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FOREWORD

Project SPRUCE functioned from August 19h'? to September 1971 as an
exp;rimental and demonstration project to test a special service program

r long-term Unemployment 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

followup the Test group showed a substantially higher rate of employmem.

Part 1 of this Supplement -- the Handbook on Administrative Problerns --
is a discussion of some structural, operational, and policy problems ineceintered
in the administration of Project SPRUCE. Insofar as possible, the 5 ()l
developed are incorporated in the subsequent manuals.

Part 2 -- the Procedures Manual -- is a report of operational pro;edures
for use in implementing a SPRUCE program. It includes procedural details
and forms, and a complete description of "how things were done" -- but without
reference t«lifferentiated test and control subjects.

Part 3 -- the Training Manual -- was prepared to guide Unemployment-
Insurance and Employment Service staff in providing the types of service which
characterize the SPRUCE program.

As stated in the main volume, Project SPRUCE was conducted under
contract 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.
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Part 1

Handbook on Administrative Problems



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 UI claimant as
someone with employment problems and provides for remedial services to
deal with them. The purpose of the Project was to determine the feasibility
of incorporating these services as a general adjunct to the existing UI
function.

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

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 staff of the Division
held with representatives of the U.S. Labor Department during the planning,
operation, and final-report stages of the program were valuable. They
provided needed 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 deeply appreciated. These agencies include; 'Division ni
Vocational Rehabilitation; State University Urban Center, Buffalo, N. y. ;
Urban Center, Hudson Valley; Erie County Health Department; Erie County
Department of Social Services: Community Welfare Council of Boffain; the
Jewish Family Service; the Buffalo Board of Education: and th( Vete r,ms
Administration.

The Project is also indebted to the following private training institutions
through whose cooperation training opportunities were provided for =-4 h'Ctt'd
Test group enrollees: Bryant and Stratton Business Institute, Anthony Driving
School, and Continental School of Beauty.



ADVISORY COMMITTEE

The SPRUCE Project Proposal Ftates: An Advisory Committee will be
selected by the Project Directo.:- and Work Committee to advise them, to
make appropriate recommendations on the conduct of the Project, and to
review the progress of the P'oject. The Advisory Committee will be
comprised of representatives of other agencies who will advise the Project
Director on the Mailability of special services in the locality."

The Work Committee, in conformance with the Proposal, selected the
cooperating agencies in the area, listed above.

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

Sapervisor of the Manpower Development and Training
Ad 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 concerning services provided by
their agencies that would be available to the Project, and the requirements to
be met by Project enrollees in c.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 Council and agreed to participate,
either personally or through a responsible representative, in any Advisory
Committee meetings that might be called.

The advice and counsel of ti e 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.
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Agencies represented by the Advisory Committee were consulted on
an individual basis during the planning phasa of the Project. but a meeting
of the full Committee was not convened until after the beginning LI 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
member of the Advisory Committee received -- personally delivered by
members of the Work Committee C'opies 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 doctor from the Erie County
Health Department; a representative from the Erie County Department of
Social Service. Those who notified us of their inability to attend were: Director
of the Welfare Council of Buffalo; 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 Director, 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
implethented 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 perform on the job are within the limits
of his capabilities, and causing no discomfort.
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The representative of the Erie 'County Health Department stated that
his department Was planning fn esttcblirly an employment evaluation service
composed of'a team of medical, employment, and social service representatives
to whom 'p/acernent problemSr*oirld be referred for consideration and solution.
(This service was established 'during the Iife of the SPRUCE Project, but was
not available to' outside agencies because of the heavy workload within the
Health Department. )

: No further' meetings of the Advisory Committee were called, because
bur operational problems involving services from outside agencies for SPRUCE

"enrollees required' solutions tailored'to individual needs. The agency whose
services were selected to a ssisCin-improving a SPRUCE Enrollee's ernpiny-

, t 'ability was cbnsultec directly': No problem requiring consultation with the
Advisory CoMmittee was encountered. All outside agencies called upon were
cooperative throughout the Project.

'Individual- personal contact7with-Ordbable participating agencies whose
t Service S'may be Used"is sufficient to acquaint; the .agency with) the program and
provide 'anOpptirtunity to establish liaison. on a person -tot-pe rson.b.asis.

The staff used in a project of this kind is experiencedand familiar with
the various agency services in the locality that are available, and has had

tekpeience With Most of the problem's encountered.' It is suggested that during
the training' of selected staff'in the operations and procedures of the-SPRUCE
Project; time 'beallOwed for knbwledgeable representatives of the various
agencies tocineet with the` staff to inform them about the prOcedured and services

': bfeach agency:

Continual internal evaluation was found to be the best way to control. the
operatiOn Of the Projeet,I*ith reconiMeridations for changeand improvement
coming diredtly from Staff, suggestions and SPRUCE results. Periodic'staff
conferences, sornetin-les as often as once a week resulted in pooled experience
and knowledge being applied to difficult problems.

' The proble'rns enCounterecl itivOlving other agencies for example, the
'time heeded tcS.'oomplete a service,. failure to inform the staff of changes in
course content by training facilities were-best handled with the agency
concerned, instead of before an Advisory Committee, which might involve the

'.',airing of dirty'linen.. .

is..t 0... . ;; t r. ;

."1'he Wbrk Cbmmittee:is unanimous in its 'feeling that,while an Advisory
ticirtimittee,1-S-imporfantcancll'usefirlinrrlariy4cases, in aiproject like SPRUCE
individual contacts witivnutside:.agencies'prodlice'datisfactory and uncomplicated
solutions to the problems involved.
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STAFFING

Supervisory Staff

The Research Analyst and the Director, who had some academic training and
industrial experience in thestructuring 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 as the methods, procedures, and
forms to be designed had to provide the research and statistical informatio
being sought.

The Senior Unemployment Insurance Claims Examiner, added to the
supervisory staff in Nov ember 1969, was assigned responsibility for all UI
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 Claims Examiner and Senior
Unemployment Insurance Claims Clerks were well qualified and needed little
supervision; the few problems that arose in the absence of the supervisor were
relayed to the Research Assistant, who was also a qualified Senior Unemployment
Insurance Claims Examiner.

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

Operations Staff

The operations 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 Stenographer and Typist, who were selected from Civil Service lists,
they were transfers in grade. Because this was a temporary project, and
because no prom6tions were involved, volunteers were few. Those who
volunteered and were selected were well qualified and -- after indoctrination
and training in the philosophy, concepts, and procedures of SPRUCE -- proved
adequate.

Most difficult was the transition from aline office, where the pressure
of time factors is ever-present, to the imaginative, analytical milieu of a
research project.
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There was some apprehension that a production-oriented staff might
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 transferred 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 enrollment period for Test and Control
Group claimants had to be extended because it was necessary to train the new
staff prior to their assuming their Project duties(. Intake had to be adjusted
downward to a load 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 experimental 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 nake sound evaluations. Thiscannot be accom-
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 as enrollees are involved in remedial services or are reporting to
the Project. While the Counselor may perform the duties of an Employment
Interviewer, as Employment Interviewer is not a qualified Counselor.



Staff Training

Staff members must be thoroughly trained and understand the concepts, 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 Training Methods

The Work Committee (Director, Research Assistant, and Senior Counielor)
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 Project 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 reviewed and explained in detail, with emphasis on the meaning
of terms used and the special inforMation being sought in each instance.

Since counseling problems were expected to be unique, the Senior
Employment Consultant -- Counseling for the Buffalo District was called in
to assist in training the CounselorS. (The Employment Interviewers and UI
Claims Examiner sat in on these sessions. ) This training was de6igned to
refresh the counselors' knowledge of the fundamentals of counseling and their
application to anticii. tted SPRUCE problems -- 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 of problems and exchange of ideas among
staff members.
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Staff Replacement

During the Project, staff member's were replaced for various reason4 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 through our system of rase 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 meetings should be scheduled weekly A a specific
time oria specific day -- preferably Tuesday or Wednesday -- 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 wiL,ose
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 n-iost important that stag conduct toward the
claimant convince him df 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 UI 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 examining, employment interviewing and counseling processes
and did much to cause the defensive shield affected by many claimants to be
lowe red.
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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 at 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 claimant to his formai- job
in instances of layoff proved to be a problem. All claimants who stated they
were on temporary layoff were referred to the Claims Examiner, 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 claimant, who alleged she was on indefinite' layoff
from an employer -- an auto parts manufacturer whose employrn snt pattern
included periodic layoffs of varying duration -- wanted training 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. Duringher time in training, her employer recalled her, but she
declined his offer. 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 thi Project. Whether or not
she will ever use this training is problematical,
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If a firm determination to screen out all those laid off from this
company had been made and adhered to, that would not have occurred.

This is a problem encountered mainly with secondary wage 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 "creamin.g" 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. Ho Weyer,
the analyses failed to disclose specific reasons in these phenomena.

Suggestion: In selecting the sample for a project like SPRUCE, it would '
be advisable if those making the selections did not know which claimants were
to be in the Test and which-in the Control group. For instance, the first 1,000
who met th,.. 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 in odd
digits were called Control group, and thLs was known by the SPRUCE staff
prior to their making the selection.

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 aresult 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 understand 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 a Control group claimant 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. Although, under the current certification system used in .

the regular UI Office, it is not necessary to post each insurance payment on the
Local Office 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 preparing
statistics.

Employment records of Test group 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-consuming, 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 staff meetings.
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Differences were found in interpretation and meaning of various
questionnaire items among, staff members. To produce consistent results,
staff understanding must be uniform. This .tiroblem was rninimiy,e7! through
staff conferences and discussions.

The question of how much recorded information was necessary was
everpresent. Since SPRUCE had no precedent, the Work Committee decided
upon maximum information -- if in doubt, write it do=rn. Re; sons for negative
as well as positive results were neder.1 to answer anticipated research
questions, to accurriulate required statistical information, and to analyze
individual cases as requested.

SERVICES
Counseling

Counseling is a most important tool in the administration of the SPRUCE
project. It is at this point that any personal problems impeding a claimant's
employment progress may be divulged and various remedial services
considered. It is then that the clairnantis 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 prove detrimental rather than benefiCial tothern.

These tendencies were:.

-- To dictate to the clairnrit the Counselor's answer 43 his problem by
telling him what kind of service he needed, not allowing him to
make a completely voluntary selection front 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 may e:ist.

These problems, although not common, 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 conoideration of all
salient factors, after which he must make his own decision and choice. For
instance, the Counselor should not necessarily decide that because the claimant
is unskilled, he needs a 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 especially true of the secondary
wage 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.

Aiditional information concerning the claimant (previously mentioned)
v;ho '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 least until her benefits are exhausted.

While it was not the usual practice in the SPRUCE ?roject, the pussibijity
of limiting services to deal with one problem, when more than one exists,
may occur.

Example: A female claimant, single, 30 years of age, had been a barmaid
and exotic dancer. The Employment Interviewer recopized.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 tirre involved she was
referred to Social Services to apply for 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 eligible for ;vledicaid at the time of enrollment
in training, arrangements should have been made then to take care of this
dental problem. A Counselor experienced in the world of work should have
recognized the pressing need for dental work prior to employer acceptance.

Each impediment to employability must he recognized by the Counselor,
its effect on the claimant's future employment assessed, and a remedial service,
if indicated, selected. The probability of the claimant's completing satis-
factorily this remedial service and improving her employability from it must
be measured against her long range educational plan, occupational goals, 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 SPRUCE, 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 in a subsequent followup 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.

Job-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 Employment
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 improve 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 time 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-d
difficulty 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 specifications 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 them all pertinerf job information, thus greatly improving
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 UI 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.in.dicate an employability problem requiring remedial services.
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'The employers' 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
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 employability. 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
segrr 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.

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.
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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 shorthanr',
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 GATE
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 female factory production workers during Phase II
of the Project was almost nonexistent, a 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 enrollees at Bryant & Stratton Bu 'less
Institute were secondary wage earners; 16 of the 19 were married women. It
remains for a future analysis of their employment experience 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 sani?le, 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 limiterl number and kinds
of courses available at the Center and failure of SPRUCE enrollees to meet
the MDTA requirement of disadvantage.
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C. Enrollment in Training

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 papers to OMD no less than 3 weeks prior to the enrollment date.
Since in SPRUCE we tried to provide training opportunities for as many
enrollees as possible, some enrollments were submitted for approval less
than the required 3 weeks before. When this was explained 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 UI Law. To maintain momentum it is desirable
to enroll 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 '7'.dacation Department and the enrollees had
been accepted by ete schools, so that OMD approval was routine and could
possibly be streamlined.

D. Academic Achievement

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 problems 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
entirely.

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

Bryant & Stratton Business Institute furnished final semester reports,
but 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.

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
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) stating that she would
probably fail shorthand, dictation, and transcription. Our final semester
re)ort verifies the failure. She states she cannot continue on her own to
repeat these courses. She feels the has enough training to get a job (her
failure is based on speed) and, if she is lucky, she may be able to pay for the
repeat courses. She has informed SPRUCE that she has fc-)ur,c1 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 Schoo) 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 GA TB. Those results indicated that secretarial work
was a test-selected choice. Also, her high abstract reasoning score indicated
passible 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
harder the second time around.

The Manpower Training Center has a working ES Counselor assigned 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 immediately.

SPRUCE was unable to obtain enrollee achievement information from
the State University Urban CenterBuffalo, but because of the nearness of this
facility to the SPRUCE Office, enrollees came in to discuss their problems.
In this way we were able to provide the counseling support needed. 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 problems were common, not
unique.

E. Counseling During Training

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 SPRUCE Counselor should be assigned
this responsibility. This (:ould be accorlplisherl by arrangement with the train ins.
facility and the provision of specific counseling periods on facility premises.
Fach enrollee at the facility would be given a schedule and directed to report
to the Counselor at a prearranged time. The facility would be requested to
inforn, the Counse lc r abc.ut specific problems faced by enrollees. This would
give the Counselor opportenities to meet with each enrollee, assess his
achievement, and clear related problems with the facility's administration.
It wold also tend to encourage enrollees to strive for maximum achievement.

Note: This idea 'vas discussed with the Director of Admissions at
Bryant F Stratton I.usiness institute, who will approve an arrangement for such
counse.ling periods on school premises.

During the Project we found it difficult to obtain the view of facilities
personnel on the nature and seriousness of the problems revealed to SPRUCE
C our.s el ors by ( nrollees. Thr re were no available current records on these
students in the Personnel Office unless instructors reported the difficulties,
wbieh they were lax in doing. Consequently, we could only base our counseling
on the stateinents of enrollees, N.vithont the benefit of the opinions of facility
personnel.

Example An enrollee whose course was scheduled to be completed in
.rune 1971, lacked three subjects (accounting and two English courses). Since
she was entitled to the 13 weeks of Extended UI Penefits she wiis reenrolled
under Section 509 of the 'Ti Law to complete her subjects. She agreed to pay
the tuition fees.

Since, under Section 599, there is no sponsoring agency, we received
no achievement reports at the close of the semester in September 1971.
SPRUCE, therefoee, contacted Bryant F Stratton and learned that she took
only one subject. it was further learned that, since she failed Introduction
to Communication Skills (English) twice, she had a "Double 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 could have
been withdrawn from training.

Not only is this an example of need to provide for enrollees who fail,
but it also points up the need for closer contact with the training facility.
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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. It 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 association must be
maintained with each training facility.

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

SPRUCE immediately 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 agreed 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 confirmed 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 him 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 Office
only as requested during a semester.
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"B. Unavailability of Desired Courses

There were three cases of claimants for whom training needs were identified
in fields in which no local t raining was available. These were in the fields of
photography, electronics and sign painting. The potential trainee in photography
wanted an on-the-job training program established with a friend of his who is
in the I-easiness. In% rstieati.in by the 0.T1' Unit revealed that the proposed
employer did not have itfficient equipment to meet requirements and could not
provide the necessary training. This claimant had no other interest and
eventually returned to his regular line of work.

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

The only available coarse in sign painting that could be found was outside
of the Buffalo area, and the Llaileant could not accept because his wife would not
agree to his leaving the area for training. He expressed no other training
interests. A suceessful Mb-Search Plan in this case resulted in his securing
suitable emplcyment.

Thus, even though needs are identified, opportunities for training cannot
always he arranged. In these three cases, had motivation and desire on the
part of the claimant for self-improvement been strong enough, further
exploration and counseling niiFht have resulted in some other suitable training
being r nged.

Manpower Training Center

Since SPRUCE enrollees had recent attachments to the labor market, the re
were only a few who net \1fl criteria of disadvantage. Of 57 SPRUCE
claimants enrolled in training, 10 (16 percent) qualified for training at. the
Center. The reason for this low Pn r o llnie nt of SPRUCE trainees in the
Manpower Training Center is that courses ere not offered frequently and,
when available, are in liroited fields, not isually of interest to SPRUCE
claimants representing a cross section of most fields of work found in the
local labor market. The courses available during the SPRUCE project were:
Auto Body Repair, Auto Meelanic, 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. Course 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 administration
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, enrollees 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 heading Course Content (above) where
an example of an Urban Center case is cited. The problem also occurred at
Bryant & Stratton Business Institute where several enrollees 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 minimum number of students,
other more popular courses are substituted.
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(2) No allowance n.ade for differences in student backgrounds.

