 [Iransportation Allowances.

(a)‘

(o)

(1)

Eligibili%y. An individual who is receiving rehabilitation
services under the SPRUCE program, other Ehan relocation
may be afforded such supplemsntal assistance as is neceésaay
to defray his transportation expenée, except that he shall
not receive such assistance_if transportation is érranged
for him as part of a group and is paid for by the State
agoncy af Secretary or to the extent that he has received
such payment under another Federal law.

Travel from outsids cowmmuting area.

An individual referred to education, training or on-the-job

training as part of his rehabilitation plan outside the

cormuting area of'his‘residence ig eligible for an allowance
not to exceed the rate of $0.10 por mile to‘defra? the cost
of travel at the beginning and end of his training program
by the least expensive means of traﬁsportétion reasonably

available betwsen hig home and the area of training.

- An individual vho has bheon rafexxed_to a medical oxr othar

rehabilitation sexvico undex this progron, as part of his
rehzbilitation plan, outside the ccumuting area of his
reaidence is eligible for an allowance rnot to execesed the
rate of $O.lb pﬁr nile to é=fray th= cont of travel at the

beginnirg and terminntion of tha service to ba rendered
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{c)
(1)

(2)

(3)

14
by the least expensive means of transportation reasonably -
available batween his home and the area where the service
will be rendered. |
Transporfation within cormuting area,
An individual referred to education or trainipg as part of
his rehabilitation plan and commutes between his residénce.
and the training facility is eligible for ah allowance in
the amount ecual tb»ﬁhe cost of the daily local transporta-
tion by the least expensive means of transportation reasonably
available 1es§ S50acents a day ﬁp to a maximum deduction of
$2.50 a week:
Provided however, that the transporation allowance shall be
paid without reduction where the Stata agcnéy'detérmincs that
such payments are nececsgsary in oxrder for the trainee-to unﬁer~
take or @ntinue tiaining.
An individuval engaged in on~the~job training, Yowaver, ghall
not o eligible for such allouanes f£or any vwodk in whidch
he has been offered componsated work by the on-thesjvh em-
ployer for a £full workwpck customary in the industry fox_tha
occuzation for vhich he is being trained.
An inﬁividuml‘wha haa been referred as an out-patient to a
redical or other rehabilitation servies under this progrom,
as part of his rehabilitation plan, and such sexvice is
rendered at a facility within courmiing distance of the
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individual's residence is eligible for an allowance in
the amount equal to the cost of the local transportation
by the least expensive means of transportation reasonably
available, with the same limitations as stated in (1)
above,

Method of paynent.

A transportation allowance will be paid to an:eligible
individual upon his filing a completed request, in
accordance with ingtructions furnighed to hin by the

State a#genc .

(118)
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(e) Inelfpibility. An individual who is ineligible for an
nIlowanée in accordance with section 700.18 shall also be
ineliéible‘for-n transportation allowance, except that in
case of termination of training; or failure ﬁo complete a
rehabilitation service, an individual {n training or
receiving a rehabilitation service outside the commuting
‘area may be eligible for such & transportation allowance
in accordance with sectfon 700.13(b) as mdy be necessary

to enable him to return to his regular place of Yresidence. -

Sect, 700.14 Subsistence allowances,

(a) Eligibility. An individual who is receiving rehabilitatioa
services, under this program, other thgn relocation may be
afforded such supplemanteal aséistance as 18 necessary to
defray his expsnse for separate maintenance when the
facility providing the rehabilitatlon service is located
outside the coxmuting area of the individual's regular
place of reridence, except thut he shall not receive such
agsistance for any period to the exteunt that he is receiving
it for that period under another Federal law. )

(b) A-ount, In detemining the cmount of a swbsistence allowance
the exact days that elapse shall bz tcken intd accouat begle~-
aing with the day whon tho individual depsrts and ending with
the day ip which he retu?ﬁd. Travei timg shall got exceed
the tiue feqﬁircd by th; r.0de of publie transpoitation that
the individual could reasonsbly b2 expacted to take to aad

- fron his vegular place of residence,
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Subsistence allowance shall be paid at the rate of $5.

per day: Provided: That when the training facility furnishes

or makes lodgings and‘mealé available to trainées at a rate

of $% or less a day, the subsistence ailowance shéll not exceed
the amount charged for those accommodations plus an allowance

of $1 per day for incidentals or when én individual is receiving
medical rehabilitation services, under this progfam, a. subsistence
allowance willlnof be paid where the facility rendering the
rehabilitation service provides accommodations at the facility
for the individual.

(c) Request for subsistence allowance. Subsistence allowance

will be‘paid to an eligible individual upon the completion and
filing of a written request in accordance with instructions issued
and provided to the individual by the State agency.

(d) Ineligibility. Persons ineligible for an allowance in

accordance with section 700.18 shell also be incligible for a
subsistence allovance.
Sect. T00.15 Duration.

(a) Weekly rehabilitation allowances as defined under section
T00.12, supra, shall not be paid to any individual for more
than 52 weeks, (except as stated in section 700.12(5), whicﬁ .
need not be consecutive vecks. However, such weeks must occur
within an individual's special rehabilitation period or before
whicﬁever occurs first. |
(b) Tue S§ecial rehabilitation period for an individual is a

one-year period as defined in section T00.1l.
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{(c) The special rehabilitation period and the 52 week limitation
® on rehabilitation allowances stated in section 700.15(a) may
- be extended for a period not to exceed 13 additional weeks,
if at the termination of his one-year period the individual
is particibating in an education coursé or receiving training.

However, no period may extend beyond . .

Sect, 700.16 Deductions.
(e) An allowance otherwise payable to an individual for a week
under section T700.12 shall be reducéd for:

(1) Employment, other than emplo&ment under an on-the-job
training progrem, which is in excess of 20 hours per
vieek. The allovance payment shall be reduced in an
emount equal to an individual's full eérnings for hours
vorked in excess of 20 hours per week. Earnings as used
in this paragraph shall mean remuneration for'serviées,
the receipt of which is appli¢§ to reduce the,amount of
uneﬁplqwnent compenéation due under the State unemployment
law, |

(2) Employﬁent of an individual undergoing on-the- job
tréining as part of his rebabilitation plan. The
allowance peyment shall be reduced by an amount which
bears the same ratio to that payment as the number of
compensated hours per week undér the training program

bears to forty hours; that is, the allowance shall be

reduced by 2-1/2 percent of such allowance for each
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cempensated hour of the wzek spent in work ﬁnder the
training progygram. The aliomnce shall not be re§uced
for employmant other thaﬁ enployment under on—the-job
training which does not exceed 20 hours per week, but
the individual's allowance shall be reduced in an
amount equal. to hig full earnings for hou%:s worked,
other than ecuployment under on~the-job training, in
excess of 20 hourf; per waek. Enrnings as used in this
PaRragLpn s’;,'zall m‘f:ea.ln ramaneration for sexvieas, tuo
recelpt of vhich is applied to redusa the me»gunt of
un2aploviiont cor.v_éen:mtion due under the State wncaploy=
rznt Insurence 1o,

(3) Each day of obhzones, wlthout gooa’ cuuze, frem cducation or
traininy, Ly un sesouat coputad by Aividing the allowmnce or
pay.aont to x-:_’.'zich L2 vould otharirlgs by cutitiad by tha b
of Cuye of traiuniny roxelly bzl d dn the wvorlk.  Fox thic
puxposa, holidhys walch vould othzrwis? by doys of tralninyg

= ~

gnanll be congidencl ds fays of

.. %

trodning noxislly schednled,

mny alicuine? yayoont detormingd ia acovodancs with ¢ho

’*

s

b) I

provisicns of this gaotion io not o rultiple of.a dollax, it
ghull be dncroased  te the wout highor nultiple of a dollar,

-
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Sect. T00.1T Duplicate payments.

No individual is entitled to receive a rehabilitation allowance
undef this program for any week .for which the individual is rgceiving
or has received:
(2) An allowance under the Manpower Development and Training
Act of 1962, as Amended; or |

(b) A payment under the Trade Expansion Act of 1962 éf the
Automotive Products Trade Act of 1965 or under any other
similar law, However, a supplement to his MDTA allowance

may be paid in accordance with Section 700.1 (p).
Sect. T00.18 Disqualifications.

(2) An individual may not receive any type of allowance or any
rehabilitation service under this program for a weék that
begins within one year following the date:

(1) He terminates prior to coimpletion for other than good
cause an education or training course which he was
taking in accofdance with his rehabilitation plan; or.

(2) He refuses without good cause to undertake or complete
the service proposed for him in a rehabilitation plan
after having accepted such plan. |

(3) He was deemed incligible under section 20.32(b) of the
MDTA regulations., Tﬂis disqualification only applies to
educ~tion or training included in his rehabilitation plon.