SPRUCE: enrollees art noticeably older than the high school graduates who
predorntna.te on th,. student body at Bryant tc: Stratton Business Institute. Most
of the enrollees had been 1 WA iron ademic studies for sonic time and had
pressing familv espont,ibIlities. They found the transition from work to study
difficult, espuciall\ in the first semester. The five dropouts from this facility
occurred at various -- the longest inter\al was 14 weeks -- indicating
that some tried longer than others before giving up.

I his transition Iron; work to study required intensive coanseling by
SPRUCE Counselors to en, ourage enrollees to try r little harder and to suggest
ways out of their individual difficulties.

Suggestion: Group-type counseling, or orientation, should be provided
by SPRUCE before en roller s begin their courses, to help them bridge the gap
between work and study. It should include instructions on how to study, how
to get along in class situations, etc. The offer of SPRUCE Counselor assistance
for any personal prnblem should he firmly made. It should be emphasized that
SPRUCE expects their to sin J.ced and will be interested in their progress
throughout their school programs.

(3) No provision for typing practice.

S.tme e,irollees felt they ill pried 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 t:irrie.

Since these claimants had been away from academic study for some time,
many of them probably d a need additional practice to attain required speed and
accuracy. One enrollee reported that she rented a typewriter at her awn
expen se.

(4) Change of con r s e (,nt( rt and ;IcIition of time to complete courses.

In July P-170, Ptryant ': i-;-tti Pusiness Institute changed the content of seve ral
courses and added a 10 -week semester to each. SPRUCE did not know of this
change until the school rettarned a referral based on the original number of
weeks.

(5) Job placement by Pryant to St ratton.

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



agency. All graduates 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 Earners

If the primary wage earner or head of a family considers training, the unemploy-
ment rate plus the 120 incentive offers little inducement. Ms 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 UI 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 the SPRUCE program for the completion of college
courses that would improve employability.

Example: A head of a family, with only his wife as dependent, 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 UI
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
employed as a teacher in the Rochester, Y. , school system. Consideration
sh'oul'd be given to cases like this one, in which a year or less of academic
training will enable a claimant to .get the degree that will improve his
employability.

C. Brushup Courges

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 only 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 ro 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 students to graduate, will not issue a diploma, or give any
other recognition of time spent in the course.

Since SPRUCE contracts 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 UI Law providing for 13
weeks of Extended Benefits after exhaustion, SPRUCE was able to transfer
some of these enrollees to Extended Benefits and approve completion of the
courses under Section 599 of the UI Law. In such cases, the stueent paid
his tuition and Extended Benefits paid his UI rate for the duration of his
entitlement.

There is provision at the training facili y for tutorial assistance
available to students for a fee. If tutoring is considered the solution, 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 and 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 cases were identified as needing DVR
services and were referred. During the time these claimants waited for DVR
services to begin, SPRUCE continued them in Counseling andipaid benefits
in accordance with SPRUCE regulations.

Since waiting time seemed excessively 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) was 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. Meyer' Memorial 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 benefits
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 September 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.e., total
FPTZTTCE benefits paid) should be measured against the alternative cost of
enabling SPRUCE to expedite purchase of service independently on an
individual contract basis. this would apply to cases such as the purchase of
prosthetic appliances, but not to long-range educational programs which
SPIRUCE is not funded to cover.

Example: An enrollee in Phase 1, the Trial Run, needed leg braces
to become employable. 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 SPRUCF.
Extended Benefits: after exhaustion of his UI claim, he was still waiting for
his first DVR appointment. fey the time the case was completed, SPRUCE had
no benefits to pay while working on his placement problem, the 52-week
period having been exhausted. SPRUCE estimates that, had this case been
handled through individual independent purchase contract, the total cost
would have been approximately $1,282 and could have been completed in t.;

weeks. (Braces, S800; shoes $70; orthopedic surgeon $100; SPRUCE benefits,
$'3 12 6 weeks to$521. This compares with total SPRUCE benefits paid for
58 weeks fce$52, a total of $3,016, before completion of the case through DV R.

SPRUCE benefits, plus individual contract costs, may be compared
in this way with total SPRUCE benefit costs during the period when service is
being rendered by an outside agency. A project like SPRUCE shruld
prepared and funded to handlei problems as soon as possible instead of having
to wait for outside agencies td get around to dealing with SPRUCE problems.

FOLLOWUP PROCEDURE

To compare information on the employment history of the Test grip 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 SPRUCE 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 for 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. rn.

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 from 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 effort.

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 ncluded 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 questi rnnaires. This also indicates that instructions
concerning the reasons for, and importance of, answering these questionnaires
were not absorbed by these claimants when explained at time of enrollment in
the Project.

Suggestion: The 3-week, 13-week, and 26-week followup forms,
identified by different colored paper with different 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-week follOwup'qUestionnaire. Thus, even though
enrollees may insist that they had previously provided the same information,
the explanation may be more convincing if it is related to the letter and the
color of the questionnaire.
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To: UNEMPLOYMENT INSURANCE STAFF

Re: OPERATIONAL PROCEDURE FOR SPRUCE PROGRAM

I. 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-term unemployment.

Many workers who have enoagh 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) benefits. 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" UT claimant
population to provide a full spectrum of employment security services
and special services to meet their needs.

II. Definitions

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

A. Employability C_las_sific_ation__ . For evaluation and service purposes,_-_
claimants are classified into one of six categories to indicate the -

degree of employability and/or job readiness at time of enrollment.

1/ The Division of Employment administered the Unemployment Insurance
and the Employment Service activities before May 8, 1972, when it was
consolidated into the general administrative structure of the State
Department of Labor.
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B. Occupational Skill. An ability or acquired ,sowi,.(i,j,., ,;,,p.-id
through training and/or exp,..triiince, to -,,,,,rforn in a sp., rdii.,.ed
occupation.

C. Unskilled Job C,Thm...p:q-erce. An ability or acquired knowledge, (lc Tr.0:1 -
strated through prior employment, to per`orni as omn-ioi laborer,
unskilled help:-r, or in other unskilled work.

1). Marketable S.kill -Com2etence. ociuxiiional skill or unskil fed
competence for which there is a deroand in the lo. al labor rk,:.t.

E. Impediment. A p.-rsonal shortcoming or d,:ff';'t, IWO ilecessa.rily
physical, which limits or prohibits employability.

F. Joblready. A person with a marketable skill or competence hilt no
immediate job prospects, whose employment problem rer}uires only
job-finding service: job-search assistance available from SPRUCE's
UI staff, job referral available from UI or Employment Service (ES)
staff, job development and interarea clearance from ES staff, and/or
placement by ES staff.

G. Not Joh- _readi. A p..son with no marketable skill or conip.tence or
with an impediment which is to be corrected 'oefore placement service
can be effective; such a person's employment -problem requires client
service by ES staff, ranging from regular, special or intensive
counseling to training, medical or other rehabilitation service and/or
relocation services as are made available through SPRUCE.

H. Reason for Becoming Unemployed. Is identified by the following
definitions for classifying types of unemployment by economic causes.

SEASONAL: Unemployment based on customary reduction or cessation
of operations at certain times of year because of dependence
on climate, consumer demand, style change, etc.

IRREGULAR: Unemployment 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 unforeseen events -- e.g. ,
fire, delays in prior processing, etc. -- which interrupt.
an otherwise regular production process; or on work-sha.-inf!,,
arrangements.
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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 industry, or on a change in the
staffing pattern within an industry, or on the size or
number of firms within an industry, as triggered by
credit and financial difficulties or by longrun chqnges
in demand for product, in mode of marketing, in use of
materials, in union influence, etc.

TECHNOLOGICAL: Unemployment based on a change in the techniques
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
occur 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
responsibilities.

I. Special Rehabilitation Period. The 1-year 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 I -year poriod the individual
is in an education course or in training.

1,37)
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5. SPRUCE 'rehabilitation allowance."' Any cash nayn'ent
to an individual for a week!

in which he receives counseling or testing after his eN;",,e1S11011,
or
in which he is receiving, any rehabilitation service mcIllric d err
his rehabilitation plan, or for a week of standby time, pTm idc,!
that the cash payment received is not a cash payment under the
State or Federal law, or a ca7,11 payment ,u1(1(-.1- 1.11 nn-M,,
Development Training Act iexcept for a cash payment ill:it
supplements a Manpower Development TraininL Ac nnyr,
such supplement is a SPRUCE rehabilitation allowancu),

K. Standby time. A period of Ilt.) to f, weeks when an inclivir:u.11
a.waiti.ng availability of a service included in his rchabilif.ition
and a period of up to 4 weeks of unemployment after th,
included in his rehabilitation plan has been c:on-ipleted, .11:0
he is actively seeking employment.

L. Training Incentive Payment. A weekly incentive pa yment t)!
be provided in addition to other allowances paid to clain.ant.-: r.)1!,d
in occupational or edacational training programs.

III. Scope and Method: General Information

SPRUCE activity will be conducted by UI and ES personnel trained in he
concepts and procedures of SPRUCE.

A. SPRUCE claimants will be selected from among regular ,Ht:
using specific criteria. All claimants (age 22-6411/ wilt, reach
their 13th week of unemployment beoefits, and do not have (-le inite
prospects of employment, will be selected as potential St -'RUC
enrollees. These claimants will be accorded, when appropriate, thy,

full services of the SPRUCE program -- intensive interviewing,
counseling, testing, and appropriate supportive rehabilitation st rvices.
Claimants will be classified into two basic Employability Cirmips
as follows:

I/ Special programs for youth up to 22 years and the aged now exist and
should be used.
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_Group I. 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
handicap which must be corrected to improve the claimant's
employability 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 I.
Record dates and reasons for these changes in the claimants' records.
T raining 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, throagh 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. Payments for such assistance shall
be made from SPRUCE funds only to the extent that such other resources
and services are not available.

Iv. Operationli

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

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

1/ 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)



UNEMPLOYMENT INSURANCE MANUAL
SPNITCE PRuiGRAN1 Page r,

report to the designated SPRUCE area the following week.
Attach notice to cover of claimant's booklet (1,0 31S) with
written instructions to confirm oral notification.

2. When claimant reports to SPRUCE the following week (1 ith we,:k
of certification).

a. Certify claimant to benefits (unlss claims ISFIlc hay erisen).
Stamp SPRUCE on same line as certification

b. Determine v-ie'her claimant is to be screened out of Project
by applying the following criteria:

-- Under 22 and t5 years and older.

-- Permanently deferred from regular Iob- sea rcli 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 prelimina ry
inte rview.

c. If claimant is determined to be screened out, instruct
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 kept
for future reference.

- - Remove Claims Card (L0-11 from Booklet.

- Give claimant "Claimant Profile" form (SPR-1X,
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.
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Request Insurance Record (LC 339) from local Insurance
Office and exchange for Out Card.

g. Place Claim Card (LO -1) in Insurance Record (LO 339)I1

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:

OUTLINE.: PRELIMINARY INTERVIEW

Information Forms Needed

-- Claimant's Reporting Booklet (LO 318 - LO 318.2)

-- Insurance Record and contents (LO 339)

-- "Claimant Profile" form (SPR- 1X)

Stet' #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

1/ Purpose of retaining claims card is to insure that claimant returns to
SPRUCE the following week.
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determine whether claimant is to he screened ell of
program by applying the following criteria:

-- Under 22 and t5 ye-irs and older.

-- Permanently deferred from regular joh-search aci iv
by union affiliation.

-- Obviously pregnant.

-- Pe rinanent pa rt-time worker.

-- Claimants for whom recall to former einplo...,
(should he vorified with employer).

Note: Exception to above criteria will hc any of the ahoy,: (UNLI1).
those screened out because they are under 2-2 or !,5 and old ri \vh..)
has answered "yes" to question 49 on Claimant Profile (51'k
Attachment B), which asks "Do you feel that you need help in
a job?" Enroll him if need for help is cstablished

If claimant is no enrolled:

1. Instruct claimant to return to regular insurance offit
next week.

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

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

If claimant is enrolled:

Complete "Characteristics Form" (SPR-2X, Attachment
C) making sure each block is completed with an an v 1-F.,(..
Leave no blanks.-1/

1/ On Characteristics Form (SPR-2X) specifically note the following:
-- Question 418 A B and 419 A & B. Verify occupation with clain-,aut

and verify DOT code for accuracy.
- - Question #20. Interpret reason for becoming unen-ployed from

statement and eniplojer's statement as shown in Insurance Record.
- - Question #21. Ob'ain answer from claimant. Interpretation of clainiani

remarks and reasons 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 a minimum of 70 minutes per interview, including
evaluation 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.

A/*\,
5. Request Employment Service Record (ES 66) from

Employment Service Office in which claimant is
registered for work.

B. In-depth nterview

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 calling claimant (approx. 5 min. ).

b. Conduct interview per outline (approx. 45 min.).

c. Evaluation and-writeup .( approx. 25 min. ).
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Information Forms Needed:

-- Claimant's Booklet (10 31)+ - LO 318.21

-- Insurance Record WO 3391

-- Employment Record (ES IWO

- Any other pertineni: ES records such as counseling
interviews, referral and placement information,
rehabilitation efforts, etc. , wl-.ich may be available in
Employment Service office.

- - Claimant Profile Form (SPR-1X) and characteristic.:
questionnaire (SYR-2X) which were 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

Fron available information, tentatively plan interview. At
this point no fixed or definite pattern should be established.
Consider the most obvious clues to reason for claimant's
unemployment and work from there.

The interview:

Review and complete all existing forms.

1. Complete ES bb if necessary.
(44)
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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

-- Capabilities with respect to tasks and skills

-- Add hobbies, if any, and determine the degree of
skills and possible application to job-oriented training.
(Use form ES 300.3 i: necessary. )

-- Discuss education and, if appropriate, pursue possibil-
ity of additional education or vocational training.
(Use form ES 300.4 if necessary.

Z. Review claimant's employment history

Use form ES 300. I. )

a. If claimant has skills, list them:

-- Include years worked at each skill

-- Whether claimant enjoys or avoids each skill

b. If claimant has no skills:

-- Determine reason for lack of skills, considering 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.
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d. Ask what claimant has done to look lo r

- - Where has he lebl<ed?

- - Does he have a suitable Job Search Pla,,

-- What problems has he encountered':

3. Prepare preliminary diagnosis

a. Define and record claimant's problem in tind)riu s n ahh
work.

- - Problem may be stated by claimant.

-- Problem may be implicit in the information obtained.

b. Evaluate and redefine problem, if necessa rv.

c. Determine appropriate action needed.

4. Assign appropriate employability classification.

The SPRUCE Claimant Characteristics Form (SPR-?.X,
Attachment Cl was completed at time of preliminary into r-
v14.-!w. Question 26 requires that an employability classifi-
cation be assigned to each enrollee. There are two major
employability groups, each of which is broken down into
three subgroups as follows:

a. Group I. Job-ready, requiring placement services only

IA. Marketable skill or competence, without imp-2(liments.

IB. Marketable skill or competence, but with personal
impediment which is: not remediable, unrelated
to job performance and precluding any attempt at
upgrading, retraining, or skill conversion.

IC. Skill or competence not in demand lozally, hut
warranting statewide and o.,t-of-state clearance.
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b. Group IL Not job-ready, requiring client service
prior to placement

IIA. Marketable skill or competence, but with a personal
impediment to be corrected for emploier
acceptance.

JIB. No marketable skill or con,petence, but without
personal impediments to employability.

IIC. No marketable skill or competence, but with
personal impediments to employability.,

Note: The classification IB refers to cases of client weakness in
which the choice between IB and ILA is the responsibility of the staff,
applying its professional judgn-iet:t. The classification IC refers to
cases of market weakness in which the choice between IC and LIB
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 coasideration than just job referral, as they probably race
unique problems in their job search.

5. Selection of appropriate services will be in accordance with
the employability group assigned:

Group I Services:

Job Referral! For the person who has marketable 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 demand 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. (See Sect. VIII, Outline, Tob Search Plan. )
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Sob Development: For the person with marketable
skills related to specific jobs for which the demand
within the community is limited and confined to specific
ind tries; and for those whose skills do not fully meet
job .quirements, but which could possibly be used if
minor job adjustments or allowances were Made by the
employer..

Group II Services:

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

Education and Training: Includes State and Federal
programs, 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 ether than Education
and Training and Medical Rehabilitation to improve
claimant employability: for example, Remedial
Education.

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

6. Termination of interview

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

b. If a job referral is indicated, maize it if possible and
schedule claimant for followup.

/ (48)
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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.

d. If claimant requires counseling, schedu3e 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)
including:

- - Attitude of claimant.