(b) An individuel who has completed his rehabilitation services
and refuses withouf 500d cause an offer of suitable work
shall be denied any allowance payments for the remainder
of his stand-by period as defined in accordaﬁ;e with

section T00.1.
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(¢) An individual may not receive any type of allowance or any

(a)

rehabilitation service under this program for a week that
begins within one year following the date a determination is
made that such individvual made a false statement or representation
of a material fact knowing it to be false or knowingly to have
failed to disclose a material fact in order to obtain or increase
for himself or another any service or allovance payment under
this program.
An individuzl may not receive'any type of allowance or any
rehabilitation service provided under this program for a
wveek that begins within one year following the week in which
such individual was terminated without good cause on the part
of the individual by the training institute or by the on-the-
job training euployer: Provided, That if an individual is termi-
sated through no fault of his own, he shall not be disquaelified
and: | |
(1) If there is'available to such individual suitable education,
training or sérvice, and he accepts such education, training
or service, his right to any cash allowances under section
700.12 may be paid for a period not t; exceed 6 veeks; or
(2). If after a period of 6 vecks has elepsed from the veek
of termination there becomes available to such individual
sujtable education, training or service, his right to
any-Cash_allcwances undex section T00.12 may be pzid
for any veek théreafter in wvhich he accepts such

education, training or service.

-
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Suppart C = Relocation Assistance

Sect. 700.20 Reiocation assistance afforded,

Relocation assistance may be granted to an individual, where a
relocation 18 included as part of his rehabilitation plan, tb.asaist
such individual and his family, if applicable, in relocating within

" New York state, subject to the terms and conditions of this subpart.

Sect, 700.21 Eligibility.

To be eliglible for relocation assistaqce arfindividual must meet
each of the following tequircmenté: ]
- (a) BHe must file an application for relocation assistance in
'~ accordance with inatructions and on forms furnished to

the individual by the St#te agency,

(b) It must be determincd by the State cgency that ‘the indi-
vidual cannot reasonably ba expected to secure suitable
employment in the commuting #rea in which he reéides.

(c) He must indicate in conmnection witn his rehebilitation plan
his willivgness to relocate to ancther prea to accept suite
~&ble work, ¢

(d) He nust have obtained suitable employiient, or & bona fide
éffer 6f such employment, affording a xeasonable expecta~
tion of 1oﬁg~term duration in thz urea in which the indi-
vidual depizes to relocaie. |

{c¢) Ee rust be entitled to uncmploynment ccapensation under a
Federai?%ew Yozk State lav,.or ruat have exhausted all

rights to such cozpensation.
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(f) He nust relocate within a reasonable périod after he applies
for such relocation assistance, or if he 1is undergoing
educacion; training or has-been referred to another rehabili-
tation service, he must relocate within a reasonable period
after the conclusion of such eduéation, training or rehabili-
tation service, provided, howevexr, such relocation nust occur withiu
the 1ﬁdividua1's rchabilitation period or prior to ‘ 1971,

whichever occurs first.

Sect., 700,22 Tirm2 within which relocation must take place.

In deternining whether en individual has net the requirement of
Subsection 700.21(F) that he relocate within a reasonable period
after he applies for rclocation assistance, or, if he 1s.undergoing
education, training or another rehabilitation seivice within a
reasoneble period after the conclusion of éuch education, training, or
gexvice, the follewing considevaticns cmong others, £hall be taken
into account:

(a) Uhethar suitsble bousing 1s avaflahble in the area of

relocation;

(b) Waether the individuazl can dispose of hi; regular place

of residence; enc

(c) Whether the individuzl or any mauber of his family 1is 111.

The reaserable porled will expire slx nonths Lroa the dute of the

.

individual's epplication for relocation assistsnce,or six months
. )
after the conclusion of his ecducation, trainiag or other rehabilita-

tion service, whichever is-applicable, unless Uhe Directoxr of the
State agency finds that tha individual has good cause for an extensiou
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of the period, In no event'may the reasonable period extend
beyond 12 months from the date of the individuzl's applica-
tion for relocation assistance or after the conclusion of
h4s education, training, or other rehadbilitation servi-..,
or beyond the last day of his special rehabilitation period,

or after 4971, whichever event occurs first,

Sect. T00.23 C(Certificntion rejuired.

Before relocation sssistance may be granted to an individual, the
following certification must be wmade:
(a) The Director of the Exzploywent Service ¢f New York State
mu3t certify that the individual has mat the require::at in
Subsection 700.21(b) and the gpplicadle requiferent in

Subsection 700.21(d).

Scet. T0O0.2L  Arounts ellc - ble for relc~iica.

In addition to any weekly relabilitation allevance an dndividual
wmay qualify for under sccticon 700.12, allcowancea for relocation rhall
be limited to:

(8) The ressonable &nd necessary travel cipenses of the {ndi-
vidual and hLis fondly, 1f spplicable, e:3 the reasounclle
ard necessary exparses of transporting the houschold goods
and personzl effects (1ot to cucced clevin ticusand pounds
pet weight) of th~ fndividual &nd his foally, £f appiiecadle,

froa his vcgpular place of residence to his hoiz {n ths area

of reclocitica, &xd
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(b) A lump sum equal to two end one-hzlf timos the aversge

weskly maaufacturing wage in elfect on the date such sun
. ,

is p‘a.id.

Sect_. T700.25 ‘Allowances' for travel.

Alloweaces for the travel of the individual and his family,

ir applicable,' shall be computed as follows:

(a) Commercial carrier. For travel by cormercial carrier the
individual shall be pn’id ‘he reasonable expenses of such
travel of himself and his fanily, if epplicable , not to
exceed-th2 cost oi‘ fha rost economical public transporta-
tlon the individual and his lfamily, if applicable, can
.reasonably be expected to take from his regular place of

residence 0 his home .in the area of relocation.

(b) Privately owm:zd sutomobile. For travel by privately o-.-;;aed
avtomoblle the individual shall be paid $0.10 par. nile
for 4he mllcage of th> usually traveled route between
his regular plece of residence end his heme in the ares
of relocation. INo additional ellowance for nuileasc sha;ll '
be poyable to ¢he individual if cccompanied by any of

bis fenlly on the geme Yrip ond in the same automobile.
If the individval cdlains for nileage uvader this pera-
graph, be ray not clainm & travel ellowance also under

paregyiph {a) of this section for hingself or for aay

P




menber of his fanmily except where a family member {or
members), Tor lack of suitable housing in the area of
relocation, or for other good cause, such as 1llns2ss oy |
school attendance, delays the family member's (or
mergbers') departure and themafter tke member (or
' members) travels separately to the xclocation arca.
If any such family mewber (or rembers) is subseguently
transported by privately owned eutuzodvile, the j.ndivi‘-
dual claiming relocaticn assistance shall be pald the
1eséer of -
(1) Ten conts per mile for thz mileage of the route
' '- traveled, or
(25 The total cost of tmnsporéing all of such family
mexbers, wiao travel in the szme eutomoblle, by the
nost economical public transportatica thut con
reﬁsonaﬁly be taken from the fanily's z;egular
place of residence to thelr home in the eres of
relocations
(¢) Fror a feully menber who is sbgent freo the femily's
reguler place of residence end must travel cepa- '
;'ately, the inddvicual claining rolocation vssist-
, ﬁncd £rall be sllowed the cost of tha most eco-
nomical public transportztion such femlly mozber

can reasonably be expacied to take {rom the place
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wvhere guch remher 48 thea staying or from the
Lanily's regular place of recidence to their houe

in the area of relocation, whichover is less,

In no case oy an individual be pald for tle truna-
portation of himself or eny wember of his ferily,
if applicable, more than c¢aca in connection with

a rclocaticen.

Ecct, 700,26 Allcimnecos for the emicnces of trans-ortin: houzohold

Allovonces for the expenses ol treasporting the houschold gools end
percon effects of an Individunl
N ond Ws Jeelly, 1T spplicable, shall be casputed &5 follows:

(o) Commrefel corricrs (1) TFor ticnocortitlcn of the housc-

-

Lold gotlc and rozcenal ¢llects of

[ad

to dodivIdr Y enl bits

L]

fanlly, &7 epnllcenble, by coirerclel cmyrics {raa the

Inddvidunl'e e 2lar pizcz of roaldsnte to hiz hore In the
erca of xolocetion, the Individual £¥2)1 o paid (he gciunl
coct of orch trranportciica, Including cuch dcertoorial
crarces (iih the excoption of churges for cuoating) oo

exrc found by Lie Sinte o cacy to be reonsanble €ad nocecfzxy,
by th2 mestl econcnlenal comciciel errrior service Lo
reocunebly cin be exected to use for such purpose. Prlore

und.sbtaizing guch {Lransporiation, 1k individuzl ruast subs

to tha Linte erency en esiinate f:o1 o concorelsl corvier,

(130}
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regulerly engaged in the handling end chipment of house-
ho?.d goods, covering the cost o'f transporting the house-
bold goods and personal effects of the individusl and
bis fanily, if such 1nq1vidual has a fanily to be‘ re-
docated. | | '

The cost of insuring the household goods and perconal
effects of the 1ndividual“aﬁd his family, if applicebley

against losa or dsmage in trancit by comercinl carrier

lsha.ll be paid by the State egency as pert of the allow-

_ ance provided for by subperagraph (1) of this subsection,

except that 1L the State agency determinzs that 1t is
more economical to transport suck household goods and
personal eficcts by payling the cormerecial carrier_ an
extya charge of $0.50 for each )00 pcunds shipred to
assune the full responsibility of & cozmon eaxrier with
respect to such household gooda and personai cffects,
such extra charge (in no case ;\“.0 exceed $55.) shall be
paid in licu of the: cost of ifnsurcaco. In exses where
fnsurence 4s obtained the individual must subaft to ths
State agency tvo bids from legally licensed insurers |
offering ¢to insure the household goods and personal ef-
fects of the 1pdivid1wl end bis famlly, if e.pplicablé )
&t least es edesquately as 1f the individual were shipping
tha houschold goods undppersénal effects of hinself exd

his family, 1f applicadble, by fvily lisble coxmon carriex.
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Tho State ageney shall exaniine the offercd insurance for
adequacy and coost and shell pay the individual the cogt
of procuring that legally adequate pdlicy of insurcnce
vhich is most econouical, exccpt that in no casc shall
a State agency pay the cost of insuring the household
goods and personal effects of an individual end his fam-
ily, if spplicable, in en auount exceeding their actuai '

value or $10,000, whichever amount is the lesser.

Traller. For transportation of the household goods and

pexrsonal effcets of the individual end his femily, if
appliceble, by trailer, or by house trailer used es &

home, the individual shall be paid:

{1) Twolve ceants & mile, covering the trailer or house

trhiler, wiere such traller or house traller is
hauled by privately owned aut;mobile, or -

(2) Th2 actual chorge made for such hauling, where the
traller or housc traller is heuled by & cormercial
carric:kegularly engazed in end equipped fo;-such

' ﬁauling. |

No allowance shall be made for a house trailer nov used

as & home or a trailer not u;ed for transporting the

household goods gnd persounsl effects of the individual

‘end bis family, if applicable. These emounts shall be

paid in edditicn to tho trensporteticn mllowence for aa
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intdvidusl spd his family, if applicable, under section
700.25 (b). '

(g) Alipwance for mlleape. Under paragraph (v) of this sec~

| tion, computation of ellowances for ﬁileage shall be
‘based on the mileage of the usuelly traveled route be--
tween the individual's home at his regular place of resi-
dence and his home in tha'argg of relocation.

Eacte TC0.27 Time and frethod of vayment.

(a) Allovances covering the expenses of travel of the indi-
. vidusl snd his tamily, if apélicable, and the expenses of
| iranSporting the ousehold goods and personal effects as
provided under section 700.2% (a) shall be pald au
follows:

(1) The appropriste allowsnce for expénses of travel com-
puted pursuent to section T00.25 may be paild to the
individuel at the time of departurs of the individual
end his fanlly, if applicabio; fron his regular ploce
of rcsidence for the arca of relocotion, or within
10 days.prior to such scheduled departure, eicapt
that the expenses of travel of o femlly member, 1f
applicsble, who travels separately may be paild to
en individual at the time of such famildy member's
départﬁreior within 10 deys prior thercto. However,

" po allovence ray be yald after 1971,
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(2) 1If the travel is to be by privately owned eutomodile
with an attached traller transporting the hoﬁschold
goodé and personal effects of the individusl end his
fanmily, if applicable, the appropriate allovance .
computed pursuant to section 700.26 (b) may be paid
“to the individusl at tha‘time of departure of tk2
individual and his fanily, if spplicable, frem his
regular place of resldence to the arsa of relocatioﬁ
or within 10 days prlor to such departure.

(3) If transportation of the household goods and personal
effects of the individual and his fomily, i spyli-
cable, is {0 be by commerclel carrier, the amouat
of the estimate for such transportation approved by
the State agency pursueat to section 700,25 (a) end

the emouat of any insurence coveriaz such household

WY

. goods and personél effects eprroved by tha State
egency sliall be cdvanced By checks in such amounts

| payable respectively to the order of the individual
and tie carrier named in ﬁuch estimate and to tha
order of the individual and thc\insurer. The checks
may bé'dclivered to the individuﬁl at the tine of
the scheduled shipuent or within loidayﬁhprior therato.

Upon complevion of the transportatica the individual

2

must promptiy submit to the State agency the orxigin
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or a certified copy of the bill of lading preparecd by

the carrier, including a receipt evidencing payment
of the tranSportation costs. The individual shall
with such submittal reimburse to the State sgzency the
amount, if ﬁny, by which fhe advance made to him for
such transportation was 1A excess of the actual.éost.
The individuel ghall be paid the smount, if any, by
which the actual cost approveﬁ by the State agency

exceeds the advance made to him for such puxpose.,

Wkere econcny of administration will result, the

State agency may make arrangeronts with the cerrier

or insurer selected by the individuzl end approved by

the State agency pursuant to scction 700.25 (a) for

transportation of the housechold goods end personal
effects of the individual and his fanily, if eppli-
ceble, for imsurance coverage of such goods during

trensit, and for payment of the cost of such trans-

portetion or Insureance coverage by the State agency

- directly to the carrier or insurer, No such arrange-

ment shall release trhe carrier from liability‘for
loss or damage to the individusl's goods.
If the transportiation of such houschold goods end

personal eifects is to be by traller which is hauled

" by a commerclal carrier, the individual must submit

(135)



3
to the Btate ageney an estimats of the cost of such
bauling from & carrier regularly cnsaced in and
equipped for such service. The emount of such esti-
mate, but not to exceed $0.30 a mile, shall be
advanced by check payable to the order of the indi-
vidual end tho coamercial carrier. %he check may be
delivered to the individual et the tire of tire
scheduled transportation"or within 10 days prior
thercto. Upon completion of the transportztica, the

- individﬁa; must promptly subnlt to the State egency
e receipted bill from the carrler evidenecing raoysent
of the actual keuling charges. Tace ifndividual chall

. with sﬁch subnitial reimburse_to the State szeney
the emount, if eny, by which the advence med: to him
fb:-such houling was in excess of the actual haul-
ing charges, f'._i‘fie woriker shell be paid the amcunt, if
any; by ﬁh;cﬁq£ﬁe actual ﬁauling charges appravcé by
the State egency, or $0.30 & mile, whichever is tre
1esscr,lexceeds the advance made to him‘for'such
_ hauling. | )

(b) ‘The Jump sum sllowance provided in section 700.2% (b)

fhell be pald to a3 1nq;vidual wnen errengerents bave

been completed for the relocation of tha indlvicduzl &nd

(136)




33
his fomily, if applicablé, end for the.transportation to
the arca of relocation of his houschold goods end: personal
effects. In no such case, however, may the lump sum
ellowance be paidto en individual more than 10 days before
the anticipated date of departure of his houeehold goods.
If the individual is not transporting any household .
goods, the ellowance shall be paid to him when he and
his family, if epplicable, have besen reloceted. In such

- &-case the relocation takes pluce when he and his fenily,
i epplicable, have actually moved to thé area of recloca-
tion, and the mere fact thal a mexber of his family
failed to move shall not mean that relocation has not

. taken place 4if there was Géod cause for such Tailure,
ﬁnless'such momber is the dnly mémbcf of the individuel's

family .

Scete T00.28 PRolocation essistance roceived in good foith,

(a) Any relocation allowance provided by section 7950.2k (2)
received in good faith by an individunl for traancporia-
tion which has bzen complcted.éhzll not be deencd to dbe
an overpaymant if it sudbscquently develops that the re-
docation 15 not completed, c;cept that the allovance
shall be decied an OVcrpnyygﬁt if %he feilure to cou-

plete the xalocation is attyibutable {0 the individual
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and he did not have good-cauce4for such feilurc. Aay o
~ such relocation allowance received by an individual for
trﬁnsportation which is not completed ghall be deered
an overpayment even though eguch allovancs was recelved
by the individuel in cood faith. |
(b) Any lump sum allowance provided for by saction TC0.2% (b)
shall be considered en overpayment and may not bz waived
by the Stave sgency which made the paymént if it cubse-
quently develops that tha relocation is not completed,
even though the irdividual recelved such ellowcuea in
good falth.
(e) My éverpaymcnt under paragreph (a) or (b) of this sec-
“tion cehall be recovercd by repsywsnt in cash to the State
agency or by offsoet azeinst eany cash ellowances dﬁe the
individual.
(a) whe relocation shall be deemed to be coapleted when the
individual and his family, if epplicable, end his house-
hold goods and rersonal effgc?s rave becn transported
from his reguler place-of residence to the aran o; raloca~
tion. When no household pooils are being trensported,
the rclocation sh2ll be duened to be completed when the
individual exd his fexily, if epplleable, actuzlly
move to the arce of relocstion end there esteblish e

residence, Tihe moxa fact that & member of the individ-

e
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ual's family failed to move shall not mean that the re-
location was not completed if thero was good cause for

such failum, unless. such membgr is ths- only weomber of

tbe individual's family.
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Subpart D - Overpaymenta and False Staterents.

Sect. 700.30 Penanlties.

(a)

(b)

(c)

(d)

Whoever wmskes a false statexent or representation of a
material fact knowing it to be false or knowingly fails

to disclose a material fact in order to obtain or increase
for himself or for any other indfvidual any service or pay-
ment shall be subject to criminal prosccution by the

U.S. Attorney {n accordance with cection 1001 of title 18
U.S. Code, Annotated,

Whoever fraudulently procures, forges a signature or en-
dorsuaent, or waterlally alters any warraut (chock) which
has becn proccesscd for payi:ant of any sexvice or allowzuce
is subject to criminal procecution by the U.S. Attorncy

in accordiuce witﬂ section 495 of title 18 U.S. Code, Annotated.
¥henover the Statﬁ agenecy concludes tlct en irdividual

has obtafued pay.ent wader the conditions cxulsting in para=
graphe (3) and/or (b) ohove, the State agency will corsider
criuinal prosccution in accordauce with the provisions of
scction 7500, part V, ES ho.:al,  If the U.S. Attorncy
declines prosccution, the State should considewr prosecution
{n State or local courts fn accovdance with the provicionghf
State law.