- - Reasons for willingness to participate in Program.

- - Reasons for refusal of '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.

This should be done as soon aftei interview a possible to assure
completeness and accuracy of recorded information.
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- - Return all Insurance Records (LO to Cercificatio:1
section.

- Retain a record of any followup required (job referral,
special services, etc. ) which must hr. completed
before next interview.

V. Preparation of Rehabilitation Plans

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

1. Determine kind training.

7. Determine claimant's capihility to absorb training and profit
by it:

a. Relate to his edacation.

b. Relate to his aptitudes (use GATB, if necessary).

c. Relate to his personal 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), I/

4. Contact agency involved and, if feasible, arrange for interview
and agency evaluation of claimant.

1/ Includes NADT.4,, 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 contract 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. If acceptable, expedite claimant's enrollment.

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

Determine the service needed, as indicated by work history, 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 orthopedic aids on an individual contract basis. (lf time
is an important factor, and case loads in the selected agency are heavy,
valuable time can be saved through individual contracts. )

C. Rehabilitation, Other; Services 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. Allowances and Other PEements

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 qualified individual
who is not eligible for unemployment 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 pe.riod of up to 4 weeks of unemployment after the service
included in his Rehabilitation. Plan has been completed, provided
the individaal is not eligible for unemployment compensation diring
this period.
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D. Relocation allowances will be payable when the determination has been
made that relocation is the most appropriate way an individual can
be rehabilitated and for each succeeding week up to and including
the week in which an individual starts to work at the relocation job,
the whole not to exceed 10 weeks.

For payment procedures, refer to SPRUCE pro:7ed,tre titled "Guidelines
for Payment of Allowances Under SPRUCE Program". (Attachment
E).

For eligibility requirement for SPRUCE payments refer to "Regulation
of the Secretary of Labor Implementing the E and I) SPRUCE Project"
(Attachment 17).

VII. Claims Issues

All claims issues are to adjudicated in conformance with UI Law,
Regulations and Interpretations. The only exceptions are those issues
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 reasons for refusal because they
may indicate a problem to which special SPRUCE Services should be
applied.

VIII. Outline of Job Search Plan

A. Purpose

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 capacity 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 employment with a single
employer, or those who need assistance in organizing their job-search
efforts.
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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 to the Project may develop Job Search Plans
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 experience, 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 following information:

1. Identification and location of industries the selectQd
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 areas of potential employment.

4. Wages usually paid to newly-hired workers in the o:...cupati3ns.
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5. Information on moth of dress, manner in approachinu (.!1 pl
and appropriate time of day for applying for work

6. Information needed to complete en.ployn-ent application. Sz.1.1,!4t
to claimant that he prepare a written slnimary of his e:1.ployment
history starting with last job first, names and addressi,s of
his character references (whose permksion tc, is their
he has previously sccuredl, his education -- schoals, cr,,irses,
and dates completed From this summary, he an save tin' 0,
completing his application and leave an impression of run.pctence
with the prospective employer.

7. Names and addresses of unions commonly representirw v:or;:ers
in the industries or occupations.

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

9. Names and addresses of professional, technic:t1 or otl,e r societirs
and agencies that render employment-locating services in
specialized occupations.

A plan agreed upon is su:nmarized in writing and a copy pruvided to
the claimant.

1D. Sources of information

Materials used are currently limited to pertinent Deliartment-produced
labor-market reports, occupational demand lists, occupational guides,
newspapers, transportation maps, union directories, and other local
materials as they become available.

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

E. FollowtH

Followup interviews are held with claimants at 1- to 4-week intervals,
depending on individual plans and workloads
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The purpose of the followup interview is:

1. 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 ca rrying-
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 employability services or
specific job-development assistance by. ES staff.:

The Job Search Plan and subsequent followup interviews are intended
tc he of positive assistance in expediting the claimant's return to
suitable employment. However, Claims staff cannot ignore persistent
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. Is responsible for planning, implementing, and establishing procedures
to accomplish SPRUCE objectives.

4. Assures coordination of 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 contract for services not otherwise
available.
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5. Arranges work assignments.

6. Prepares or supervises preparation of progress reports.

Senior Claims Examiner (SPRUCE)

1. Supervises regular UI functions, including certification and claims.

2. Prepares UI and other reports which may be required.

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

4. Supervises 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.

Senior Emplament Counselor (SPRUCE)

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 unique 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.
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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. Analyzes 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 needed.
Uses existing programs or, if none exist, arranges for them under
SPRUCE program, subject to approval of supervisors of such programs
and SPRUCE program director.
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7. Contacts appropriate agencies, such as DV R, that provide required
rehabilitation services and arranges for services needed. When
required, services may be contracted subject to the approval of
the supervisors of such programs and SPRUCE program director.

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

9. Follows up closely on reemployment of claimants to dote rmine
suitability of jobs obtained relative to original plan of action.

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

Employment 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.

2. At outset of Program and as required, conducts in-depth interviews
designed to gather information necessary to diagnose and service the
claimant's needs.

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

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

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

6. Carefully reviews results of referral to determine whether action
taken was.the best that could be taken.
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7. Records all information and actions taken with reasons for results
obtained in order to better assist claimants and to insure completeness
of records.

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

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

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

Claims Examiner (SPRUCE)

1. Those duties performed by Claims Examiners generally.

2. Preliminary interviewing of SPRUCE enrollees.

3. Preparing, following up, and revising job-search plans.

4. Referring qualified claimants on open job orders.

1. Normal Duties of Claims Examiner

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

b. Conducts periodic interviews with claimants as required.

c. Pro:esses overpayments that may occur during claimant's
enrollment in SPRUCE project.

2.. Preliminary Interviews

a. Conducts preliminary interviews as described in Outline of
Preliminary Interview.
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3. Job Search Plan

If the claimant's problem is how and/or where to look for work, the
claims examiner develops a job search plan with him, as described
in Job Search Plan; this includes job search plan followup and job
search plan revision.

4. Referral to Open ,Tob Orders

The claims examiner may contact ES offices and/or Job Bank
facilities to determine existing job openings in which jot) rcqui ents
match the claimant's abilities; he may refer the claimant to those
jobs.

5. Prepares, n-i;:intains, and keeps up to date a complete incliidual
file of contacts and services rendered each claimant.

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

NOTE: The purpose 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 employment assistance to UI claimants.
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Attachment A

CLAIMANT FLOW CHART

Local Insurance Office

Refer Designated Claimants
to SPRUCE Office

SPRUC4Office

Certify Claimants Referred
Screen In

Screen Out

Screen In

All Who Meet Criteria

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

Employability Group Il

Services

PreliminarytInterview

--Ugnify Claimants to Benefits

Final Screen Out

Complete Characteristics Form
Schedule for In-Depth Interview

Screen Out

1In-DepthvInterview

All Who Do Not Meet Criteri

Return to Local Office

Final Screen Out

Return to Local Office,

Certify Claimants to Benefits
Obtain & Record Pertinent Information
Assign Employability Classification

Employability Group II

Rehabilitation Services

'Job Search Plan Counseling
Job Development Education & Training
Referral Rehabilitation, Medical
Placement Reh6bilitation, Other

Relocation
Other.ES Services

Suitable Employment
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Attachment B
NEW YORK STATE DEPARTMENT OF LABOR.

Division of Employment
200 Franklin Street

Buffalo. New York 14202

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

cl.AIMANT. Please answer the questions on form and bring it with ,..on .101/ d.oc
Room 201 - 2nd Floor.

1. N.in.e

2. Social Security Account Number

:t. Al., last Male Ei

4. D ha'. P a (lofting.' job to return Yeti Ni)

Date

\Allen

Rat -.k to last .1r.pioy,1 onns.4! of hf kk"-

tlett lit Ill!, etZITIlny

7 Crion ontl)..;, Yesn Non Union

Le4.11, .1, time nuemployed' weeks.

9 IN tl-1 that you need help in findire.; a joh') Yes No

.....wered by female claimant only:

is.Id you get iiiarried during the past ' :ear? Yes 0 No
t.. Are on pregnant? Yes No

This Space For Official Use Only

Ce7tilyitiA to week of Code

Certification no. Have weeks of certification been continuous?

P.D. marked on L.O. 318? Yes No

'1 h.t.' "Alert
Reforral)1:-

NppEts joh assistance

i:Aplatia(ion -- tf necessary:

Not enrolled
Age

Employer-attached

SPR-1X (3-70) 1 2

Yes Nn [.]

Interviewei

LJ ii ;I lit IT 1. hrti

Date



Attachment C
SPRUCE CLAIMANT CHARACTERISTICS

1. Name:

( Address:

Last First Middle 10. Soc. Sec. Acct. No.

2a. Phone No.

3. Also May be Reached at or Through: 3a. Phone No.

4. Age
(last Birthday)

5. Sex

1 Male
2 Female

6. Physical Hdcp.
1 Yes
2 No

7. Vet. Status

1 Vet.
2 Non-Vet.

8. Highest School Grade
Completed

9. Marital Status

1 Single 3 Widow/widower
2 Married 4 Div./Leg. Sep.

10. Head of Family o 11. Prima y Wage 12. No. of 13. Estimated Average hourly 14. Yrs.. of Gainful Employment
Head of Househo d Earner Dependents

0 4
Earnings on last full time
job 1 Under 1 yeor

1 Yes 1 Yes
1 5 2 1-2 years

2 No 2 No 2 6

3 7 & over

per hour 3 3-9 years
4 10 years & over

15. Weeks Unemployed

Last 12 months

Current Spell

16. Public Assistance
Recipient in Family

1 Yes

2 No

17. Income: Calendar year 1969
A. Claimant's estimated comings
B. Estimated total family income

C. Number in Family
18. Ind. Code 1 18a. Primary Occupation Title

ob e

118b. DOT Code

19b. DOT Code

j

Reason for Becoming Unemployed

1 Seasonal

2 I rreoulat
3 Cyclical
4 Strurtural

5 Technological
6 Frictional

7
Reduced

Employability

22. Population Group

1 White (exc. Puerto Ricon)
2 Negro (exc. Puerto Rican)
3 Puerto Rican
4 American Indian
5 Oriental
6 Other

21. Barriers to Reemployment (primory barrier circled; secondary underlined if important)

01 None
02 Too Old or Too Young
03 Lack of Education
04 Lack of Skill Training
05 Lock of Experience

B.Y.E.
Date

06 Obsolete Skill
07 Health
08 Personal
09 Transportation
10 Child Care

11 Care of other Family Member
12 Conviction. Record
13 Garnishment
14 Other (Specify under Remarks)

24. Family Below
Poverty Level
(per 17 B-C)

1 Yes

2 No

25. H.R.D. Classification 26. Employability
1 Yes-PA (Item 16)
2 Yes-Poverty (24) & Age (4)
3 Yes-Poverty (24) & Handicap (6)
4 Yes-Poverty (24) & Education (8)
5 Yes-Poverty (24) & Pop. Gp. (22)
6 Yes-Poverty (24) & Combination
7 Yes-Special 8 No

Joh Ready

1 IA
2 IB
3 IC

Not Job Ready
4 IIA
5 IIB
6 IIC

27. Remarks: (In re Item 21/14; or refusal of SPRUCE ser,ice; or other detail)

Interviewer

SPR,2X (3-70) N.Y.-Dept. of Labor-D.E.
63
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Attachment D

1

This pag duplicates th front of a manila folder
in which were placed the forms shown on pages 65

I 1
I 1
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1 1

I

(ES 300)
through 71.
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SPRUCE

JOB-SEARCH PLAN

Date

Interv-iewer

NAME S. S. #

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

What is clients problem?

Evaluation

65
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NAME

OCCUPATIONAL GOAL:

Instructions to Client:

SPRUCE

JOB-SEARCH PLAN

CONTACTS
EMPLOYER Date By Whom? How?

name Claimant Phone
Address

4... 1'../

Interviewer Visit
Phone #
game Claim- ant Phone
4ddresaL L./ LI

Interviewer Visit
Phone # L./ -1..../

Name Claimant Phone
Address

./..-/ Li
Interviewer Vialt

Phone # L./
lame Claimant Phone
Address L_/ Li

Interviewer Vizit

Plitlli-----------________-----/../ -404
Name Claimant Phone
Address Z./ Li

Interviewer Vizit

Name Claimant Phane
Address L-2 Li

Interviewer Vi.ait

P.hgnv i L_/
N ame - Claimant Pe
Address i.._/ L/

InterViewer Visit
Phone # Li

SPR 300.1x Revised 6/71)

Date

Interviewer

S.S. #
(Dot)
(Vol)

Page # (III)

1AJhat Happened?

Number



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 and the problem

areas the counselor sees must be resolved.)

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

PHYSICAL CAPACITIES:

PROBLEM. PERSONAL TRAITS AND PHYSICAL CAPACITIES

. 67

ES 3:1. I (1-70)
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DATE: SOCIAL AND ECONOMIC FACTORS AND FAMILY RELATIONSHIPS:

LEISURE TIME ACTIVITIES AND ERE:, I'S:

EDUCATION AND TRAINING: .

SOCIAL, ECONOMIC AND FAMILY, LEISURE TIME AND INTEREST. EDUCATION & TRAINING

68

ES 300.2 ( 6-72)



N.Y.-Dept. of Labor

DATE: WORK EXPERIENCE: .

_ TEST INTERPRETATION:

VOCATIONAL EVALUATION:

VOCATIONAL PLAN:

WORK eXPERIENCE, TEST INTERPRETATION. VOCATIONAL EVALUATION. & PLAN

69
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N.Y.-Dept. of Labor

CONTINUING INTERVIEWS: (Atluit,i,..al data, contacts with counselee or agency regarding vocational development
or plan.)

DATE: (Summarrze and evaluate)

CONTINUING INTERVIEWS ES 1030.4,Z7-721



DATE:

I

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

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

"It

CASE CLOSURE: (Reason and Date.)

FOLLOW-UP AND Cf );;URE OF CASE 71 70)



Attachment E

NEW YORK STATE DEPARVENT OF LABOR.
Divisidn of Employment

Unemployment Insurance Bureau

TO: DATE: April 8$ 1970

FROM: Harold Kasper

I. General

RE:

T70-8

Guidelines for Payment of Re-
habilitation Allowances Under
SPRUCE Program

A. Special Program of Rehabilitation. for Unemployment Compensation ahaustees

1. Many individuals who have enough recent coverage to qualify for
unemployment compensation have some inadequacy or problem which harpers
their reemployment to such an extent that they are still without jobs
when they. exhaust their unemployment insurance benefits. These
individuals may need special assistance in the way of training,
guidance, relocation, minor medical aid or other rehabilitative services
in order to get and hold jobs. SPRUCE (Special Program of Rehabilitation
fcr Unemployment Compensation Exhaustees) is a program that would con-
centrate on serving. these potential exhaustees and exhaustees and make
available to them the needed services.

B. Definitions of Special SPRUCE Items

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

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

3. Stand by time means a period 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 unemployment after the service
included in his rehabilitation plan has I,een completed.

C. Demonstration Protect

1. To determine the type of services that are effective in getting long
term unemployed individuals back to work a demonstration project will
be conducted in Buffalo, N.Y. Under this project Iii claimants who
file for their 13th weekly payrent wiles he screened to segregate those
claimants:

a. who are younger than 22 years of. Age or who are 65 years or older
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b. who have rarketable skills. U.I. staff will work with these
claimants to dcvelop a lob search plan

c. who have no marketable skills or who have handicaps which must be
corrected to improve their employability. These claimants meet
the SPPUCE criteria and will be divided into two categories; a
Control group and a Test group. The control group will be afforded
the normal local office services; the test group will he afforded
the speical rehabilitation services available under the SPPUCE
program. Data for both prouns will he compiled so that the short
and lonF term effects of special services in reducing lon5- term
unemplovrent can be Treasured and evaluated.

D. Funds for Payrent of SPPUCE Pllaqances

Federal funds will Le allocated to the State for the payment of 7,Pucr allow-
ances and services. allowances. For administrative convenience allowance paY-
ments will be made out of the Occupation Training Account. The IA 40E.3,
Occupation Training Check, will be used to ply F=PRUCF allowances.

1. :. Pehabilitation Plan /1

1. A rehabilitation plan will he developed for each individual eligible
for rehabilitation assistance. The rehabilitation clan may include
one or more of the following rehabilitation services:

a. Education and traininF

b. On-the-ioh training

I:. fledical aid

d. Pelocation

F. Fehabilitation /Nlicwances

le

1. A rehabilitation allowance eaual to the amount of the individual's
last weekly U.I. ray be paid to the individual if he is not eligible for
U.I. benefits /2 for am week in which:

a. The individual is being counseled Ortested under the SPPUCE
program,

.

b. The individual is receiving a rehabilitation service (other than on
the job training, education or training) or for a week of "stand by
time."

/1 The initial rehabilitation plan may Le revised to include additional rehal)i-
litation services.