Nothing in tuils séction wvill be censtrued to f:pair or
divinish the suthority of any Stute to cnset or enforca eny
lew with xespect to falece statc.ants or pisrepresentaticns

or nondisclasures of rwauterisl facts v-fa to a ropresentntive
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of the State to obtain or increase payments to any

individual.

Sect, 700.31 Overpayrents,

(a) Fraud. If the State agency or the Secretary, after an
opportunity-for a fair hearing, or a court of competeat
Jurisdiction finds that any person:

(1) Has made, or has caused to be rade by another, a false
statemant or represeatation of a rmaterfal faoct knowing
it to be false, or has knowingly failed or caused
another to fail to disclose a waterial fact; end

(2) As a result of such action has received any service or
payment under this program te which he was not entitled,
such perxson shall be liable to repay such coet of the
actual service or the aicunt of such payuent to the
State agcncyzsr the Secretery, ao the case ncy be, or
the State &cgency or thé Secrutary 1y recover guch
eaxount by dcductions from ary &oounts payable to such

person under tue p;ogrs;.

(b) Absonce of freud, Exucept as provided in gection 700,28,

where thiecre has been an overpaycent to any persca but no

findinz by the State agency, the Secxetary or a court of

competent Jurisdiction that there hos becn an fnmteut to

defraud, the detezmlinztions spacified below shall be nada

under the State lous |

(1) ¥hether he gh:ll be liable to repay such ovorpayaent
in cach, or
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(2) Whether he shall be peraitted to offset any future
azounts payable to him under the progrem, or

(3) Whether a waiver of such overpayment may be peruitted,
\

(142)




ghrort E -- Daterninations cn? Pawiew

€a2ct. 700.40 Datorminatiens.

(a)
(1)

(2)

(3)

(%)

(5)

(6)

Tho Staté ageacy shall determing:
Whother en individuel is qualified to reccive rehabilitation
accictence and mects the qualifyinz requirerents specifiel in
section 700.11;
Viether a training facilit} is cutside thz ccmmauting area of an
individual's regular place of recidence, end in raking tnis
deteornination the State ag2ney chall taic into sccownt the die-
tance, tine, and cozt involved In trcocveling to ond froa tho
facility, th2 ectablished lebor rarliet erca, local ypraciices,
and patteras of placc-of-work &nd plece-of-residence;
Tue exowat of the weelkly rehebilitation asclstance with resiect
to celuctionc. Such.dc‘crzinﬁtlon should be nmaée 4n accedence
vith cection 700.16{"{.”

e
whether en inlividunl hes recelved eny Quplicate payrmintls 4n
gccordance wiih gectioa 700.17;

Wasther an Indivicuel has gotdlesvce in refusing ox falling to

coplete eay rehnbilitatioﬁ\ggfvic: ineluded in the ronnbhilita-
tion plan doveleped for such dndividual by 4ho Stnte gZeacy;
wactlor en 1ndividusl hes ool cause for yrefusinz cultadle work
vhen k2 bne conpletzd his rolinbhilitotion soervice anid s clolin-

ing ¢scisiance during his ctond-dy prricd;
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(1)

(&)

(9)

(v)

(c)

(@

(e)

ko
Yhether an individuel has made any false staﬁcments or misrepre~
seatation of a material fact in orﬂér to obtain or increcase for
himself or another any service or allowance under title XXI;
¥nether an individual who 1s taking education, trainiang or ca-the-

.

Job training end who fails to continue or is terminated for un-

satisfactory prozress in such training, had good cause for such
OTT“’ﬁrm‘.‘flw) ’

fallureA The determination relevant to gocd cause srall be

nmade only after the State agency obtalns all neeessary informa-

tion from the training facility and the individual; end

A1l 1ssuca raiscd with respect to entitlesent io or amount of

rchabilitation asslstance, relocation essistance, end subéistonca

and transportation allowmnces.

The training faeillty shall determine with recpect fo &an inﬁivid—

usl who is wundergolng training whather such individual is mexing

satisfactory plO"rOSS, and if anot, it shall tcrﬂinnte the indivia-

ual end promptly co rtiﬁy its detrermination to th: Siate agency.

The State egency will furnishlinstruCtions and forns for usc by

the treining fecilily in ﬂ~&in3,LCb°1ﬂinﬂbiOLa ﬁnder parazraph

(b)‘a ‘

Daterminctions of the Stete *ﬂnCJ’shnll confor:i to standards end

eriteris thst muy be reguired by the- foeretary and to proccdent

deciscions publiuh d by the Seerctary.

The State agency shall give notlce ih writing to en individuzl

344

of any determination denying en a2llowance, paynent, or cervie
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Every notice shall cléarly state the reasons for the denial
and advise the individual of his right to reconsideration or
review. Notice of the determination shall be personally
deiivered to the individual or mailed to his last kno“.rn
address.

Section 700.4l1 Recons.deration or review of a determination.

(a) Training facility. A determination of a training facility may

be reconsidered or reviewed by the facility in accordance with

its rules and regulations, which must meet the approval of the

Secretary of Labor or the Secretary of Health, Education, and

Welfare, whichever is appropriate.

(1) Any determination macde upon recconsideration or review by
a training insfitution shall be final and conclusive.

(2) A determination by a training facility conducting approved
on-the-job training which terminates a traince from train- -
ing because of unsatisfactory attendance or unsatisf_actory
progress without good cause, may be reviewed with respect
to the 'good cause'' issue upon réquest of the trainee made
within 15 days from the effective date of the termination.
Such;request for review shall be filed throﬁgh the local
Bureau of Apprenticeship and Trainiﬁg represcntative to
the appropriate State agency w‘hich shall revicw the ''good
cause' issue of .the termination insofar as it affects the

trainee's future eligibility for rehabilitation allowances.
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State agency. Any determination of a State agency with
respect to rehabilitation allowances may be reconsidered by
the agency and shall be appealable under the State's regular
administrative éppellate procedures provided under State unemploy-
ment insurance law, Determina£ions concerning selection or
referral of individuals for SPRUCE rehabilitative services shall
not be subject to appeal. Individuals shall be advised by the
State agency of their right to reconsideration or review by the
Secretary of final determinations with respect to rehabilitation
allowvances rade in accordance with the State's adminisfretive
appelléte procedures.

Toe Cecretary. Any determiration with respect to rehabilitation

allowances mey be reconsidered in accordance with such procedures
> ;

as the Sccretary has established, and ag roconsidercd chall be

subject to review by the Secretary as preccribed in this section.

Review by the Secretory.

The Secretary, upon request of a trainee or a State agency, shall,

or upon his ouvn motion, mey reviecw a decision of the authority in the State

that has final adminictrative jurisdiction of appeals Tiled under the State

~

uncmploynent insurance law.

(2)

Any request for review by a troinee or a State agency nust be

filed within 15 days from the date of meiling of the decision vhich is to

be reviewed. Forums for this purpose will be provided by the approvriate

State agensy or by the Secretary, as the case may be, Requests for review
. . [t}

may be filed tarov;h the appropriate State agency for transaittal to the
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Secretary of Labor, United States Department of Labor; Washington, D.C.,
20210. Extensions of time for filing requests may be granted if good
cause is shown.

\3) When a request for review is filed, the State ageﬁcf-or the repre-
sentative of the Secretary, as the case may be, shall forward the entire
‘record upon which the determination to be reviewed was based, to the Secre-
tary of Labor in Washington, D.C. The review by the Secrétary shall be
conducted on the basis of the record forwarded to him.

| (4} Upon review the Se;retary may affirm, modify, or reverse the
decision or may remand it with direction for further hearing.

(5) The Secretary may on his own motion gef;eﬁ any determinationlmade
under the Act (except as review is otherwise preclud2d by this section)
after all administrative remedies provided under this subpart have-been
exnausted. If ubon such reviéw the Secretary‘determines that the action
taken with inconsistené with the rules, regulations and proéedures sromul-
gated, he may reQuire an appropriate modificatioﬁ_df such determination or
action.

(6) The Secretary's decision upon review shall be fiual and conclusive.

(7) Decisions by the Secretary shall be cent by certified mail to all

parties at their last. krown address.

(147)



Part 3

| Training}Manual




CONTENTS

Introduction

Organization

Procedure

Types of services

Operations

A.

C.

D.

SPRUCE forms

1. SPR-1X (Profile)

2. SPR-2X (Characteristics)

3. SPR-300.1X and 300.1X-2 (Job Search Assistance}
Training in use of D.0O. T. Codes

Preliminary interview

In-depth interview

Employment counseling

A.

B.

Introduction

Counselor's duties and responsibilities

Procedure

1. Determining need

2. Selection of service agency
3. Counseliryg during service
4. Case records

Illustrative case histories

149

151
151
152
152
156
156
157

159
163

166
166
166
167
167
169
169
169

170



TRAINING MANUAL
SPRUCE PROGRAM Page |

Introduction

Since the inception of the Federal-State unemployment insurance (Ul) system
in 1935, ways have been proposed to Congress to remodel and improve it to
meet the changing needs of a changing economy. Recently, a new program
called Special Program of Rehabilitation for Unemployment Compensation
Exhaustees, designed to enable the system to better cope with the needs of
insured workers who experience long-term unemployment, has been proposed.