/2 For those claimants waiting for or receiving SPRUCE services other than
training who are entitled to unemployment insurance benefits (their weekly
claims are not expired or exhausted) the local office will continue to
'process regular unemployment insurance compensation claims.
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c. 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 alIncance equal to the amount of the individuals last
weekly U.I. plus a $20 incentive amount may be raid to the individual
who is pursuing education or training course included in his rehabilitation
plan.

. If the individual qualifies under iDTA the rehabilitation allowance
will be the amount of the MIOTA training allowance or the amount of
the individuals last weekly U.I. plus a $20 incentive amount which-
ever is higher.

G. Rehabilitation Allowances - maximum Weeks Payable

A rehabilitation allowance may be raid to a qualified individual for 52
weeks. If an individual is in training in his .52nd week the number of
weeks may be increased by the number of weeks needed to complete his
training or by 13 weeks whichever 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 part of his rehabilitation
plan may be raid supplelental allowance to cover his transportation
expense.

a. For daily commuting the amount of the transportation allowance will
be an amount equal to the cost of the least expensive means of
available transportation.

b. For travel from the individual's one to a training facilitY,
medical or other center located outs5de the commuting area of the
individual's hone the transportation allowance will be an amount
equal to the least expensive neon of available public transportation.
The amount of this transportation allowance may not exceed $.10 ner
mile.

/1 The transportation allowance is not payable if 'transportation is arranged for the
individual and paid for by the State Agency; or where the individual is receiving

such payment as under ,nother Tederal or program.
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2, Subsistence Allowances /1

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

(1) Alen 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 accommodations plus an allowance of $1.per day for
incidentals or when an individual is receiving medical rehabil-
itation services, under this program, a subsistence allowance
will not be paid where the facility rendering the rehabilitation
service provides accommodations at the facility for the indivi-
dual.

I. SPRUCE Expiration Codes

1. The SPRUCE expiration code will be "995". For a second ledger, the expir-
ation code will be "985", for a third ledger "975", for a fourth ledger
"965", and etc.

2. If the SPRUCE enrollee is put in an DTA training course the regular NDTA
Expiration Code "982" will be the expiration code,

. For a second ledger
the expiration code will be 972, for a third ledger 962, and etc.

J. SPRUCE Account Numbers

1. "9087" number series (9987xxx) will be reserved for SPRUCE Acculnts.

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

/1 the subsistence allowance is not payable if the individual is receiving such an
eXpense paynent for the sane period under any other Federal law or program.
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K. SPRUCE Allowance Rates

1. Stand by Time and Services Other than Training

a. If a SPRUCE enrollee is not in training, and is undergoing 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. In Training /1

a. If the SPRUCE .enrollee is in training, the amount of the .SPRUCE
' training allowance will depend on whether or not ne can meet the

qualifications for the IIDTA training allowance.

(1) If the enrollee can not met the requirements for the +WA
training allowance the amount of his SPRUCE training allowance
is equal to`the sum of his former U.I. plus an incentive of :2U.

(2) If the enrollee can meet,the requirements for the :IOTA training
allowance the amount of the SPRUCE training allowance will re-
sult from two cletermina.tims. The two 41terrainations will be
made as follows:

(a) One - The amount of the 1IDTA training allowance. that the
enrollee would be entitled tc iY he wen.: in art IUD\
project.

(b) 'Da() - A -training allcsaance whicti is equal to tne JUNI Of 11.1.S

f0Tyler U.I. plus an incentive of !2k.3.

b. If the amount ,.in Item a, (2), (a) , above is equal or nigher than the
amount in item a, (2) (b) tne enrollee will be paid a trainine,
ance equal to the amount of the 1ID1'A training allowance.

c. If the amount in item a, (2) (b) above is nigher titan the amount in
item a, (2) (a) the enrollee will be paid a. training allowance which
is equal to the sum of his former

3. Training In MDTA Course

.

a. The amount of the training allowance for the SPRUCE enrollee in tie :DTA
'course will be determined as described in iten 2, above.

b. If the IIDTA training alioWance is equal or higher, the e.nrollee will be
paid as an :-DTA trainee. This allowance will be processed i i Local
Office and in Central Office-as an '.1)TA claim. /2

/1 Training allowance payments to the SPRUCE enrollee irrespective at whether or not the
enrollee is in !1DTA will generally follow

/2 This claim for the SPRUCE enrollee entitled.to training allowance equal or nigher
than the sum of the enrollee's former U.I. plus r,;2d will be transmitted in a regular
NDTA batch with claims for other HUM trainees.

0
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(1) For this trainee the regular iillTA fortis will be used.

(2) These payment's -vri.11 count only as payments.

c. If the U.I. plus !.,'2J is higner the enrollee will be paid this amuint
as a SPRUCE - :IDTA training allowance.

(1) For this trainee, for first payments tac forms ;Di'
Jbk.J.2.; :Jr JbJ.3, SPi; 336.7 and SPR :352.1 >: will be

subsequent nay::ients the form Lk 406.3 overprinted with
identification will be used.

(2) ,Ceri.;:ral office during its processing will split cacti trainin7
payment into two portions. A portion equal to the
of tne.:',DTA trainiri,; allowance will be onarge.d to a particular
,IDTA account:: The excess or remaininz Dec:iarg.;:71

to a SPRUCE Title 1 account.

d. If the enrollee can not net the mquirements for -the
allowance he will be paid a SPRUCE training. allowance equal to tile
sum of his. former U.i. plus $20.

(1) for this trainee first and subsequent payments will Dc:

on the same forms as listed in iteL:c (1) above. payrent
docurents will be included in same batcnes with -the documents
trainees in item c abOve.

(2) Central Office during its processing will onargc.-: full amount
allalance to a Si'RUCE Title 1 account.

4. Training in SPRUCE Course

Thaining projects. entirely financed from funds will be set up
met the needs of SPRUCE enrollees. Such projects will be identified by
two digit'SPRUCE :iT-1 numbers. SPRUCE identification nu7:-.bers will ran;e
from 50 tiirough JJ.

The fJrms used for first and 'subsequent paymnts for this trainee
the same as for trainee in item 3, c, (1) aboVe., Claim payment docuritints

be transmitted in batches under transmittals (LO 566) noted "Si'RUCE".

a.. Tne amount of the trainicu; allowance for ti e SPRUCE enrollee in tne
.SPRUCE' project will be determined as described in item 2, above.

b. If the :TDTA training allowance is equal or nigher the enrollee will be
paid this amounc. as his SPRUCE training allovance rate.

trinurrbors will-bp ..tne 5th anc-' otn digits o the Si'e,G account number r. Jd
-"').1". 998758X, 9987b6X, -etc.
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(1) Central Office during its processing will charge the full amount
of this training allowance to a SPRUCE title IT Account.

c. If the UI plus $2U is nigher the enrollee will -De 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
MIA training all(mance amount will be charged to a SPRUCE title
II account. The ixcess or remaining portion will be charged to a
SPRUCE title I account.

d. If the enrollee can not meet the requirements for IlDa'A training he will
be .paid a SPRUCE training allowance equal to the sum of his former UI
plus $20.

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

5. Training In Other Courses - SPRUCE Single Referrals

To enable the SPRUCE enrollee 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
training in available vocational.schoals.

The forms 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. The amount of the training allowance for the SPRUCE Single Referral
trainee will be determined as described in item 2, above.

b. If tne MIYA allowance is equal or higher the enrollee will be paid
this amount as his SPRUCE training allowance rate.

(1) Central Office during its processing will charge the full amount
of this training allowance to a SPRUCE Single Referral title II
account.

(1,1

c. If the UI plus $20 is nigher the enrollee will be paid this amount as
his SPRUCE training allowance.

(1) Central Office during its processing will split each training pay-
ment into two portions. Aportion equal to the full extent of the
:IDTA allowance will be charged to a SPRUCE Single Referral title
II account. The excess.or remaining portion will be charged to a
SPRUCE title I account.

d. If the trainee cannot meet the requirements for MDTA training he will
be paid a SPRUCE training alladance equal to the sum. of his former UI
plus $20.

(1) Central Office luring its processing will charge the full amount of
this training allowance to the SPRUCE title I account.
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L. Reduced SPRUCE Allowances /1

SPRUCE allowances to enrollees not in training will be reduced because of
earnings in excess of 20 hours.

SPRUCE training allowances will be reduced because of days of unexcused
absence and because 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 training facility)
the weekly amount of the SPRUCE training allowance payable will be
reduced by an amount computed by dividing the SPRUCE training allowance
otnerwise payable by the number of days of training normally scheduled
in a week.

a. EXAMPLE

Trainee who has five dependents formerly paid U.I. at $60.
Full weekly SPRUCE training allowance $80. ($60 + $20)
Full weekly MUM training allowance $77 ($52 + $21 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.

SPRUCE Training Allowance

NDTA Training Allaaance portion
SPRUCE portion.

Full Amount
Allowance Reduced

$80 less $16

$77 less $15.40

Reduced

Alladance. Irt

$64

$61.60 $62 (rounded

The reduced SPRUCE training allowance will be $64.

b. Central Office. Account Charges

(1) Central Office during.its processing will split this reduced
training allowance of $64 into two portions. The $62 portion
will be charged to a particular IOTA account or SPRUCE Title
II account; the $2 portion will be charged to a SPRUCE Title
I account.

(a) If. the trainee does not net the requirements for the 'um
trainin&alladance the entire Amount of the reduced SPRUCE
training allowance of $64 will be, charged to a SPRUCE Title
I account.

'.4
/1 The ili)TA rules for reducing allowance will apply to SPRUCE allowances. If a reduced trainin

allowance amount is not in even dollars, it is rounded to the next higher:dollar.
/2 L this example, the 2nd quarter 1970 =A basic regular training allowance of $52 is used.

The $52 rate is effective with weeks starting on 4/6/70 (week ending 4/12/70).
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2. SPRUCE Training Allowance Reduced for Earnin-,s

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. EXAHPLE

Trainee who has 5 dependents forrerly paid U.I. at $60.
Full weekly SPRUCE training allowance $80. ($60 + $20)
Full weekly MDTA training allowance $77 ($52 + $25 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 earnings for
hours in excess of 20 hours. $10 (5 hrs "J $2) is amount of
reduction.

The reduced SPRUCE training allowance will be $70.--

NDTA training allowance portion $77 less $10 = $67
SPRUCE portion $ 3

770-

b. Central Office Account Charges

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

(2) If the trainee does not meet the requirements for the VEITA
training allowance the entire amount of the reduced SPRUCE
training allowance of $70 will be charged to a SPRUCE Title
I account.

1:. SPRUCE Allowances to Public Assistance Recipients

1. A SPRUCE trainee who is a public assistance recipieatand receives a
money payment under Title.I, IV, IX, X, XIV, and XVi of the Social
Security Act will be paid a SPRUCE incentive allowance in lieu of a
SPRUCE training allowance. The amount of the SPRUCE incentive allowance
will be $30. ($20 incentive payment plus $10 for expenses)..

2. If the trainee meets the requirements for the HDTA training allowance
the Central Office will charge the $30 to:

a. The NDTA account representing the YDTh training project
tr&.nee is enrolled, or

b. The SPRUCE Title II account
project other than ium.

3. If the trainee does not meet the requirements for the tUrak training
allowance the Central Office will charge tne $30 to the SPRUCETitle I
account. d

it the

.

in cAlial the

trainee is enrolled in a training

1(81).
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N. Local Office Batchin of SPRUCE Claims

1. First Claim Assembly - Local Office will assemble:

a. For SPRUCE enrollee not in training:

(1) SPR 952.1, Desk Payorder- SPRUCE
(2) SPR 336.7, SPRUCE Allowance Control Card /1
(3) Mr 950, Entitlement Questionnaire
(4) SPR 950X, Determination of Entitlement

b. For SPRUCE enrollee in training:

(1) SPR 952.1, Desk .Payorder
(2) SPR 336.7, Desk Payorder - SPRUCE
(3) MDT d50, Entitlement Questionnaire
(4) SPR 950X, Detetmination of Entitlement
(5) SPR 950.2, Notice of Selection a;10,,A0Stral to Training
(6) SPR 950.3 (furnished if trainee is eligible for subsistence

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

qualifies for nprA allowance)

c. Local Office will transmit first claim assembly documentS listed in
items a. and D., above, under a transmittal (LO 666) noted "SPRUCE" and
"Firsts" to the Original Claim Subsection.

2. Subsequent Claims - Local Office will transmit form IA 406.9, Payorder
for SPRUCE Payments, under a transmittal noted "SPRUCE" and "Subsequent"

e- to the Benefit Payment Subsection.

0. Disqualifications Under the SPRUCE Program

1. Au individual may not receive any type of allowance or an' rehabilitation
service under this program for a week that begins withip-sone year I-clic/wine
the date:

a. He terminates prior to completion for other than good cause an edu-
cation or training course which he was.taking in accordance with his -1;.1

rehabilitation plan.

b. He refuses without good cause to undertake or, complete the service
proposed for him in a rehabilitation plan after having accepted
such plan.

Untirfimm SPR 33.7 :is developed and printed Local Office will lAe.ihe 10 536.1.
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U. Disqualification Under the spimi Program (Cont d)

c. A determination is made that such individual ',wade a false state-
Trent or representation of a material fact knowing ic 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
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 disqualification under, the NDTA program. This
disqualification applies only to education or training included
in his rehabilitation plan.
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II. Central Office Processing

RESPONSIBILITY

Special Processing Unit
Original Claim Subsec-
tion

-12-

ACTION

1. Examine the SPRUCE documents in eacn first
claim assembly, (See items I, N, 1, a, and I,
N, 1, b, above) and:

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

b. If the documents are for different en-
rollees, remove assembly from batch and
prepare and attach a form IA 433, Original
Claim Exception Notice.

(1) Correct the number of claim figures on
form LO 665 to reflect the claim re-
moved from the batch.

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

2. Send the SPRUCE Allowance Control Cards /1 to
the Files Unit via the Receiving and Exairild:41:
Unit.

3. Examine each SPR 950X, Determination of En-
titlement to SPRUCE Allowances, and ascertain
that entries furnish information re:

a. Enrollee identification - name and social
security account number.

b. Dates for ReYabilitation Period.

c. Determination as to type of allowance.
See items 4 and-5 below.

4. If item "a", SPRUCE Services Allowance (Not in
Training) is checked W), verify that the weekly
rate and duration (number of weeks) are shown.

For a -telliPorarY Period, until the SPRUCE AllaaanceMFrFr=r,T is pran----'7U7RM
MDTA Allowance Control Card, containing SPRUCE data will be use d. 1 )
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tion (Cont'd)

-13-

5. If an item other than "a" is checked (.0:

a. Verify that there is data in the "HDTA
Qualification" box and if the check W)
is:

(1) "No," verify that there is a check
(Ni) for item "e"

(2) "Yes," verify that there is a check
(i) for item "b," "c," "d," or "f"
and that amounts equal to the weekly
rates for both the enrollees,' former
UI.plus $20, and his HDTA training
allowance (regular, augmented, or in-

, creased) entitlement are shown.

(a) When the check (4) is for 'item
"b," verify that an MDTA MT-1
No. (")XNN") is shown.

(b) When the check (J) is for item
"c," or "d," verify that a SPRUCE
MT-1 No. ( "XX") is shown.

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

6: Hold aside SPRUCE.first claim documents
the Files Unit completes its processing of
SPRUCE Control Cards against the -Claim Control
File. 11

_ 7. Examine each form IA 401.1 received from the
Files Unit and process, as described in items
8 and 9$ below.

r--

e orm t , " - 3 t_ to rom tro 1 e, wi used y e 1 es
to advise the Special Pressing Unit of information for SPRUCE claims it finds during
its search of the Claim Control file.
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Special Processing Unit
Original Claim S-bsec-
tion (Cont'd) 8. Return a first claim assembly (stapled to it

IA 401.1) to the SPRUCE Local Office when tne
form IA 401.1 show:

a. An existing disqualification under the SPRUCE
program..

b. An existing disqualification under the ilDTA
program /1 and the form SPR 350X shows a
determination for training.

c. An unliquidated overpayment under the, SPRUCE
program.

a. An unliquidated overpayment under the IOTA
program and the SPR 95UX shows a check (J)
in item'"b."

e. SPRUCE rehabilitation allowances exceed 52

("SPRUCE Rehab. Exceed 52").

f. ADTA training allowances exceed 104 MINA
Train. Exceed 104") and the SPR 950X snows
a cneck (,/) in item "b".

9. Continue to process the remainder of first clifm
assemblies and include with this group any f st

Claim assembly for which a related IA 401.1 shows:

a. An existing di'Squalification under the dUTA
program and the SPR 950X shows a check (./)
in item "a" for SPRUCE Services Allowance
(Not in Training).

(1) Send the IA 401.1 to the SPRUCE Local
Office to advise them of HUTA disqual-
ification.

b. "Previous MDZA Course" and "New Claim Pro-
cessed" - Use the expiration code on the
IA 401.1 as the MDTA expiration code in the
M1'A "T /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
code in the SPRUCE "T/C 01" box on the
SPR 950X. See item 11, b, (1) , below.

d. Destroy the forms IA 401.1 after use in
items "b" and "C" above'.

Is, W1 inc uae e s awing vious urse. .this case the data on

thIP.1° 06'1 indicates that a year has not e',.apsed since the ehdirg date of the previous

MLTA-CoUrse.
(86)



Special Processing Unit
Original Claim Subsec
tics (Cont'd)
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10. Process forms MDT 951 as now. /1

11. From the data on the SPR 950X and data, if any,
from the Claim Control File determine the ex-
piration code.

a. If there is a check () in item "b" of SPR 950X,
use 982 as the expiration code.

(1) When the data indicate that this is a
second training course, use "972," third
use "962," etc.

'(&) Line out the "982" preprinted in
the "MDTA Accession Transaction
(TIC 01)" box and enter "973,"
"962," or "952," as appropriate.

D. If there is a check () in other than item
"b," of the SPR 950X, use "995" as the ex-
piration code.

(1) when the 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 01)"
box and enter "985," or "975,"
"965," as appropriate.

12. Examine the form SPR 5 b2.1X, Desk Payorder -.SPRUCE,
and verify that:

The weekly rate shown in the "Rate" box is in
agreement with the rate shown on the fclm
SPR 950X.

b. Tnat the type of allowance being paid is in
agreement with tne determination data shown
on the SPR 950X.

13. Enter the expiration code determined for the
SPR 950X in the "Exp. Code" box of the SPR 952.1X.

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

str-Iran SPR 956 X shows a check W) in item "b," a form MDT 951 will 'be sliEitted by the
Local Office. In this case the MDTA portion of-the-training allowance (UI + $20) will
be charged to an MA project. Procedure T69-21 deScriheS the processing of forms

HET 951. (87)



15. Send the forms SPR 952.1X under its transmittal cp
noted "SPRUCE" and "FIRST" to the Card Preparati
Subsection, Electronic Data Processing Section, via
the Receiving and Examining Unit.

16. Send the. SPRUCE "wage documents" SPR 95IX (with
attachments VDT 950, MET 90.2 and ma 950.3) to
the Examining and Batching Unit.

17. Process SPRUCE Claim Control Cards against the
Claim Control FL'e in generally the same manner
as for MDTA Control Cards, and as described in
items 18 and 19, oelow.

18. If there is only a U.I. claim card for the same
enrollee in file, file the SPRUCE Claim Control
Card.

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

a. An existing disqualification (ineligibility)
under the SPRUCE program:

(1) Prepare a. farm IA 401.1, and enter on it
the expiration date of the disqualification.

(2) 'Staple the SPRUCE Claim Control Card to the
IA 401.1.

b. An existing, disqualification under the MDTA
program and the SPRUCE Claim Control Card shows:.

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

(.m) Prepare an IA 401.1,

1 Enter cn it mDrA disqualification
expiration date of the disquali-
fica i.on, the Local Office which
impfxied the disqualification and
new SPRUCE claim processed for not
in training (e.g. META Usq. date'
"XX/XX/X", L.O. No. "XXX," "New
SPRUCE Claim Proc. - Not in
Training").
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-17-

(2) A determination for training.

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

(b) Staple the SPRUCE Claim Control Card
to the IA 401.1.

c. 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
Card.

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

(a) Staple the SPRUCE Claim Control Card
to the IA 401.1.

d. An unliquidated overpayment under the ifOTA
program and the SPRUCE Claim Control Card
shags the trainee is enrolled in an ML)TA course
and qualifies for an MDTA training allowance.

(1) If the SPRUCE Claim Control Card is
stamped "Do Not Return Claim a/c Unliqui-
dated Werpayment," file the SPRUCE Claim
Control Card.

(2) If. the SPRUCE Claim Control Card is not

stamped as in item (1) above, enter on the
IA 4014, "IA 859 SPRUCE - iIJTA" and the

MDTA overpayment data from the IA 859.

(a) Staple the SPRUCE Claith Contrcl Card
to the IA.401.1..

e. Previoun SPRUCE Rehdbilitation Allowance

(1) Add-tHe number of Rehabilitation shown on
the new SPRUCE Claim Control Card to the
previous number shown on the card in file,
and if the total:
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(a: Does not exceed 52,

1 Prepare an IA 401.1 and enter on
it "New SPRUCE Clain Processed"
and the Expiration code "XXX"
for the' SPRUCE claim.

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

(b) Does exceed 52

1 Prepare a form IA 401.1 and enter
on it SPRUCE Rehabilitation
AlloWances exceeds 52 ("SPRUCE
Rehab. Exceed 52").

2 Staple the new SPRUCE Claim Con-_
trol Card to tne IA 401.1.

f. Previous IOTA 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 - Allow-
ances on the SPRUCE Claim Control Card
to the previous number of MDTA training
allowances shown on the !IDTA Control Card
in file and if the total:

(a) Does not exceed 104, fil. the SPRUCE.
Claim Control Card.

1 Prepare a form IA 401.1, enter on
it, "Prey. META Course" - "New
SPRUCE - luirA Claim Processed" -
and the MDTA ezpiration code /2
for the SPRUCE - =A claim.

(b) Does exceed 104

1 Prepare an IA 401.1 and enter on
it MEN training allowances ex-
ceed :t.04 ("META - Exceed
104").

2 Staple SPRUCE Claim Ccn Card
to IA 401.1.

20. Send the forms iA 401.1 with (or without) SPRUCE
Claim Control Cards attached to the Special Pro-
cesstng Unit.

Th:;$14014.-.:-`,,TM12,9 or a s determination
a third 4eterminatiPn &tit.

/2 Ilito .wp4141 MD expiration code "9727 for second '.2.11k training course,. "962.9" fOr a
thlik4 6.4441-4g 0911SP,..

. .
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Files Unit
Original Claim Subsec-
tion (Contld)

Examining and Batching Unit
Original Claim Subsection

0

21. Upon receipt of a card showing a SPRUCE disquali-
fication, file it in the Claim Control File.

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

a. 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 0/) in box
for items a, c, d, e, or f, the
code is 995. (985, 975, 965, etc.).

(b) If there is a check 6/) in box for
item b, the code is 982 (972, 962,
952, 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 there is a cneck (s/) in box for
items a, e, or f, the pertinent
account is printed on the SPR 950X.

(b) If there is a check (J) in box for
item b, use the KOTA T-1 AO. to
form the required account.

(c) If tnereis a check ()/) in box for
items c, or d, use the SPRUCE 11T-1
NO. to form the required account.

23. If the account checked CO on the ftyr 950X is a
clearing suspense account prepare the IA 96.9,
Control Card Special Claims. Data for this control
card is described in items 23, a, and 24, bellow.

a. Use the IA 87, Special Claim Form, to snow
the effective days the portions of the weekly
rate, and the detail accounts for which the
clearing suspense account was used in tne
ledger accession transaction.
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Examining and batcning Unit
Original Claim Subsection
(Cant's!)

cki'''

(1) iur tne portion of trie. wC'INly rate equal
to the amount of the enrollee's ::.)TA
training allowance entitlement, the
account is ii67XX1, /1 SPRUCE "iraining
Allowance - Title II.

(a) If the trainee is enrolled in an
:VIA course this portion would be
c:iarged to the Training Allow-
a:-.ce account, j..iXXXXI. /2

1 Waere tnis trainee nad not. ex-- haustecl iris UI (and ids benefit
year nad not expired) the c_narge-
al.)le account account vJOLILI ue the
IDTA increased training allowance:
account, j XXXi.:"

(2) Fur. the portion of the weekly rate in
excess of tne amount of the enrollee's
;.11.11'A training allowance entitlement, the
account is 987011, SPRUCE Training
Allowance - Title I.

214. From the information on the IA 87, enter on tie
form IA Ju.J9 the following:

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

b. Tne weekly training allowance rate (former dI
rate + 4%2U) and the expiration code.

c. The word(s) "SPRUCE" or "SPRUCE -

d. Tne chargeable IOTA training allowance account
or tne SPRUCE' training allowance account -
Title II, and the portion of the weekly rate
equal to the trainee's 11E1rA training allowance
rate entitlement.

e. The SPRUCE training allowance Title I account
(Jj87U11) and portion of the weekly rate in
excess of the amount of the trainee's lillTA
training allowance rate entitlement.

/1 The "de represents the two cigit SPRUCE ,IT-1 NO.
77 The "XXKX" represents the four digit 110TA :4"-i NO.
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Examining and hatching Unit
Original Claim Subsection
(Contld)

Card Preparation Subsection
Data Processing Section

-21-

f. The total number of effective days chargeable
to the account.

25. Prepare a form IA 301, batcn Route Sheet.

a. Stamp it "SPRUCE."

b. Note it "TIC 01."

c. Enter on it batch number and the number of
records. (Forms SPR 9SUX)

26. Send the forms SPR 950X under cover of the IA 301
to the Card Preparation Subsection.

27. Send the forms IA 96.9 to the Adjustment Unit.

28. List batch of SPRUCE first claims cn the form
IA 664.3, Card Preparation Control Street. (On

the same sheet as used for IU)TA but identify
the entry as SPRUCE)

29. From the information on ea ,In form SPR 952.1X,
Desk Payorder - SPRUCE, keypuncri /1 a blank
tai ulatLRg card, form IA 4-Ub.9X, ra'yorder For

SPRUCE Payments, as follows:

Item No. of Col. Columns

Local Office "0U71" 4 1 - 4

Col. 5 and 6 are blank 2 5- b
Zip Code 5 7 - 11

Expiration code 3 12 - 14

Column 15 is blank 1 15

Rate 4 lb - 19

N. Y. 2 20 - 21

S.S. Account Number 3 22 - 30

- SPRUCE ident.
12 position 1 23

Enrollee's Name 15 31 - 4b

Street Address 19 4b - b4

City lb bb - 80

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

/1 The keypunching instructions for punching tie SPRUCE payroder processing cards are
exactly tne same as for HDTA.
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30., Place batch of form SPE 952.1X and the corres-
ponding keypuncned (and keyverified) payorder
processing cards in tray for pick-up by the
deceiving and Examining Unit.

31. List batcn of forms SPR 9b0X received under cover
of form IA 301 noted "SPRUCE" and "T/C 01" on the
form IA 620.21, Hater; Control by keypunch and
keyverif ication operators.

32. From the information on each SPR 950X:

a. Keypunch a form IA 552 as follows:

Item No. of Col. Columns

Tnans. Code "01" 2 1 - 2
Card Code "8" 1 3

S.S.A. Number 9 4 - 12
Expiration code 3 13 - 15
Rate 2 lb - 17
Blank Columns 20 18 - 37
Effective Days 3 38 - 40
Chargeable Account 7 41 - 47

blank columns 31 48 - 78
Identification 12 pos. 1 79

Blank columns 1 80

b. Keyverify the punched form IA 552.

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

34. Send the processed SPRUCE gage Reports (SPR 950X
and attache ents) to the Files Unit.

35. Pick up batch of SPRUCE first claim and keypunched
payorder processing cards fran the Card Preparation
Subsection.

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

37, Give the forms IA 406.9X, Payorder for SPRUCE
Payments to the Electric Accounting jachine
Subsection.
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Electric Accounting achine
Subsection,
IData Processing Section

-23-

38. Reproduce the keypunched SPRUCE processing cards /1
into blank forms IA 406.9X, Payorder for SPRUCE
Payments. /2

3J. Interpret both sets of cards. /2

4U. Send the interpreted keypuncned processing cards
to the Payment Subunit for clerical assembly
operations.

41. Send tne interpreted reporduced SPRUCE prepunched
payorder cards to the Mail and Service Unit for
mailing to the SPRUCE Local Office (LO 71).

42. Upon receipt of punched first claim processing
cards (after cliecK processing operations nave been
completed), 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
number.

b. Send the sorted SPRUCE prepuncned payorder
processing cards to the Mail and Service Unit
for mailing to the SPRUCE Local Office (1,0 71).

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

44. Return the group of SPRUCE subsequent payorder
cards to the Payment Subunit.

46. Interpret the reproduced SPRUCE prepuncned payorder
cards.

46. Send the reproduced and interpreted SPRUCE pre-
punched payorder cards to the Ilan and Service
Unit for nailing to the SPRUCE Local Uffice (U) 71).

The Card Preparation Subsection keypunched these processing cards from first claim desk
payorders (SPR 95°X).

/2 Tree 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 fIDTA
payorder cards.
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Payment Subunit, Payment Unit,
Benefit Payment Subsection
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47. :arrange group or SPUCE first claims (SPR J52.1.1
and the corresponding keypunched and interprett
payorder processing cards (IA 406.9X) for assembly
with denominated cards. /1

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

a. Write the most common statutory week on tree
form LO 666 in blank space under the box
heated "bate Claims Forwarded."

49. :atch each SPX 952.1X, Desk Payorder - SPRUCE
(checked "FIRST") with the corresponding SPRUCE
payorder processing card.

50. From tne payment information shown on the
SPR 952.1X, insert denominated cards if required
by type of payment in back of the appropriate
SPRUCE payorder processing card as described in
items 65 tnrough 55 below.

61. Process SPRUCE subsequent claims IA 406.9X - or
the SPR 9S2.1X "paper payorder" if the IA 406.9X
was not available to local office) for preparation
of prepunched payorder processing cards. /2

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

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

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

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

1 Tencmlnated cards will 6E-UM for SPRUCE payments iri=amemarusey are usenar
MDTA payments.

/2 During this operation SPRUCE Claims which require the keypunching of new forms IA 401 X

!" are removed (these are those with corrections and "paper desk payorders" which need

punched forms IA 4U6.9X).
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Payment Subunit, Payment Unit,
Benefit Payment Subsection 55. If a payorder shows a payment for a SPRUCE

allowance /1 at tle full weekly rate for the
common statutory week, do not insert a de-
nominated card. /2

56. 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 denominated card
containing the other than the common statutory
week.

57. If a payorder shows a SPRUCE training allowance at
the full weekly rate for the common statutory week,
a subsistence allowance for the common statutory
week, and a daily transportation alloWance for
the common statutory week:

a. Insert three denominated cards as follows:

n tnis case -II* a owance means el er e "1 ervices 1 owance 0
or the SPRUCE Training Allowance.

/2 Denominated cards used in the SPRUCE program will be punched exactly as in the NDTA pro-
M1111111

gram. Required payment items are punched in denominated cards as follows:

Items No. of Col. Columns

Four effective days

Statutory week

1 1

Month 2 7 - 8
Day 2 9 - 10
Year 1 11

Identification 11 pos. punch 12

Amount (Col. 36 is blank if
amount is under $100 5 36 - 40

In addition, the above denominated cards will contain special punches to identify the
following types of payments:

For adjustment of previous underpayment, 11 position punch in column 13.
For adjustment of previous overpayment, 11 position punch in column 14.
For reduced SPRUCE allowance (because of compensated hours or unexcused absence) 11
position punch in column 24.
For an excess.cash repayment, or an excess offset repayments 11 position punch in
column 25.
For daily transportation allowance payment, 11 position punch in.column 29.
For Z= transportation allowance, 11 position punches in columns 27 and 29.
For 57sTrosistence allowance payment, 11 position punch in column 30.

(97}



-26-

Payment Subunit, Payment Unit
Benefit Payment Subsection (Cont'd) (1) One with no amount.

Receiving and Examining Unit
Tax Processing Subsection

P8.

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

(3) One with an 11 position punch in column 2J
and the amount of the transportation
allowance.

If payon-1,-n.- snows a SPRUCE allowance for the common

statutory week which is reduced becuase of earnings,
insert a denominated card with an 11 position punch
in column 24 and the amount of the reduced allow-
ance.

a. If payorder showed a reduced allowance for
other than the common week the denominated
must contain the ogler than common statutory
week 'h addition to the 11 position punch in
column 24 and the amount of reduced allowance.

59. After the assembly operation is complete, place
the assembly group of payorder processing cards
in a se 'orate tray.

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

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

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

62. A._;sign the warrant number by selecting the next
prepunched NDIA Warrant Master Card from the
Warrant [Master Card File and write on the:

a. Warrant Master Card

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

(2) Check (NO in the box headed "MDTA" and in
box headed:

( 9 8 )

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

(2) "i<edet," if type of warrant for re-
determinations.
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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.

Corrections Subunit, Payment Unit,
Benefit Payment Subsection

b. Transmittal sheet (LO 666); tne warrant number
("XXXXX") which is interpreted an the Warrant
Master Card.

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

a. Filld aside tray of payorders until the Warrant
Master Card is punched.