Although unemployment beneficiaries have enough recent employment
to establish their benefit rights, many have some inadequacy or problem
that so hampers their reemployment that they are still jobless and seeking
work when they exhaust their UI benefits. Because of their benefit status, they
may be overlooked by the various special programs for the disadvantaged, and
may not be included in the groups entitled to priority service. Yet these
people may very well need training, guidance, relocation, relatively minor
medical help, or other rehabilitative service in order to avoid becoming a
part of the long-term hard-core unemployed.

SPRUCE is a program that will concentrate on this '"disadvantaged"
Ul claimant population, providing a full spectrum of employment security
services and special services to meet its needs. It will utilize UI office and
staff relations with UI recipients to help these people gain reecmployment and

reduce long-term stays on Ul rolls. »

Organization

The purpose of Project SPRUCE was to pretest the efficacy of proposed
legislation to provide a wide range of rehabilitative service to potential UL
exhaustees. It was 2stablished by the Division of Employment's letter of -
July 2, 1969, to Assistant Manpower Administrator, Robert C. Goodwin,
accepting his nuthorization to undertake it for a 2-year period,

Project SPRUCE was inaugurated in Buffalo on August 18, 1969, and
was conducted in three phases:

Phase I, Planning, '"Trial Run' and Review

Phase 1I, Ful: scale operation

(151)
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Phase I1I, Followup and final report

The SPRUCE project was controlled by Federal ""Regulations of the
Secretary of Labor Implementing the E and D SPRUCE Project. "

The SPRUCE organizational chart (see next page) shows the organization,
line of authority, and staff advisory status of the consultative Central Office
Unit {(Methods and Procedure, Research and Statistics and ES Special
Services. )

The SPRUCE staff was selected, and the supervisory staff (designated
as the onsite Work Committee) together with the regular staff planned all
procedures and drafted forms to inaugurate the program. The consultative
central office units were utilized for advice on procedures and planning and
all procedures and forms were submitted to Central Office for formalization.

The Work Committee established a list of community agencies and their
services to be used as a guide for the project staff in seeking and providing
the types of services that might be required to improve a claimant's employ-
ability.

An advisory committee consisting of representatives of some of these

outside agencies was established in order to develop cooperative contacts
with community resources for needed supportive services.

Procedare

A Procedure Manual for SPRUCE Cperations has been compiled. (See SPRUCE
Procedure Manual.) Included in that manual are forms, flow charts, Federal
regulations, payment procedures,-.and staff duty assignments. Aithough
reference is made in the following material to various parts of the Procedure
Manual, the key forms discussed are also included in the following pages.

Types of Services

Types of services offered by the SPRUCE program are divided into two
categories as determined by the Employability Classification of the claimant.
By specific criteria described in the "Forms" Section (SPR-2X) of this manual,

(152)
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, claimants are designated either Grouap I or Group II by employability. The
types of services offered to the claimants follow:

Group I Services (for the job-ready):

Job Referral and Placement: For the person who has marketabln
skills, whose only problem is need for a job. '

Job Search Plan: For claimant with marketable skills who has
a problem in looking for work. The plan must be geared to
claimant's individual circumstances, be related to his skills,
and the demand for his skills within the community. It must
take into consideration hix wage needs and the prevailing:

wage in the community. It may also consider his appearance,
and instruction on how to apply for a job. (See Section VIII --
QOutline of Job Search Plan.)

Job Development: For the person who has marketable skills
related to specific jobs fcr which the demand within the community
is limited and confined to specific industries. May also be used
for those whose skills do not fully meet job requirements, but
could possibly be used with minor job adjustmeunts or allowances
on the part of the employer.

Group II Services (for those not job-ready):

Counseling: Performed by qualified counselors and may cover
all claimant's personal and job problems, to assist him to
arrive at a suitable solution,

Education and Training: Includes State and Federal programs,
individual contact with State-approved schools and agencies,
on-th~ -job trainiag, etc.

Rehabilitation, Medical: Includes medical, surgical, dental
and psychological service and visual, hearing or orthopedic
aids to assist those claimants whose employab111ty is adversely
affected by needs for these services.

. e | (154)




P
CLAIMANT FLOW CHART age >

b

it
>

Local Insursnce Office

Refer Designated Claimants
to SPRUCE Office |

SPRUCE fflce

Al1]1 Who Meet Criteria

Issue Profile Form SPRX-1

List Nemes and S.S. #'s

Certify Claimants Referre;ﬁ
Screen in
Screen Out }
S
creenIn _. . Screen Cut
¢ : —3{ A11 Who Do Not, Meet Criterial—
Schedule Preliminsry Interview Return to Local Office
Prelimin nterview :

Employability Group I
Services

Certify Claimants to Benefits

Finsl Screen Cut Ai Final Scré;h Out B r“

Complete Charscteristics Form :Return to Local Ofxlce'

Schedule for In-Depth Interview T T s s =

In-DepthlInterview

Certify Claimsnts to Benefits
Obtain & Record Pertinent Information

Assign Employability Clsssification

Employability Group II

Rehgbilitation Services

Job Search. Plan (
Job Development
Referral
Placement

—3 Counseling

Education & Training
Rehabilitation, Medical
Rehabilitation, Other
Relocstion

Other ES Services

1

Y
LSuitable Fmployment
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Rehabilitation, Other: Services other than eduacation and
training and medical aid needed to improve claimants'
employability -- remedial education, for example.

Relocation: If a rehabilitation plan includes relocation, a
claimant may be relocated within the State, provided he meets
the prescribed eligibility requirements.

Operations:
Refer to Section IV, "Operations, " of SPRUCE Pr0c_e'dure Manual.
A. SPRUCE Forms
1. Claimant Profile, SPR-1X ‘ : !

Purpose: Preliminary form given to claimant at initial contact with
SPRUCE to record basic claimant characteristics, employment
history, unemployment insurance status and enrollment decision.

Questions 1 through 10 are self explanatory.

In the space marked "For official use only': (to be completed at time
of Preliminary Interview) '

Certify to week of - is the Sunday date for the end of the week

to which claimant has last certified for UI benefits.

Code is ethnic group code as it appears on item #22 on SPRUCE
claimant characteristic form SPR-2X

1. White (except Puerto Rican)
2. Negro (except Puerto Rican)
3. ©Puerto Rican

4. American Indian

5. Oriental

6. Other

(156)




t‘: n‘% NEW YORK STATE DEPARTMENT OF LABOK Page 7
Sor-t Division of Employment
200 Franklin Street
Buffalo, New York 14202

CLAIMANT PROFILE - L.O. 71 and L.0..72

b alebe 1

— e -

TO CLLAIMANT. Please answer the questions on this form and bring it with voi on vour next reporing date to
Room 201 - 2nd Floor.

1. Name . . ) ) . . . Date

. Social Security Account Number

(- T -]

. Age (last huthday) . . Male [J Female [J
4. Do you have adefinite job to return to® Yes [] No [ If yes, whep
Back 10 lést employer [ Promised other work 0

5. Oceupation

h .(JOF TIIT.L E).
6. Name of last emplover .
Leugth of time in his employ

7. Urion memhet?  Yes[ ] No[) Union .

n;lAME) (LOCAL NUNMBPFE W)
8. Length of time unemployed? s .. .. weeks.
9. D you feel that you nee-d help in finding a job»  Yes[] No O

10. To be answered by female claimant only:

a. Did you get married during the past vear? Yes [J No 0O
b. Are you pregnant? Yes ] No [J

This Space For Official Use Only

Certifying to week of e . . . . Code
Certification no. ... Have weeks of certification heen continuous? Yes{J no (]
P.D. marked on L.0. 318? Yes (1 No [J
[ Enrolled [J Not enrolled
(J Referrable [(J Age 0 Umeoen-attached
(3 Needs job assistance {J Employer-attached {0 Othe

Explanation .- if necessary: .. ... ...

‘1X (3-70) (157) Interviewey Date
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Certification No. i3 the number of Ul benefit checks last certificd
to by claimant.

P. D. marked on LO 318 indicates whether claimant is on a ''permanently
deferred' status in relation to reporting to Employment Service Office

to register for work. P. D, claimants are generally firmly attached

to labor market and are automatically screened out of SPRUCE.

Enrolled: if questions 1 through 10 indicate that claimant should be
enrolled, continue the preliminary interview per outline of Preliminary
Interview to determine if claimant is referrable or needs job assistance.

Not Enrolled: indicate reason for screen-out, explaining ''other"
category in Explanation space. :

SPRUCE Claimant Characteristics - SPR-2X
Purpose: This form is used in Preliminary Interviews to record
basic characteristics and to make proper employability classification.

It helps to identify obvious needs.

Most items on this form are self-explanatory. Those items requiring
special attention are as follows:

12. No. of Dependents

a, Head of family should claim all persons financially
dependent on him for support, including himself and
spouse as dependents.

b. A spouse who is not head of family and not a primary
N wage earner has ""O'" dependents.

c. A single person living at home who is not head of
household, but who is a primary wage earner has "'1"
dependent, himself.

17. Income

a. Claimant's estimated earnings for past calendar year.

(158)



1. Nome:

Last

SPRUCE CLAIMANT CHARACTERISTICS

Page 9

First

=
" Middle

' T lo. Soc. Sec. Acct. No.

’2 Address:
:ig.,‘

2a. Phone No.

3. Also Moy be Reoched at or Through:

TSO. Phone No.

|
9. Moritol Stotus

4. Age _ 5. Sex 6. Physicol Hdcp.|7. Vet. Stotus | 8. Highest School Grode
(lost Birthdoy) 1 Male 1Yes 1 Vet. Cgmpleted 11 Single 3 Widow/widower
2 Femole 2 No 2 Non-Vet. B Morried 4 Div./Leg. Sep.
10. Heod of Fomily or [11. Primory Woge |12. No. of 13. Estimoted Average Hourly |14. Yrs. of Goinful Employment
Heod of Household Eorner Dependents Eornings on lost full time ]
0 4 job- Under 1 yeor
1 Yes 1 Yes 1 5 2 1-2years
2 No 2 No 2 6 $ per hour 3 39 years
3 7 & over 4 10 years & over

15. Weeks Unempioyed

Lost 12 months
Current Spell

Recipi
1
2

16. Public Assistonce

ent in Family
Yes
No

17. Income: Colendor year 1969

C. Number in Family

A. Cloimont's estimoted eornings ~ §
B. Estimoted totol fomily income 8

18. Ind. Code : 180. Primary Occupotion Title

|
L

118b. DOT Code.
!

T9. Tnd. Code | 190. Lost Full Time Job Title

I
M|

N
| 19b. DOT Code
|

L

* | Seosono!

70, Reoson for Becoming !Jnemployed

5 Technological | 07 Ngpe 06 Obsolete Skill
2 |"°9f’l°r 6 Frictional 02 Too Old or Too Young 07 Heolth
3 Cyclicol 7 Re l:::ﬁ:yobility 03 Lack of Education 08 Personal
4 Structurol 04 Lack of Skill Troining 09 Transportation
05 Lock of Experience 10 Child Cere

21. Borriers to Reemployment (primary borrier circled; secondory ynderlined if importont)

11 Core of other Family Member
12 Conviction Record
13 Gornishment

14 Other (Specify under Remorks)

22. Populotion Group 23. B.Y.E. ]24. Family Béiow 5. H.R.D. Closs fication 26. Employobility
1 White (exc. Puerte Ricon) Date Poverty Level 1 Yes-PA (ltem 16) Job Reody Not Job Ready
2 Negrs (exc. Puerto Ricon) (per 17 B-C) 2 Yes-Poverty (24) & Age (4) {1 1A 4 I1a
3 Puerto Rican 1 Yes 3 Yes-Poverty (24) & Hond|c¢_:p (6) 2 IB 5 1B
4 Ameri Indion 4 Yes-Poverty (24) & Educotion (8) 6 TG
& Americon 2 No 5 Yes-Poverty 224{ & Pop. Gp. (22)| 8 IC e
5 Oriental . 6 Yes-Poverty (24) & Combinotion
6 Other 7 Yes-Speciol 8 No -
27. Remarks: (In re Item 21/14; or refusol of SPRUCE service; or other detail) ....cccccc. ey evvainn.
|
N
Interviewer Dote

o SPR-2X (3-70)

- N.Y.-Dept. of Labor-D.E.
(159)™°
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- b. Estimated total family income includes all income of
persons whom the primary wage earner in family
claims as dependents.

¢c. Number in family: total number in family, including
all dependents and all persons whose income is included

in question 17 B.

' ~ 20. Reason for becoming unemployed

Types of unemployment

a, Seasonal: unemployment based on a usual decrease in
demand for goods or services at a specific period during
the year.

b. Irregular; unemployment based on the sporadic demand
_ inherent in the production of certain goods, the performance
of certain services, or the availability of certain contracts
or materiéls; or on unforeseen events -- fire, delays in
prior processing, etc. -~ which interrupt an otherwise
regular production process; or on work-sharing arrange-
ments. ‘

c. Cyclical: unemployment based on the contraction or
slowdown of the general econormy affecting different
industries in tuarn; it is triggered by tight money,
inventory accumulations, etc. '

.d. Structural: unemployment based on either a shutdown of
plants because of industry migration, or on a change in
an industry's staffing pattern or in the size or number
" of its firms; such changes may be triggered by credit
and financial difficulties or by longrun changes in demand
for product, in mode of marketing, in use of materials,
in union influence, etc.

e. Technological: unemployment based on change in the

techniques of production, reducing the need for certain
occupations, skills, or talents.

(160)
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f. Frictional: unemployment based on the trial-and-error
process by which individual workers and employers seek
to find the right match of man and job; such unemployment
may occur upon a worker's entry or reentry to the labor
force, or because of his dissatisfaction with wo rking
conditions on his former job, or because of his employer's
decision to replace him,

g. Reduced employability:. unemployment based on impaired
productive value of the individual worker because of his
physical, mental or emotional condition; i: is triggered
by aging, illness, handicap, accident, pregnancy, etc.,
or limited availability because of increased family and
home responsibilities. '

26. Employability: There are two major occupatidnul groups,
each of which is broken down into three subgroups as follows:

a. Groupl. Job-Ready, requiring placement services only

, ' IA. Marketable skill or competence, without impediments

IB. Marketable skill or competence, but with personal
impediment which is: 1) not eradicable, 2) unrelated
to job performance and 3) precludes attempt at
upgrading, retraining or skill conversion.

IC. Skill or competence not in demand locally, but
warranting statewide and out-of-state clearance.-

b. Groul; II._ Not Job-Ready, requiring client service
prior to placement

P ITA. Marketable skill or comnetence, but with a personal
impediment to be corrected for employer acceptance.

IIB. No marketable skill or competence, but without
personal impediments to employability.

(161)
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IIC. No marketable skill or competence, but with
other personal impediments to employability.

Note: The classification IB refers to cases of client weakness
in which the choice between IB and.IIA is the responsibility

of the staff, applying its professional judgm'ent. The classifi-
cation IC refers to cases of market weakness in which the
choice between IC and IIB should rest with the client.

It should also be noted that the classification IB includes
those individuals with impediments that cannot be corrected,
but which do not preclude placement. Individuals classified
IB should be given more consideration than just job referral,
as they probably face unique problems in their job search.

" 3., Job Search Plan, SPR 300.1X, SPR 300.1X-2

Purpose: To provide a record of specific job-search planning,
activities, and results. To be effective, the plan must
be designed to overcome the impediment that is hindering
the claimant in finding a job.

The Job Search Plan form is in two parts. One (SPR .00.1X-2) is

for the purpose of evaluation, the other (SPR 300. 1X) outlines the

contact with the client. It is necessary first to find out and record

the person's previous efforts to find work. From this, together

with other available information, the reason for his not being successful
- should be identifiable and recorded under '""What is client's problem? "

On SPR 300. 1X, the action information of the Job Search Plan is
recorded. The section ''Instructions to client' should contain the
interviewer's suggestions to help him solve the client's problem and
list the contacts to be made in the search for the kind of iob that will
come closest to his occupational goal. The section '"Contacts' includes
the date of contact, who made it, how and what happened. Evaluation
of this information will point out the reasons for success or failure

of the plan. If a new plan is agreed upon because of the previous
plan's inadequacy, a new set of forms should be prepared.

o R (162)
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_Date

;ig
.

Interview

NA.N]E > - S.SO#

 What has client done to look for work prior to Job Search Plans?

What is clients problem?

Evslustion

E}

EE). 1X-2

IToxt Provided by ERI

- (163)
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JOB SEARCH PLAN Number
Date
Interviewer
NAME = - C o ' . S,S.#
(Dot)
(Vol)
OCCUPATIONAL GOAL: : Page (IIT)
Instructions to Client:

' . CONTACTS
FMPIOYER =~ Date By Whom? .. ._How? _ Yhat Hzppened?
Nzme Claiment Phone
Addrass ' / L/

- Interviewer Vigit ' _ _
Phone# Y A SSRy A A
Name ' Clgimant Phone ‘
Addrec=g _ Y4 yavs
- Interviewer Vigit
- Phone# aA _LL
Neme Claimsnt  Ppone
Address . LS LS .
Interviewer Vigit
Fhone# _ LL Lot
Name Claimant Phone
Address L/ yav4
: Interviewer Visit
Phone# A4 L/
Neme =~~~ — Claimant _ Phone
Address L/ yavs
. - Interviewer Vigit
Phone# 1/ A
Name - - Clgimant Ppone
Address L/ yavs
_ Interviewer Vigit
- Phone# '
Nzme : Clgiment  FPpone
Address L/ LS
. Interviewer Vigit \
Phone#- L/ L/ L
(164)
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\

SPR 300. 1X is prepared in duplicate, and the duplicate copy is given ...
to the client to record his agreed-to action. At each succeeding

visit -- Job Search Followup -- both copies of the SPR 300. 1X will

be conformed so that the client has the same progress information.

SPR 300. 1X-2 is prepared without duplicate and retained in his
folder. (It is felt that this-information would be of no benefit to the

client; in fact it might have an adverse effect.)

For procedure on Job -Search Plan prepa'rafion, see SPRUCE
Procedure Manual Section VIII.

Training in use of DOT codes.

All ES staff is familiar with job titles and corresponding codes used in

categorizing claimants for service and placement.

Note: Spe'c'ial training should be given to UJI Claims Examiners’in this
program in the use of DOT codes and job titles. UI personnel are normally - ,
not well-versed in this particular coding function and, as it becomes an

integral part of SPRUCE services, coding must‘be complete and accurate.