64. Give the Warrat Hester Card and related LO 666 to
the Corrections Subunit.

65 From data written on the Warrant Master Card, key-
punch into the Warrant Master Card:

a. Code "1" if themarrant is for a first claim
warrant, or code,"2" if the warrant is for a
redetermination warrant. Punch the code in
column 22.

b. Code "8" for "META" or ("SPRUCE - MDTA") in
column 23.

c. 11 position punch in column 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 666 by the
Payment Subunit).

66 Give the keypunched Warrant Master Card and LO 666
to the Receiving and Examining Unit.

(99)



Receiving and Examining Unit
Tax Processing Subsection 67. Place tne .)arrant ::aster Card in front of tne

pertinent group of payroder processing cards.
(The S.S. Account :4umber written on the Warrant
:Laster Card must De the same as interpreted on
the care L,tanding upright. See item o3 above.)

68, 4rite tne warrant number on fcrm LO 1666 (on all
formb LJ 666 if more than one) and attach to the
applicable group of SPRUCE "paper" payorders.

63. Retain tne LO 666 and the applicable paper pay-
orders in warrant number order in unit file.

7U Post the warrant number of the SPRUCE warrant 7roup
ready for submission to EDP on the .]arrant Control
4ork Sheet.

a. Identify une posted warrant number as "SPRUCE".

71. At designated time carry tne assembled warrant
group of SPRUCE payorder processing cards to EuP.

72. After computer processing is complete (at desig-
nated time) pick up the computer processed SPRUCE
warrant groups. /1

73, Get the forma if) 6b6 and paper attachments for L._
computer processed SPRUCE warrant from the Unit
File. (The warrant number on top of warrant
listing must match warrant number on the LO 666.)

74, Ascertain that the warrant listings, payorders,
and checks are proper for the warrant group.

75. Process the computer processed SPRUCE warrant
group in the same manner as NIYI'A warrant groups
are processed, except identify:

a. Any form IA 647 Payorder Exception Aotice,
prepared for a rejectea SPRUCE payorder as
"SPRUCE".

b. "'iarrant Face Sheet" as "SPRUCE -

c. Postings of SPRUCE warrant group data to tne
IA 42.13, Daily Abstract of Disbursements,
as "SPRUCE".

/1 /he computer processed SPRUCE warrant group will consist of warrant listings (IA 4 ,

SPRUCE payorders, viarrant Vaster Card, and printed cilecks in odd and even check numbe,'

stacks.
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Receiving and Examining Unit
Tax Processing Subsection
(Cont'd)

Examining and Batching Unit,
Original Claim Subsection

Adjustment Unit
8enefit Payment Subsection

76. Send the processed SPRUCE WcirT3112 group of checks:
payorders, warrant lists, and envelope contanihs
cancelled checks (if any) to the Depart,, ant of
Audit and Control.

77. Post the dollar value cf the SPhJCE warrant ;rout
of payorder and warrant listings to the control
ledger in tae co1u7n of ledger identified ia
SPRUCE.

78. Reconcile any warrant snowing a revised total
because of a cancelled or rejected check.

79. Send the SPRUCE warrant group of payorders and
warrant listings to the Adj1i3tment Unit.

8U. file the forms IA Jb.9, Control Lard Special
Claims, in the Special Claim Control file lyy
social security account number.

81. Retain the SPRUCE warrant group of payorder, and
warrant listings in unit file for reference in
processing journal entries for "split charges."

See item 83, belo4.

82. Upon the receipt of form IA 661, Adjustment Card,
(computer dump) /1

a. Get the pertinent IA 9b. J from tne Spocial
Claim Control file.

b. If the IA :)bl has a reduced payment (code 6
get the payord,ers from the warrant gru..p of
pa: Alders stored it the unit file.

83. Based on the payment control data silown on the
IA 96.9 (and the payorder if there is a reduceLl
payment) process a journal entry which includes
two debit transactions as follows:

a. One debit transaction (T/C 40) for the amount
portion (equal to trio narA training ailDe7a:Ice
entitlement) onargeable to the title Ii account
or the =A account as appropriate.

b. The other debit transaction (T/C 40) for the
excess amount portion (in excess of the MDT.%
training allowance entitlement) chargeable to
te title I account.

/17 Me computer is programed to dump an adjustment card ILA ) as a result of procesSIng
a payment transaction against a 2.edger containing the SPRUCE clearing suspense accounts
("9987XX8" or "99=005").
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j ustment Unit
benefit Payment Subsection
(Cont'd)

-30-

84. After the computer processing of journal entry
input for "slip charges" is completed, send the
appropriate warrant group of payorriers to the
Payortler Files Unit.

8b. Upon receipt of a procedure /1 rioting that the
ilanpower Administration has node a determination
for a revision of the weekly amount of the 11il1'A
regular training allowance:

a. Get form IA (.30.:1 containing SPRUCL: control
data, and,

b. Draw single lines through the control amount
portion for Title II or tIDTA account and
Title I account.

(1) Write in the new amount portions and
enter the first effective week ending
date.

c. iefile the form IA (36.9.

quarter, tra S ice issues a procedure covering tie power istration
determinatial for the IvI)TA regular training allowance amount. This procedure lists
the first and last week ending date to which the determined rate applies.
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2nd Draft - 10/17/69

Attachment F

REGULATIONS OF THE SECRETARY OF LABOR
IMPLEMENTING THE E AND D SPRUCE PROJECT

Subpart A--General

Section
700.1 Definitions.
700.2 Counseling and testing.
700.3 Rehabilitation plan.
700.4 Rehabilitation services.

filibpart B--Allowances and Other
Payments

700.10 Effective date of program.
700.11 Qualifications.
700.12 Types and amounts of

allowances.
700.13 Transportation allowances.
700.14 Subsistence allowances.
700.15 Duration.
700.16 Deductions.
700.17 Duplicate payments.
700.18 Disqualifications.

Subpart C--Relocation Assistance
Section

700.20 Relocation Allowance afford
700.21 Eligibility. ed
700.22 Time within which reloca-

tion must take plaee.
700.23 Certification required.
700.24 Amounts allowable.
700.25 Allowance for travel.
700.26 Allowance for transporting

household goods and
personal effects.

700.27 Time and method of payment.
700.28 Relocation in good faith.

SuIrclrt DOverpayments

700.30 Penalties.
700.31 Overpalmente.

Submrt E--Dterminati6ns and
Review

700.40 Detr:aination3.
700.41 1-toconriicieration and revie.-1.7.
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Subpart A--General

Sect. 700.1 Definitions.

As used in this part, unless the context clearly indicates other-

wise, the term:

(a) "Applicable State law" means the unemployment compensation

law of New York State.

(b) "Average weekly manufacturing wage" means the national gross

average weekly earnings of production workers in manufacturing

industries for the latest calendar year as officially published

by the Bureau of Labor Statistics of the Department of Labor

before the beginning of the periodtiweek) for which the

assistance under this program is payable.

(c) "Average weekly unemployment compensation payment" is the

average gross payment for a week of total unemployment in the

State of New York. Any unemployment cmiponsation payment

reduced because of income, such as pension payments, social

security benefits, workmen's compensation, wages in lieu of

notice railroad unemplopaent benefits, dismissal payments,

vacation pay, and reuidual payments for less than the full

weekly benefit amount, or those reduced or increased .by an

adjustment for an ovorpayelent or an underpaynent in previous

weeks is disregarded when computing such weekly average

une,aployrent compenqation payment. The computation will else

exclude -payments under 5 U.S.C., chap. 85 (formerly title XV).
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(d) "Basic education" means elementary education usually in the

general areas of reading, writing, language skills and arithmetic.

(e) "Base Period" means the base period as determined under New York

State law for the benefit year.

(f) "Benefit Year" means the benefit year as defined in New York

State law.

(g) "Commuting area" means the area that is found by the State agency

to be within commuting distance of the city, town, or other

place where the individual maintains his regular place of

residence.

(h) "Exhaustion" means that an individual has exhausted his rights

to regular unemployment compensation unDer State or Federal law:

(1) When no payments of regular unemployment compensation can be

made under such laws because such individual has received all

regular unemployment compensation available to him based on

employment or wages during his base period, or

(2) When his rights to such compensation have been terminated by

reason of the expiration of the be refit year with respect to

which such rights existed and he has insufficient weeks of

employment and earnings to establish a new benefit year.

(3) Except that no individual will be considered to have exhausted

his rights when such individual has been disqualified under a

State or Federal unemployment compensation law in his most recent

benefit year until the end of such disqualification period or

where there is no such period, until the e;:piration of the benefit

year. (105)
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(i) "Family" means the ',lowing meMbFri.or members of an individual's

household whose principal place of abode is with tree individual

in a house he maintains or would maintain, but for his unemploy-

ment:

(1) Spouse;

(2) An unmarried child (including a step or adopted child) under 21

years of age or of any age if he,is incapable of self-support

because of a mental or phytical incapacity;

(3) Any other person for whom 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 an individual acting as

a reasonable person in the light of all the circumstances, and

includes but is not limited to reasons beyond the control of the

individual or factors connected with the capabilities of the

(k) "On-the-job training" means a training project, or 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 individual maintains his principal place of abode.

60 "Regular unemployment compensation" means unemployment componsa-

tion payable to an individual under,new York .State une:%lloyment

compensation law or under 5 U.S.C., chapter 85, cither than. addi-
tional compensation.
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(n) "Secretary" means the Secretary of Labor of the United States,

or his authorized representative.

(o) "Special rehabilitation period" means the one-year period

beginning with the first week in which an individual receives

any SPRUCE rehabilitation seryice, or for which an allowance for

stand-by-time is received. The special rehabilitation period may

be extended for a period not to exceed 13 weekE if at the end of

such ones -year period, the individual is in an eeucation course

or is in training. However, no period may be extended beyond

.44971.

(p) A SPRUCE "rehabilitation allowance" is any cash payment Made to

an individual for a week:

(1) in which he receives counseling or testing after his exhaustion,

or

(2) in which he is receiving any rehabilitation service included

in his rehabilitation plan, or for a week of stand-by-time,

providedv that the cash payment received is not .a cash paynt

under the State or Federal law, or a cash payment under the

Manpower Developmcmt Training Act, except that when any cash

payment supplements a Manpower Develolraent Training Act pay..nnt,

such supple7J3nt is a SPRUCE rehabilitation allowance.

(q) "Stand-by time" means a period of up to 6 weeks while an indi-
-

victual is awaiting availability of a service included in his

rehabilitation plan and a period of up to 4 wneks of unloli.lontl

after the sorvice includsA in his rehabilitation plan 17-, been

.(107)
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completed provided that he Is actively seeking employment.

"State agency" means the New York Sta,i7e Department of Labor,

Division Employment.

(s) "State law" means the New York Unemployment Insurance Law.

(t) "Trainee" means an individual who is undergoing training

as part of his rehabilitation plan.

(u) "Training" means a planned and systematic sequence of

instruction to which an individual has been referred

by the State agency, given under competent supervision designed

to impart prediptermincd skills, knowledge, or abilities to

prepare such individuals for suitable employment, and may

include, to the extent necessary, instruction in basic sub-

jects given specially in relation to an ,,ccupation.

(s') "Week" means a week as defined in the Now Yor% State Unemployment

Insurance Law.

Sect. 700.2 I.ntervicwipv, Cou,,e3.ina and Testing.

(a) A prompt intensive interview and counseling and testing,

if appropr4ate, to determine if a reMbilitation plan

shall be deyelopad for an individual shall be afforded to

each cleinnnt for unemploy:aent compinsetion under New York

State law or 5.U.S.C., chap. 85 who is selected for the

test group of the project.
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Sect. 700.3 Rehabilitation plan.

(a) The State agency will develop a rehabilitation plan for an

individual who files an application for rehabilitation

assistance if it is found by the State agency that:

(1) The individual cannot reasonably be expected to secure

appropriate full-time employment without such service or

services; and

(2) There is a reasonable expectation that the individual will

secure appropriate full-time employment as a result of such

service or services.

(b) The plan. A rehabilitation plan may include any one or more

of the following services:

(1) Education and training,

(2) On-the-job training,

(3) Medical services, and

(4) Relocation.

(c) Supplemental plan. If the State agency finds that the initial

rehabilitation plan developed for an individual is not bieing

successful in obtaining its goals, the plan may be revised to

include any additional rehabilitation services contained in

section 700.4 as deemed necessary. When the State agency

revises either a caapleted ofinvompleted rehabilitation plan,

written justification for such revision shall be made a part

of the individual's records.
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(d) Relocation. If relocating is a part of or. the individual's

rehabilitation plan, and it is found upon relocating that

such individual needs counseling or related supportive ser-

vices described in section 700.4, the State acency will

initiate a supplemental rehabilitation plan by revising the

initial rehabilitation plan.

Sect. 700. 4 Rehabilitation services.

A rehabilitation plan may include any one or more of the

following rehabilitation services:

(a) Educc.itinin. The training or education to which

the State agency may refer an individual as part of or his

rehabilitation plan is:

(1) Education and training under section 202 of the Manpower

Development and Training Act of 1962, as amended; or

(2) Approved education and training which further the purposes

of this project including refresher, re-orientation, and

skill upgrading programs.

(b) treinthe. The State agency gray refer an indi-

vidual to on-the-job training when such training is a part

of or the individual's rehabilitation plan; Provided, the

on-the-job training program meets the requirements of

section 204 (b) of the Canpover Development Training Act

of 1962, as

(110)
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(c) Relocation. If the State agency determines that relocation

shall be a part of or an individual'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.

(d) ' Medical services. An individual who has been deemed to

be qualified for rehabilitation assistance may receive(medical

services as part of or his rehabilitation plan provided that

any such services are not available within a reasonable

period of time under any other agreement that provides for

payment of such service in behalf of the individual. Such

services shall include medical, surgical, dental and psycho-

logical servicast visual, hearing or orthopedic aids; or

other appropriate rehabilitation services includirej hoepital,

clinical or convalescent care; which for the pulp pee of this

provrem, ere limited to such servicoo as are approprinte for

an individual Who Ileets the unamploy.e!nt compensation test

of capable and available for work uhen he eedelics for each

services, but whbee employability is advereely affected

by his need for such services.

(o) Limit;ti.on. Payment for a rehabilitetion service ze descri'aca

in paragraph (0) for any individual gallificd for SPRUCE

services shall not exceed $1,000. Any expereaiture of eere

than $500 for such services for any innvidual shall be



made only after approval by the Executive Director of the

New York State agency or the Director of the UnemploymeK

Insurance Bureau, and such authorization must be made

prior to the rendering of the service.

Sub rt B--Allowances and Other Pa ents

Sect. 700.10 Effective date of program.

Rehabilitation assistance allowances shall be>payable to

qualified individuals for weeks of eligibility beginning after

1.1.1.011.. However, no payments will be made after

Sect. 700.11 aalificetions.

To qualify for special rehabilitation assistance an indi-

vidual must maat each of the following requirenents:

(a) He must file an application for Such assistance in accord-

ance with instructions and on forms which shall be furnished

to the individual by the State agency.

(b) Such application rust be filed by the unc-eployed individual

with respect to a special rehabilitation period within a

period of the ae doterinined by the State agency.

(c) No MO3t ha willing to follow as rehebilitation plan developed

for him and furnished to him by the state agency.

(d) Ea must ba at least 22 yeers of age and not have pasead

his .65th birthday.
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(e) He must have no rights under the Trade Expansion Act of

1962 (P.L. 87-794), the Alltomotive Products Trade Act of

1965 (P.L. 89-283), or any other similar law which may

be enacted.

(f) He must be entitled to unemployment compensation under a

Federal or State law when he files his application for

rehabilitation assistance.

Sect. 700. 12 Tx us and amount of cello cis.

Mrsollxfalrbilit:ttion Allowance. A rehabilitation allowance

shall be payable to an eligibile individua2 for anywoek:

(a) In 1,4hiCh the individual is bring counseled or tested under

this project provided ha is not eligible for uno"..ploy::::mt

compcneation under a Federal or State law. The amount

payable shall bo nn amount equal to the lat;t wcf,ILly benefit

amount which was payable to bird ulli,Jr the State law or

5 U.S.C., chap. 65.

(b) In valich the inaividwil is "ni.D-zivina a raAzbilit:Ition carvice

(oth.eu t,:t7;n oil -the-jo training, or eCucation training)

includA in his rehabilitation plan, or for a wecik of

stand,,,by-tima provided he is not elivible for unv:aployn.ant

compensntion undar a Fudlral or State law. The amount

pcyable shall be ail azzount equal to the last woc:kly

benefit ztount which uns payable to hi.ra milder the St;1,:xt

law or 5 U.S.C., chap. a5.
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(c) In which the individual is pursuing an education or

training course included in his rehabilitation plan.