’

Preliminary Interview

When claimant makes his initial contact with SPRUCE, the first or
Preliminary Interview held is tc determine whether or not claimant meets
criteria for enrollment and to gather general inforrmation and personal
characteristics to establish a background history for the record. Outline
of Preliminary Interview (See page 7, SPRUCE Procedure)

‘In-depth Interview

After c1a1mant has been enrolled in SPRUCE as a result of the Pre11m1nary
Interview, he is scheduled for an In-depth Interview. The purpose of this
interview is to elicit and record pertinent information which will clearly
define problem areas and form the basis on which needed available SPRUCE

services are offered,
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Special consideration must be given at this time to the Employability
Classification assigned to claimant during Preliminary Interview. A
reevaluation of this classification should be made, and if any change is
necessary it should be made at this time and the facts entered in the
record. It should be emphasized that the Employability Classification
will determine the type of services offered and, therefore, the accuracy
of this classification is of utmost importance. '

QOutline of In-depth Interview (See page 9, Procedure Manual)

Employment Counseling

A,

Introduction

The counselor assigned to the SPRUCE project is responsible for assisting
a Project enrollee to recognize and understand the problem(s) impeding
his employment and to suggest, discuss; and assist him in the selection

of a remedial plan that will best solve the problem.

Coanselo{"_s_ Duties and Res_p_onsibilities

l.  Duties ‘ v o J—

a. To assist an experienced enrollee who must change, or who wishes
to change, his occupation; to select and explore fields of work
related to his education, training, experience, physical capability,
economic needs, and interests; -and to help hirn develop'a plan
that most nearly fulfills his needs.

b. To assist an inexperienced enrollee or one with no marketable
skill, who has potential, to review and evaluate his qualifications
for various occupations, to select a suitable occupational goal ‘
and formulate plans to attain that goal.

! ) R 3 ]
c. Toassist'an enrollee whose personal problems are impeding

his employment, to recognize, understand, accept, and make
the necessary effort to solve them.
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Note: The counselor will accept referral of claimants identified

as having these types of problems by the Employment Interviewer
and Unemployment Insurance Claims Examiner. He will schedule
each referral for consultation. (A minimum of 60 minutes should
be allowed to provide ample time for full and relaxed discussion. )

2. Resncnsibilities

—tly,

a. Consider in-depth problems of all enrollees referred to him.

b. Maintain counseling appointment schedule and operate within
time allowed to avoid unnecessary claimant waiting time.

c. Identify needs of counselee, discuss all problems with him fully
and make sure that he recognizes and accepts them. Do not '
project Counselor's solution; it must be a joint solution.

d. State clearly, in writing, the precise reasohs for selection and
referral to other agencies for remedial assistance, including
help in education and training.

e. Maintain a complete list of all supportive rehabilitative agencies
~ serving the area with the services available at each.

f. = Maintain a list of apprbved educational and training facilities"
; serving the area and the kinds of training available at each.

g. Maintain a list of ongoing and proposed State and Federal programs
operating in the area and the requirements of each.

h. Maintain a complete, fully documented, file of each counseling
r e. (See F below)

C. Procedure

1. Determining Need
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Education and Training

The Counselor will determine the enrollee's capacity to absorb
and benefit from the selected education and/or training program.
He will carefully consider the enrollee's educational background,
acquired skills, interests, and goals, using approved attitude,
proficiency and interest tests as may be required. These con-

.- clusions will be related to his selected education or training

program to help determine validity of choice. After establishing
his capacity to profit from his plan, the Counselor will contact

~ the agency providing the selected program and arrange an

appointment for him with the agency for review, evaluation,
and acceptance of the enrollee.

If the enrollee does not appear to be qualifiéd for the selected
plan, further counseling may be necessary to choose an alternate
plan. If an alternate plan is agreed upon, proceed as above.-. )

If it is determined that the enrollee will not profit from further
education and training because of lack of qualifications or interest,
the reasons will be discussed with him and recorded in his case
folder. Cases resulting in inability to arrive at a suitable plan
and those involving the enrollee's refusal of remedial service
must be carefully documented. These cases will be reviewed and
approved by the Senior Counselor and/or Project Director. The
enrollee will be transferred from the Project to his regular
Unemployment Insurance and Employment Service Offices.

Rehabilitation, Medical |

If correction of the enrollee's need is determined to be medical
assistance and it cannot be taken care of through the enrollee's
personal resources, the Counselor will verify the need through

.. available medical records and evaluation and will arrange for

service through existing State and/or Federal programs. If
these State and Federal programs prove inadequate, the remed1a1
service may be sought through private agencies.

If the enrollee refuses medical gservice, the reasons will be
documented and he will be transferred from the Project to his
regular Unemployment Insurance and Employment Service Office.
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Remedial medical plans are subject to review and approval of
the Senior Counselor and/or Project Director.

c. _gu_ehabilitation, Other

Plans in this category will be made and executed in the same
manner as outlined above and are subject to the approval of the
Senior Counselor and/or Project Director. Examples of such
service are remedial. education and qualifying for a high school
equwalency diploma.

2. Selection of Service Agency

If the prdblem requires the services of outside agencies, State and
Federal agencies providing the needed serv1ce will be considered
first.

Caution: Elapsed time prior to enrollment in, and/or completion
of, the service is an important consideration both because of

time involved and cost of the service rendered. If the time _

. required by government agencies appears to be excessive for the
T services to be rendered, the advisability of using private agencies
" should be explored. The case should then be referred to the
Senior Counselor and/or Proj-ct Director for approval of agency
T choice.

3. Counseling During Enrollment in Service Agency

Counseiing should be available to all claimants enrolled in remedial
- services, including training and education. Periodic consultation

chould be arranged to evaluate progress, detect and correct regressions
as they occur and to support and encourage the c1a1mant in h1s

endeavor.

4. Counseling Case Records

Each counseling case must be supported by a complete documentary
‘recotd including the: following information:

l. - Who is the enrollee?

R
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2. What are his problems?”

3. What are his plans”? Goals?

4. What can he do for himself?

5. What is the proposed rehabilitation plan~?

6. What services and/or agencies will be used?
7. Dates he will start and complete his plan.

8. If there is waiting time before service is scheduled to begin,
how will it be used?

9. Results of periodic checks of progress in plan.
10. If plan is altered, why?

-

11, Record of each contact with claimant showing date, reason for
contact and result.

D. Illustrative Case Histories

Mr. R.

Mr. R, is 25 years old, single, self-supporting, and living at home with his
parents. Claimant is neat, quiet, cooperative, in good health, and very
anxious t0 become employed.

Claimant graduated from vocational high school in a course for
Ajrcraft Mechanics. He spent 4 years in the U.S. Air Force as an aircraft
mechanic and then worked 2 years afterwards as an aircraft mechanic at a
small local airport.

Claimant was laid off; his problem was lack of openings in a field in
which his skills will be utilized.
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Claimant expressed a desire to change occupations; his long-range
goal was a career as a metallurgist. Toward this end, claimant was taking
evening math courses at a local college. He felt that a related skill like
welding would be helpful, particularly since his father owns a business in
which welding could be utilized and this would assure him a job.

Claimant was enrolled in a welder training course in the State
Community Urban Center at Troy, New York. (No local welder training courses
were available.) Claimant expressed a desire for this training, even'to the
extent of selling his car to eliminate car payments, enabling him to 11ve on
SPRUCE allowances away firom home while in training.

.Claimant completed his course ahead of schedule with an excellent
record. _Upon advice of his instructors and guidance counselor, he obtained
a State certification as a welder. He was advised to look for work elsewhere
than with his father in order to gain experience and improve ais skill.

Claimant returned to Buffalo to look for work, He would have preferred
to join a union, but union membership was closed at the time. There were no
satisfactory welder jobs available through SPRUCE. However, through his
own efforts, claimant found a JOb as a welder at $3.90 per hour and is still
. gainfully employed.

Mr. T. is 26 years old, married, with no children". His wife works at times,
but her earnings are too small to be meaningful. : :

Claimant was pleasant, quiet person but had 8 be adV1sed on personal
appearance from time to time.

Clalmant's probiem was lack of a bachelor s degree and suff1c1ent
credits in education to enter the teachmg field.

His work experience was that of outside salesman in insurance and
investment fields. He was not happy in these fields and lacked capac1ty for
high pressure selling.
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During early visits to SPRUCE, claimant rejected, because of finaacial
pressures, any suggestion that he return to school. A Job Search Plan was
processed, but proved unsuccessful because of claimant's lack of a B. A: degree,
while at the same time he desired to change his occupation.

Claimant was then carried through a series of counseling interviews

in an effort to establish a goal or objective which would .ead to permanent
- employment. He looked for work during this period in occupations like

timekeeper in a factory, clerk in a bookstore, and tending bar, none of which
materialized. During this counseling period, claimant ran the gamut from
high enthusiasm to what the counselor called "general dissatisfaction and
malaise, ' including rebellion against the ''establishmeunt, ' problems with
his marriage, and loss of youthful idealism.

Counseling results in this case are negligible. As the counseling
interviews ended, claimant's outlook had improved, but this was due to his
wife's expecting a child. He decided to return to school at night to obtain his
degree and to work days. At last followup contact, claimant was still not
working, but expected to start a factory job soon. -

Miss W,

Miss W. is 35 years old, a single person living at home and self-supporting.

She is an experienced stenographer and a 1969 graduaté of Bryant & Stratton
" Business Institute. Her personal traits, as observed by her counsclor, are

neat and trim appearance, hesitant but cooperative attitude, sensitive about
. her medical history.