The amour!: payable shall be an amount equal to the last

weekly benefit amount which was payable to him under

State law or 5 U.S.C., chap. 85 prior 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. Developelent and Training Act of 1962, as

ameinded shall receive such payments or an amount equal to

his last weekly benefit amount plus an incentive payment

of $20, whichever is higher. In any week fot which NDTA

payments are less than allowances allowed under SPRUC E,

the difference shall be paid as a SPRUCE supple leente Uoaver,
full

no/rehabilitation allowance shall be paid to any person for

any period for which a voney payent has been made with

respect to. the need of that person uncler a State plan N4hiCh

has been appree7ed under Title I, IV, X, X. or XVI of the

Social Secnrity Act and which meets the requiro.nents of

sub-section 203(1)(2) of the Act.
full

In lieuqof payeent of a/rdhabilitntion allowance such poreolls

shall be paid pnyments and expellee allaleences as follows:
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(1) Rehabilitation allowances shall not exceed $20 per week

of training;

(2) Transportation and subsistance allcleances to defray ax-

penses attributable to training including transportation

within the commuting area, shall not exceed $10 per week

of training;

(3) The combined amount of the rehabilitation allowances and

transportation and subsistence allowance paid to a trainee

during any wedk of training may not, however, exceed the

amount of the MDTA training allmanie for which ho would

be eligibile except for the receipt of public assistance

benefits under the Social Security Act.

(d) In which the state agency has determined that relocetion is

the met appropriate way an individual can be rehabilitated.

For oac'i we e% begin sing with the wcd% in which the State

agency his Cetormined that relocution within the State is

the tot appropriate way an individael can be rehabilitated

up to an incladiag the Neele in mhidh he' starts to mor% at

the relocated job, but in no event for more than IO weeks,

the amount payable shall be an amount equal to the indi-

viduel's last weekly benefit amount which was payable

to h4m under the State law or 5 U.S.C., chap. 85 provided

he is not eligible for unmploreent conponnation under a

Federal or. State lam.
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Sect. 700.13 Transportation Allowances.

(a) An individual who is receiving rehabilitation

services under the SPRUCE program, other than relocation

may be afforded such supplemental assistance as is necessaay

to defray his transportation expense, except that he shall

not receive such assistance if transportation is arranged

for him as part of a group and is paid for by the State

agency or Secretary or to the extent that he has received

such payment under another Federal law.

(b) Travel from outside counutinq area.

(1) An individual referred to education, training or on-the-job

training as part of his rehabilitation plan outside the

colcmuting area of his residence is eligible for, an allowance

not to ew.ceed the rate of $0.10 per mile to 'defray the cost

of travel at the ber:linsing and end of his training program

by the 3ear:t expensive means of transportation reasonably

available between his home and the area of training.

(2) An individual uho has been roferrod to a medical or other

rehabilitation service under this program, as part of his

rehabilitation plan, outside the co.:.auting area of hio

residence is el4gi:ble for an allowance riot to exceed the

rate of $0.10 pDr vilc to d?fray the cont of travel at the

beginning and teranation of the service to b rendered
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by the least expensive means of transportation reasonably

available between his home and the area where the service

will be rendered.

(c)_ Traneeortation within commuting area.

(1) An individual referred to education or training as part of

his rehabilitation plan and commutes between his residence

and the training facility is eligible for an allowance in

the amount equal to the cost of the daily local transporta-

tion by the least expensive means of transportation reasonably

available less 50acents a day up to a maximum deduction of

$2.50 a week:

122=21..ded how.aver, that the transportation allowance shall be

paid without reduction where the State agencledeternines that

such payments are necessary in order for: the trainee to under-

take or co ntinue training.

(2) An inclividwal enlraged in on-the-job training, btytaztver, sha3.1

not 17c, eligible for sucll alloance for any welk 4in viltic:t

ho has bc.on offered comp-z:nzated v:.331,,: by the on-tile,iith

ployar for a full workvnIck customary in the induotry for Vila

occwiation for which he is being trained.

(3) An individual ullo has boon referred as an out-patient to a

radical or other rehebilitation service under this progrz,n,

as part of his rehabilitation plan, and such service is

rendered at a facility within co:::11Liklg 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.

d. Mat10qtPAX0ent,

A transportation allowance will be paid to ameligible

individual upon his filing a completed request, in

accordance with instructions furnished to hin by the

State vgenc..
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(a) Ineligibility. An individual who is ineligible for an

allowance in accordance with section 700.18 shall also be

ineligible fora transportation allowance, except that in

case of termination of training; or failure to complete a

rehabilitation service, an individual in training or

receiving a rehabilitation service outside the commuting

area may be eligible for such a transportation.allowance

in accordance with section 700.13(b) as may be necessary

to enable him to return to his regular place of kesidence.

Sect. 700.14 Subsistence allowances.

(a) -plaiallux. An individual who is receiving rehabilitation

services, under this program, other than relocation may be

afforded such Supplemental assistance as is necessary to

defray his expense for separate maintenance when the

facility providing the rehabilitation service is located

outside the cc .muting area of the individual's regular

place. of residence, except that he shall not receive such

assistance for any period to the extent that he is receiving

it for that .period under another Federal law

(b) Amount. In determining the amount of a subsistence allowance

the exact days that elapse shall ba taken into account begin-

ning with the day when the individual departs and ending with

the day in which he returnd. Travel time shall not exceed

the time required by the race of public transportation that

the individual could reasonably to ex:;acted to tale to and

from bin regular 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 meals available to trainees at a rate

of $4 or less a day, the subsistence allowance shall not exceed

the amount charged for those accommodations plus an allowance

of $1 per day for incidentals or when an individual is receiving

medical rehabilitation services, under this program, a. subsistence

allowance will not 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 shall also be ineligible for a

subsistence allowance.

Sect. 700.15 Duration.

(a) Weekly rehabilitation allowances as defined under section

700.12, supra, shall not be paid to any individual for more

than 52 weeks, (except as stated in section 700.12(c), which

need not be consecutive weeks. However, such weeks must occur

within an individual's special rehabilitation period or before

whichever occurs first.

(b) The special rehabilitation period for an individual is a

one-year period es defined in section 700.1.

(12.0)
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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 participating in an education course or receiving training.

However, no period may extend beyond

Sect. 700.16 Deductions.

(a) An allowance otherwise payable to an individual for a week

under section 700.12 shall be reduced for:

(1) Employment, other than employment under an on-the-job

training program, which is in excess of 20 hours per

week. The allowance payment shall be reduced in an

amount equal to an individual's full earnings for hours

worked in excess of 20 hours per week. Earnings as used

in this paragraph shall mean remuneration for services,

the receipt of which is applied to reduce the amount of

unemployment comnensation due under the State' unemployment

law.

(2) Employment of an individual undergoing on-the-job

training as part of his rehabilitation plan. The

allowance payment shall be reduced by an amount which

bears the same ratio to that payment as the number of

compensated hours per week under 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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compensated hour of the week spent'in work under the

training program. The allowance shall not be reduced

for employment other than employment 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 his full earnings for hours worked,

other than elaploym2nt under on -the --job training, in

exccms of 20 hours per week. Ernings as used in this

pargrph shall rcislunoration for services, tho

recoiph of %.hich is applied to rcau,Ja the vnount of

comi)3nti;7tion due unaor State um'mploy-

m:mt inslAr;:xtoa 1'117.

Each of c:11(2-,, without coon oaucation or

trairc.nj, by tvil r4:.ouqt co- by divieiny the allow:Ince or

w:m104 1)11 cntitle:l by ti, -.J

of City:3 cch,c14.11, in For t1.15;:

rrarroz;c1, holieLty.. voulet othip) by d: :5,: J of tx_linil4g

shrtll bd c'n2i0_ (MIYJ tr:.W.ng rox% -11y Lchrlelllicd.

(b) If r:ny altcncl clat,::..nip-1 in accloO.Ancs, vith thn

oi ection not a rAtiplf; of.a dollrlr, it

shall he incal to t7.1 of a dolivr.
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Sect. 700.17 Duplicate payments.

No individual is entitled to receive a rehabilitation allowance

under this program for any week for which the individual is receiving

or has received:

(a) An allowance under the Manpower Development and Training

Act of 1962, as Amended; or

(b) A payment under the Trade Expansion Act of 1962 of the

Automotive Products. Trade Act of 1965 or under any other

similar law. However, a supplement to his NDTA allowance
may be paid in accordance with Section 700.1 (p).

Sect. 700.18 Disqualifications.

(a) An individual, may not receive any type of allowance or any

rehabilitation service under this program for a meek that

begins within one year following the date:

(1) He terminates prior to completion for other than good

cause an education or training course which he was

taking in accordance 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 ineligible under section 20.32(b) of the

MDTA regulations. This disqualification only applies to

educ-tion or training included :rn his rehabilitation plan.

(b) An individual who has completed his rehabilitation services

and refuses without good cause an offer of suitable work

shall be denied any allowance payments for the remainder

of his stand-by period as defined in accordance with

section 700.1.
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(c) An individual may not receive any type of allowance or any

rehabilitation service under this program for a week that

begins within one year following the date a determination is

made that such individual 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 allowance payment under

this program.

(d) An individual may not receive any type of allowance or any

rehabilitation service provided under this program for a

week that beEin:2, 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-

nated through no fault of his own, he shall not be disqualified

and:

(1) If there is available to such individual suitable education,

training or service, 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 to exceed 6 weeks; or

(2) If after a period of 6 weeks has elapsed from the week

of term nation there becomes available to such individual

suitable education, training or service, his right to

any cash allcuances under section 700.12 may be paid

for any week thereafter in which he accepts such

education, training or service.
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Suppart C - Relocation Assistance

Sect. 700.20 ' elocation assistance afforded.

Relocation assistance may be granted to an individual, where a

relocation is included as part of his rehabilitation plan, to assist

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

To be eligible for relocation assistance al./individual must meet

each of the following requirements:

(a) He must file an application for relocation assistance in

accordance with instructions and on forms furnished to

tha individual by the State agency.

(b) It must be determined by the State agency that.the indi-

vidual cannot reasonably be expected to secure suitable

employment in the commuting area in which he resides.

(c) He must indicate in connection with his rehabilitation plan

his willingness to relocate to another Area to accept suit-

able work.

(d) lie mat have obtained suitable employ:Aent, or a bona fide

offer of such employment, affording a reasonable expecta-

tion of long-term duration in the area in which the indi-

vidual desires to relocate.

(e) Ee must be entitled to uncmployL:ent compensation under a

or
FederalilNew York State law, or must have exhausted all

rights to such co=?ensetion.
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(f) He must relocate within a reasonable period after he applies

for such relocation assistance, or if he is undergoing

educatioa, training or has been referred to another rehabili-

tation service, he must relocate within a reasonable period

after the conclusion of such education, training or rehabili-

tation service, provided, however, such relocation must occur within

the individual's rehabilitation period or prior to 1971,

whichever occurs first.

Sect. 700.22 Time within which relocation must teee lace;

In determining whether an individual has met the requirement of

Subsection 700.21(f) that he relocate within a reasonable period

after he applies for relocation assistance, or, if he is undergoing

education, training or another rehabilitation service within a

reasonable period after the conclusion of such education, training, or

service, thst censideretiens nmong others, shall be taken

into account:

(it) Whether suitable housing is available in the' area of

relocation;

(b) Whether tha individual cnn dispose of his regular place

of residence; one

(c) W hether the individual or any member of hie family is

She ri:asmablo rzioa will oxpiri: ax nmthn ?:,4te of the

individual's application for relocntion assisteece,or six, months

after the conclusion of his education) traininz or. other rehabilita-

tion service, whichever is-applicable, unless-ehe Director of the

State agency finds that t1-.e individual has good cauee for an etenzioe
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of the period. In no event nay the reasonable period extend

beyond 12 months from the date of the individual's applica-

tion for relocation assistance or after the conclusion of

his education, training, or other rehabilitation servi--I,

or beyond the last day of his special rehabilitation period,

or after 1971, whichever event occurs first.

Sect. 700.23 Certification renuired.

Before relocation assistance may be granted to an individual, the

following certification must be made:

(a) The Director of the Employzaent Service or hew York State

must certify that the individual has met the require_:nt in

Subsection 700.21(b) and the applicable require.-ent in

Subsection 700.21(d).

Sect. 700.24 krounts 'Jle for rtl_c-ic.a.

In addition to any weekly re;':-bilitation allowanci! an individual

may qualify for under section 700.12, allowances for relocation rhall

be limited to:

(a) The reasonable nue necessary travel c.penses of the irdi-

vidusl and his fa:lily, if zpplie-1)1e, rl.d the renioualdlo

arkti necessary e;:p.2n.-,es of t:alin-,)ol:tir.3 tie household Zoods

and personnl effects (1.Dt to c:-7.ceed cicv.a tl.oLsnnd pounds

net weiLht) of the fudividunt and his if applic:ble,

fron his rczular place of residence to his ho:.e in th- area

of relocztion, trA
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(b) A lump sum equal to Vat) and one-half tines the average

weekly manufacturing wage in effect on the date such sum

is paid.

Sect. 700.25 Allowances for travel.

Allowances for the travel of the individual and his family,

if applicable, shall be computed as follows:

(a) Commercial carrier. For travel by commercial carrier the

individual shall be pad the reasonable expenses of such

travel of himself and his family, if applicable, not to

exceed-the cost of the most economical public transporta-

tion the individual and his family, if applicable, can

reasonably be expected to take from his regular place of

residence to his home.in the area of relocation.

(b) Privately own.:3. automobile. For travel by privately owned

automobile the individual shall be paid 40.10 per mile

for the vAleace of the usually traveled route between

his regular place of residence and his home in the area

of relocation. Eb additional allowance for mileage shall

be .payable to the individual if accompanied by any of

his family on the same trip and in the same automobile.

If the individual claims for mileage under this para-

graph) he may not claim a travel allowance also under

paragraph (a) of this section for himself or for Any
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member of his family except where a family member (or

members), I'm lack of suitable helloing in the area of

relocation, or for other good cause, such as illness or

school attendance, delays the family rember's (or

members') departure and thereafter the member (or

members; travels separately to the relocation area.

If any such family member (or members) is subsequently

transported by privately ovned automobile, the indivi-

dual claiming relocation assistance shall be paid the

lesser of -

(1) Ten cents per mile for the mileage of the route

traveled) or

(2) The total cost of transporting all of such family

members, vho travel in the same automobile, by the

most economical public transportation that caa

reasonably be taken from the family's regular

place of residence to their home in the area of

relocation.

(c) ror a family member Vho is abocat from the family's

regular place of residence and must travel sepa-

rately, the individual cleming relocation osSist-

ance shall be alloyed the cost of the most eco-

nomical public transportation such i'amily mJmber

can reasonably be expected to take from the place
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where such r.-.c.r7.`Jor is striyinc; or frc---, the

fscnily's reculnr place of residence

in the area of relocation, Jhichever is less.

In no case nay an individual be paid for the tmna-

portation of hir.:.self or any Lsember of his far.ily

if applicable, mom than onca in connection with

a relocation.

Coot.. 700.26 All.c..-nir.es for .:rif:e:.; of tt-r,!Ir,--,ortin.-

s r.nr: 7-7.7 .n21 el2.c1;:l.

Allc.A.-ances for tIle c:vfc]::-,er, of ta-cnup7.rtinr-, the Goo,:r, and
person effects of an individu..^.1

and his fa.:ily, if nr.plicr.:51(, rim 11 be r.-;

(a) (1) r6r tIcn::::Qrt:.1-ic-, of the

bola coc,:12 and. r.::1,7onal effect:: of to vna Lts

family, if up7licrIble, by fro; the

individufdic ar pl c. of tD In t11,-;

area of relocction, the L.:al.-v.:al 9.1 1: ac ..1 :21

cost of cveh

char&:s (with e;:coption of 0:....roo for c.:.otinz;) an

are foiu v:,c'lcy to be c.aa nocc:::rary,

by the moat econo:-.:1c31 :,cries La

reaaL,nr.lbly c::n be e:,,ectea to u for vori,o:;e.

und.2rt.:-.::111; such transportation, tl

to the Ct!:te rLency an e.::tir:P.t(.: fl-c i n
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regularly engaged in the handling and chipmeat of house-

hold goods, covering the cost of transporting the house-
!'

bold goods and personal effects of the individual and

his family, if such individual has a family to be re-

located.

(2) The cost of insuring the household goods and personal

effects of the individual,.and his family, if appli\cabla*

against loss or damage in transit by commercial carrier

shall be paid by the State agency as part of the allow-

ance provided for by subparagraph (1) of this subsection,

except that if the State agency determines that it is

more economical to transport such household goods and

personal effects by paying the commercial carrier an

extra charge of .1,'0.50 for each 100 pounds shipped to.

assume the full responsibility of a coon carrier with

respect to such household goods and personal effects,

Duch extra charge (in no case to exceed $55.) shall be

paid in lieu of the cost of insurance. In cases where

insurance is obtained the individual must submit to the

State agency tvo bids from legally licensed insurers

offering to insure the household goods aad personal ef-

fects of the individual and his family,,if applicable,

at least as adequately as if the individual were shipping

the household goads andpperaonal effects of himself and

his family, if applicable, by fully liable.cammon carrier.
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The State agency shall examine the offered insurance for

adequacy and cost and shall pay the individual th cost

of procuring that legally adequate policy of insurance

vhich is most economical, except that in ne) case shall

a State agency pay the cost of insuring the household

goods and personal effects of an individual and his fam-

ily, if applicable, in an amount exceeding their actual

value or $10,000, whichever amount is the lesser.