The claimant's problem was her contention that a previous employer
was giving poor references. Through a reference check it was established that
employer stated '"her mental condition made her an unsatisfactory einployee
and. she could not be trusted to complete her assignment. ! It was also
established that claimant was hospitalized 3 to 4 years ago for an "anxiety
condition' and was meeting employer resistance because of this medical
‘history. ' a '

(172)




TRAINING MANUAL

SPRUCE PROGRAM Page 23

The In-depth Interview revealed a need for some type of rehabilitative
service. The Division of Vocational Rehabilitation (D. V. R. ) was suggested.
Claimant stated she had been counseled by D. V. R. after her hospitalization.
The SPRUCE counselor contacted D. V. R. for aa application to renew their
services. :

At - .t this time, claimant was hospitalized for an exploratory operation.
She returned to SPRUCE about 15 months later prepared to look for work.
The counselor renewed the contact with D.V. R. and claimant was accepted for
service. )

The evaluation from D. V.R. states ''claimant is receiving service for
2 personality disorder.' The reason given for claimant being unable to keep
a position was a difficulty in '"maintaining close interperscdnal relationships
with employers and employees.' The service performed by D. V. R. consisted
of six sessions of psychotherapy :.'d a2 12-week refresher course in stenographic
training. - - :

Results: During the course of her training, claimant was reporting
to SPRUCE and was referred and placed in a stenographic position with the
county in a. somewhat sheltered workshop-type of atmosphere. At last
contact, claimant was still working and satisfied with her position.

Mr., V..

Mr. V. is 24 years cld, a single male who is self-supporting. He is neat and

- “wseell-groomed and appears to be in good health. His work experience consists
of 6 months of selling wigs and hair pieces in a department store and 2 few
months of work as a cosmetologist. The cosmetology course was sponsored
by V.A. and.claimant was ‘working on a temporary license. -

Claimant was referred to a counselor bacause he had indicated a desire
to relocate (there was a surplus of cosmetologists in the area). These plans
were soon changed and clairnant indicated a desire for more training. He
lacked the favorable references that would .enable him to find work readily in
past occupations, and this may have motivaied him toward training in another
field. Claimant was then enrolled in a 50-wezk bookkeeping course. He had
completed a high school business course in 1963. Counselor at this point
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commented that local openings exist f::halified bookkeepers and this
training would also be useful if claimant should operate his own beauty shop.

Clalmant failed his first semester of boo‘<keep1ng because of illness
(nicotine p01son1ng) and absence from class.’ The medical report substantiates
illness, but not of a duration long enough to excuse lengthy absences from
classes. Excuses on absences and health were, in fact, quite vague;

' Claimant returned to SPRUCE and indicated a willingness to accept a
job. "His Ul benefits were just about exhausted. It was not deemed advisable
to recommend further training because of claimant's attitude and his lack of
perseverance in the earlier program. Claimant was willing to accept work
selling cosmet1cs or clothing as a sales representative or in a department
store. :

After benefit exhaustion, ¢1airhant reported to SPRUCE three times
at about monthly intervals. On his last visit, he said he was going back to
school for an advanced course in hair styling and that the V. A. would pick’
up the cost. He will then try the State Examination for his license. At last
followup contact, claimant was still not working.

Mr. N.

Mr. N. is 44 years old and divorced or legally separated from his wife. He
* suppotrts his wife and two children, maintaining them in a household separate
from his. own. He was rugged-looking and appeared to the counselor to be in
- good hea.lth He also seemed 1mmature as evidenced by an 1nab111ty to make
deC1S1ons. '

. The claimant's problem, wh1ch led him into counseling, was his des1re
to change occupations. His experiernce was in aircraft _assembly, a field not
‘too dependable in this area. Claimant's determination and motivation to
change occupations are ev1denced by his obtammg his high school diploma at
the age of 40. »

After an initial counseling session in which his interests were explored,
claimant indicated an interest in a promising new course, "pollution aide.' n
He was enrolled; but the course at a local training facility was postponed because
—-'i . " » . R : . o
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of a lack of funds and equipment. Claimant was tested to determine his
aptitude and the results showed him qualified for mechanical training., While
claimant's aptitudes were mechanical, however, his interests were in the
clerical field, and again his real motivation was evidenced by his enrollment
in an evening course, two nights a week, in court reporting. The counselor,
however; recognizing his aptitude, urged the apparently secondary interest in
mechanics, and the claimant was enrolled and tcheduled to start an auto
mechanics course when such a course was available, with an alternate choice
of production machine-operator training. At this point the pollution aide
course became available again; but by this time claimant could not be enrolled
under SPRUCE auspices because of ,the time element involved.

Claimant's interests were then switched back to the clerical field. To
supplement the court reporting course taken in evenings, cldimant finally was
enrolled in, and is currently attending, a clerk-typist course.

Mrs. M.

Mrs. M. is a 24-year-old married woman with a working husband and three
children. She is a secondary wage earner, working to help with household
bills and to provide income during her husband's periods of unemployntent
{strikes and layoffs). She is clean and neat, not overly perceptive but
responds attentively. Claimant has a work hlstory as an unsk111ed}1aborer,
packaging products in the food industry. . T
. Ry
The problem in this case was claimant's desire to improve her earning

capacity as a secondary wage earner. She had only a 10th-grade education bnt
aspired to become a registered nurse. She was willing to consider training
in a related medical position. 4 S -

- During counseling sessions, it was decided that because of claimant's
lack of education, she would have to start her training at a lower-skillved job;
she was en"rolleld, therefore, in a training course for nurse's aides. - In order
to prepare herself for the advanced training desired, the possibility of furthering
the claimant's education was pursued, and claimant enrolled in an evening
class at a local high school to prepare for a high school equivalency test.
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Claimant completed the nurse's aide training course and applied for
and was hired as a nurse's aide in a local hospital. She still claimed to
aspire to more training and was inquiring about courses as a practical nurse.
Claimant continued working and attending evening school for about 3 months,
A contact at this point indicated that she had changed her interest somewhat;
she was now interested in becoming a children's medical technician assistait.

Fowever, at the last followup contact made, claimant returned her
follovrup letter personally to inform us she had left her job as a nurse's aide
because she had been recalled to her previous job as a cookie packer, paying
about a dollar more per hour. As in the case of most secondary wage earners,
income outweighs future possibilities of higher earnings, and she succumbed
to the temptation, remaining an unskilled laborer until economic conditions --
fewer jobs and a glut of unskilled labor--again force her to seek self-improvement,

It was this per'son's contention that she would only work about a year,
saving money and continuing her training later.

Mr. R.

[

Mr. R. is 25 years old, mar_,rie&,‘ with one child. He has no physical ailments,

“but is very indecisive and has need of advice on career planning.

Mr. R.'s problem was the necessity to readjpst to a.lower wage-scale
because of his lack of skills. Claimant had been overpaid as a civilian
employee on a Government Defense Basa - that is, overpaid in relation to
skills used. When the Base was disbanded because of defense spending cut-

_ backs, he found that his "sk111" as a guard w0u1d pay only minimum wages in

the civilian JOb field. . . .

This problem was identified during claimant's early visits to SPRUCE
and, after an initial Job Search Plan was tried with no success, claimant was
referred to a counselor. After the counselor had probed claimant's background,’
she established a rapport which enabled her to help in adjusting claimant's '
budget -- a primary concern. The counselor even gave some direction to aid
claimant's wife in looking for work. During these sessions, claimant indicated
a desire to learn auto repair work,. but his hesitancy again was over lack of -

‘money to support his family while in training. Claimant fin&fly got a part-time

job to help support his family and agreed to take the auto body Pepairman

pu—
-
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course ‘o upgrade his skllls and earnmg power. The counselor's direction
through this period was very influential in keeping the claimant working toward
self -improvement.

Claimant completed the course in auto body repair and returned to’
SPRUCE for placement service. After some floundering in his job search,
claimant was started on a Job Search Plan to help him in looking for work.
Through the Job Search Plan, he got a job in an auto dealer repa1r shop and
was gamfully employed at last contact.

Mrs. E.

Mrs. E., 27 years old, was employed as a waitress for 2 years before being
laid off. Before this, she had been out of the labor market for 6 years. Her
only earlier experience was as a long-distance telephone operator.

During this current period >f unemployment she reported to the Service
Industries Office on five different oucasions but was not referred because
she said she expected to be recalled by her former employer. She was enrolled
in SPRUCE at the time of certifying for her 18th week of unemployment
insurance benefits.

The In-depth Interview revealed that she was divorced, the head and
primary wage earner of a family of three, and that total family income was
below poverty level. During counseling, Mrs. E. revealed that she preferred
~ office work, but agreed that she would need skill training in this field. After
reviewing the clerical field with'the SPRUCE counselor, Mrs. E, decided that,
she preferved training as a receptionist-stenographer. "

Enrollment in a local business school was arranged and she started
the course. It was soon discovered by the school that-problems of vision were
impeding her progress.” SPRUCE sought to arrange for needed service through
other agencies, including the. Division of Vocational Rehabilitation, but because

" we had already enrolled her in a rehabilitation program, they were unwilling

to accept this respon51b111ty.

. -
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Since Mrs. E. was currently in school, time was important, and so
‘SPRUCE contracted for an eye examination by an ophthalmologist and for
the required glasses from an optometrist.

Mrs. E. successfully completed her reception'is't stenographer course
in January 1971 and obtained fuil-time work with an employer for whom she
had worked part time wh11e in school

CERIC. o . (178)