(b) Trailer. For transportation of the household goods and

personal effects of the individual end his family, if

applicable, by trailer, or by house trailer usea as a

home, tha individual shall be paid:

(1) Twelve cents a mile) covering the trailer or house

trailer, where such trailer or house trailer is

hauled by privately owned autoMobile, or

(2) Tha actual charge made for such hauling, where the

trailer or house trailer is hauled by c commercial

carrieliregularly engaged in and equipped for such

hauling.

No allowance shall be wade for a house trailer not used

an a home or a trailer not used for transporting, the

household goods and parsonal effects of the individual

and his family, if applicable. These amounts shall be

paid in addition to the transportation allowance for an
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inidvidual aigd.his family, if applicable, under section

700.25 (b).

(c) Allowance for nilecee. Under paragraph (b) of this sec-

tion, computation of allowances for mileage shall be

based on the mileage of the usually traveled route be-

tween the individual's home at his regular place of resi-

dence and his home in the area of relocation.

Cect. 700.27 Time and tethol of payment.

(a) Allowances covering the expenses of travel of the indi-

vidual and his family, if applicable, and the expenses of

transporting the household goods and personal effects as

provided under section 700.24 (a) shall be paid au

follows:

(1) The appropriate allowance for expenses of travel com-

puted. pureuent to section 700.25 nay be paid to the

individual at the time of departure of the individual

and his family, if applicable from his regular place

of residence for the area of relocation, or within

10 days prior to such scheduled departure, except

that the expenses of travel of a family meelber, if

applicable, who travels separately may be paid to

an individual at the time of such family member's'

departure or within 10 days prior thereto. Bowlyor,

to alloleance ray be paid after 1971.
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(2) If the travel is to be by privately owned automobile

with an attached trailer transporting the household

goods and personal effects of the individual and his

. family, if applicable; the appropriate allowance

.computed pursuant to section 700.26 (b) ray be paid

to the individual at the time of departure of the

individual and his family, if applicable, from his

regular place of residence to the area of relocation

or within 10 days prior to such departure.

(3) If transportatioi of the household goods and personal

effects of the individual and his family, if appli-

cable, is to be by comeercial carrier, the amaant

of the,estiroate for such transportation approved by

the State agency pursuant to section 700.2E (a) and

the amount of any insurance covering such household

goods and personal effects eperoved by the State

agency shell be advanced by checks in such amownts

payable respectively to the order of the individual

and the carrier named in such estimate and to *ohe

order or the individual and the insurer. The checks

may be delivered to the individ-eal at the tine of

the scheduled shipment or within 10 days prior thereto.

Upon completion of the traaeportatien the individual

must promptly submit to the State agency the original
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or a certified copy of the bill of .lading prepared by

the carrier, including a receipt evidencing payment

of the transportation costs. The individual shall

with such submittal reimburse to the State agency the

amount, if any, by which the advance made to him for

such transportation was in excess of the actual cost.

The individual Shall be paid the amount, if any, by

which the actual cost approved by the State agency

exceeds the advance made to him for such purpose.

Were economy of administration will result, the

State agency may rake arrangemeats with the carrier

or insurer selected by the individual and approved by

the State agency pursuant to section 700.26 (a) for

transportation of the household goods and personal

effects of the individual and his family, if appli-

cable, for insurance coverage of such goods during

transit, and for payment of the cost of such trans-

portation or insurance coverage by the State agency

directly to the carrier or insurer. No such arrange-

ment shall release the carrier from liability for

loss or damage to the individual's goods.

(4) If the transportation of such household goods and

personal effects is to be by trailer which is hauled

by a co=ercial carrier, the individual rust submit
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to the Mate agency an estimate of the coot of such

hauling from a carrier regularly engaged in and

equipped for such service. The amount 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 and the commercial carrier. The check may be

delivered to the individual at the tiMe of the

scheduled transportation or within 10 days prior

thereto. Upon completion of the transportation, the

individual must promptly submit to the State agency

a receipted bill from the carrier evidencing pay:lent

of the actual hauling charges. The individual shall

with such submittal reimburse to the Site a::eney

the amount, if any, by which the advance made to him

for such hauling was in excess of the actual haul-

.ing charges: ..T .e worker shall be paid the amount, if

any by which the actual hauling charges approved. by

the State agency, or *0.30 a mile, whichever is the

lesser, exceeds the advance mado,to bin: for such

hauling.

(b) lump sum allollance provided in section 700.24 (b)

shall be paid to an individual when arrangements have

been completed for the relocation of the individual and
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his faMily, if applicablevand for the transportation to

the area of relocation of his household goods and personal

effects. In no such case, however, may.the lump sum

allowance be paidte an individual more than 10 days before

.
the anticipated date of departure of his household goods.

If the individual is not transporting any household

goods, the allowance shall be paid to him when he and

his family, if applicable, have been relocated. In such

a case the relocation takes place when he and his fatally,

if applicable, have actually moved to the area of reloca-

tion, and the mere fact that a member of his farl:ily

failed to no shall not mean that relocation hae not

. taken place if there vas good cause for such failure,

unless such member is the only member of the individual's

family.

Sect. 700.28 Velocation asnistnnce received in pod frith.

(a) Any relocation allowance provided by section 730.24 (a)

received in good faith by an individual for traasport.a-

tion which has been completed shell not be deemed to be

an overpayment if it subsequently develops that the re-

location is not completed, except that the allowance

shall be deemed an overpayieent if thc failure to C0j-

plate the relocation is attributable to the individual
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and he did not have good.cause for such failure. Any

such relocation allowance received by an individual for

transportation which is not completed shall be deemed

an overpayment even though such allowance wao received

by the individual in gookfaith.

(b) Any lump sum allowance provided for by section 700.24 (b)

shall be considered'an overpayment and may not be waived

by the State agency which made thu payment if it subse

quently develops that.the relocation is not completed,

even though the individual received such allowance in

pod faith.

(c) Any overpayment under paragraph (a) or (b) of this sec-

tion shall be recovered by repayment in cash to the Mate

sgency or by offset against any cash allowances due the

individual.

(d)' Tile relocation sleal be deemed to be coepleted when the

individual and his family, if applicable, and his house-

'hold goods and personal effects have been transported

from his regular place-of residence to tha area of reloca-

tion. When no household goods cre being transported,

the relocation shell be decedto be completed when the

i7 ividual aed his ftur..ily, if applicable, actually

move to the ara of relocation and there establish a

residence. sac mere fact that a member of the individ-
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ualts family failed to move shall not mean that the re-

location was not completed if there was good cause for

such failure, unless, such member is theonly member of

the individual's family.
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Subpart D - Overpayments and False Staterents.

Sect. 700.30 Penalties.

(a) Whoever makes a false statement 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 individual any service or pay-

ment shall be subject to criminal prosecution by the

U.S. Attorney in accordance with section 1001 of title 18

U.S. Code, Annotated.

(b) Whoever fraudulently procures, forges a signature or en-

dorst.ment, or unterially alters any warron,t (check) which

has been processed for pay.:ent of any service or allowal.ce

is subject to criminal prosecution by the U.S. Attorney

in accordance with section 495 of title 16 U.S. Co'le, Annotated.

(c) Whenever the State agency concludes tist an individual

has cootaiucd pay, :nt under the conditions c?.isting in pare-

grnphe (a) and/or (b) to.ova, the State tuncy will coa!,ider

criminal prosecution in accordance with the provisions of

section 7560, part V, ES kn... al. If the U.S. Attorney

declines prosecution, the State should consider prosecution

in Stale or local courts in accordance with the provisioneaf

State law.

(d) Nothinz in this section v1.11 be constroed to izpair or

diuinTsh the anClority of any State to cn-ct or enforce rny

lei with respect to false rtntcl.:nta or risre?resrtntatiens

or nondisclosures of rAteri4,1 facts to a r(preaent-Itive
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of the State to obtain or increase payments to any

individual.

Sect. 700.31 OveroavrIents.

(a) Fraud. If the State agency or the Secretary, after an

opportunity-4R; a fair hearing, or a court of competent

jurisdiction finds that any person:

(1) Sae made, or has caused to be made by another, a false

statement or representation of a material fact knowing

it to be false, or has knowingly failed or caused

another to fail to disclose a material fact; and

(2) As a result of such action has received any service or

payment under this program co which he was not entitled,

such person shall be liable to repay such cost of the

actual service or the c,;:cunt of cuch pay4ent to the

State agency or the Secretary, as the cave may be, or

the State agency or the Secretary ":71 recover cuch

aaount by deductions from any ilounts payable to such

person under the progra:-.

(b) Abs.Ince of fraud. Except as provided in section 700.28,

where there has been an overpayu.ent to nny person but no

findin3 by the State acency, the Secretary or a court of

competent jurisdiction that there has been an inteut to

defraud, the deternin:tionn sp,Icified below shall be tnda

under the State law:

(1) Whether he shall be liable to repay such ov:rpayment

in cash, or
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Whether he shall be peraitted to offset any future

amounts payable to him under the progrcm, or

Whether a waiver of such overpayment may be permitted.
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Sobrert E Deterninatieas c.1,1 P'vicw

Sect. 700.40 Mter7inatical.

(a) The State agency shall determine:

(1) Whether en individual is qualified to receive rehabilitation

assistance and meets the qualifying requirements specified in

section 700.11;

(2) Whether a training facility is outside the comruting area of an

individual's regular place of residence, and in making this

determination the State agency shall ta:e into account the dis-

tance, time, and co7..t. involved in traveling to anl from the

facility, the established labor mar%et area, local practices,

and pattern:: of place-of-work end place-of-residence;

(3) rife amount of the weedy acsistanee with renIect

to cle;?uctionn. Such deterzinticn shoUd be rade in accG:7dance

with section 700.16;.

(4) Whether an individual her, received eny duplicate payments in

eccordance with seetioa 700.17;

Whether an inaividual has got.T:ccuce in refusing or failing to(5)
...

co-721ete any rehabilitation service incluk7cd in the rch)ilita-

tion plan devolG:ea fo:c such inaividel by t'ne aency;

(6) k ". -other en individual his good caune for efuning ctitable worX

when he has co,72pleted trio sr.!-.7vice and is claim-

ing esniatance during his st..:r.d-b;c period;
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(7) Whether an individual hac nada any false statements or misrepre-

sentation of a material fact in order to obtain or increase for

himself or anothor any service or allowance under title XXI;

(8) Whether an individual who is taking education, training or on-the-

job training and who fails to continue or iaterminated for un-

satisfactory progress in such training, had good cauaa for such

a altalra nalian

failure] The determination relevant to goal cause s1 all

made only after the State naency obtains all necessary informa-

tion from the training facility and the individual; and

(9) All issues raised with reapect to entitlement to or amount of

rehabilitation assistance, relocation assistance, end subsistence

and transportation allmances.

(b) The training facility shall determine with rasp-act to an individ-

ual who is undexaoing training whether cuch individual is :raking

satisfactory prograssi and if not, it chall tcrainate tha individ-

ual and promptly. cortify its determination to the State agency.

(c) Tha State agency will furnish inatauCtiono and foras for use by

the training facility in makinaideterainatioaa under paragraph

(b).

(d) Daterninations of the State agency shall conform to standards and

criteria that may be regaired by the- Facretary and to precedent

deciaions published by the Sacretary.

(e) The State agency shall give notice. in writing to an individual

of any determination daaying an allowance, payaent, or service.
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Every notice shall clearly state the reasons for the denial

and advise the individual of his right to reconsideration or

review. Notice of the determination shall be personally

delivered to the individual or mailed to his last known

address.

Section 700. 41 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 made upon reconsideration or review by

a training institution shall be final and conclusive.

(2) A determination by a training facility conducting approved

on-the-job training which terminates a trainee from train-

ing because of unsatisfactory attendance or unsatisfactory

progress without good cause, may be reviewed with respect

to the "good cause" is-sue upon request of the trainee made

within 15 day s from the effective date of the termination.

Such request for review shall be filed through the local

Bureau of Apprenticeship and Training representative to

the appropriate. State agency which shall review the "good

cause" issue of . the termination insofar as it affects the

trainee's future eligibility for rehabilitation allowances.
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(b) 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 appellate procedures provided under State unemploy-

ment insurance law. Determinations 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

allowances made in accordance with the State's administrative

appellate procedures.

(c) Tne Secretary. Any determination with respect to rehabilitation

allowances may be reconoidered in accordance with such procedures

as the Secretary has established, and as reconsidered :hall be

subject to review by the Secretary as Deocribed in this section.

(d) Review by the Secretary.

(1) The Secretary, upon request of a trainee or a State agency, shall,

or upon his cwn motion, may review a decision .of the authority in the State

that has final administrative jurisdiction of appeals filed under the State

unemployment insurance law.

(2) Any request for review by a trninee or a State agency must be

filed within 15 days from the date of mailing of the decision vhich is to

be reviewed. Forms for this purpose will be provided by the aug.:ooriate

State agency or by the Secretly, as the case may be. Requests for review
ij

may be filed throp;h the appropriate State agency for transmittal 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 agency 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 Secretary shall be

conducted on the basis of the record forwarded to him.

(4) Upon review the Secretary may affirm, modify, or reverse the

decision or may remand it with direction for further hearing.

(5) The Secretary may on his own motion review any determination made4

under the Act (except as review is otherwise precluded by this section)

after all administrative remedies provided under this subpart have been

exIlausted. If upon such review the Secretary determines that the action

taken with inconsistent with the rules, regulations and procedures .,romul-

gated, he may require an appropriate codification of such determination or

action.

(6) The Secretary's decision upon review shall be final and conclusive.

(7) Decisions by the Secretary shall be sent by certified mail to all

parties at their last known address.
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Introduction

Since the inception of the Federal-State unemployment insurance (UI) 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"
UI 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 reemployment and
reduce long-term stays on UI 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 UI.
exhaustees. It was established by the Division of Employment's letter of
July 2, 1969, to Assistant Manpower Administrator, Robert C. Goodwin,
accepting his luthorization 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 U, Full scale operation
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TRAINING MANUAL
SPRUCE PROGRAM Page 2

Phase III, 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
serviree 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.

Procedure

A Procedure Manual for SPRUCE Operations has been compiled. (See SPRUCE
Procedure Manual. ) Included in that manual a.re,forms, flow charts, Federal
regulations,, payment procedures and staff duty assignments. Although
reference is made in the following material to various parts of the Procedure
Manual, the' key forms discussed are also included in the following page's.

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,
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claimants are designated either Group 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 marketable
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
claimants individual circumstances, be related to his skills,
and the demand for his skills within the community. It must
take into consideration hiri 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 --
Outline 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 adjustments 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 traimag, etc.

Rehabilitation, Medical: Includes mediCal, surgical, dental
and psychological service and visual, hearing or orthopedic
aids to assist those claimants whose employability is adversely
affected by needs for these services.
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CLAIMANT FLOW CHART
Page 5

Local Insurance Office

Refer Designated Claimants
to SPRUCE Office

Screen In

All Who Meet Criteria

Issue Profile Form SPRX-1

Schedule Preliminary Interview
List Names and S.S.

SPRUCE ffice

Certify Claimants Referred
Screen in

Screen Out

Prelimin nterview

Certify Claimants to Benefits

Final Screen Out

Screen Out

All Who Do Not Meet Criteria

Return to Local Office

Complete Characteristics Form
Schedule for In-Depth Interview

In -De t nterview

Certify Claimants to Benefits
Obtain & Record Pertinent Information
Assi Em lo abilit Classification

lo abilit Grou

Services

Job Search-Plan
Job Development
Referral
Placement

Final Screen Out

'Return to Local Office'

Employability Group II

Rehabilitation Services

Counseling
Education & Training
Rehabilitation, Medical
Rehabilitation, Other
Relocation
Other ES Services

Nle

citable Employment
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Rehabilitation, Other: Services other than education 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 Procedure 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 cEaracteristic form SPR-2X

1. White (except Puerto Rican)

2. Negro (except Puerto Rican)

3. Puerto Rican

4. American Indian

5. Oriental

6. Other
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NEW YORK STATE DEPARTMENT OF LABOR
Division of Employment

200 Franklin Street
Buffalo, New York 14202

CLAIMANT PROFILE - L.O. 71 and L.0..72

Page 7

TO CLAIMANT: Please answer the questions on this form and bring it with you on your next ripening dale to
Room 201 - 2nd Floor.

1. Name .

2. Social Security Account Number

3. Age (last hiithday) Male Female

4. Do you have adefinite job to return to? Yes No D If yes, when

Back to last employer Promised other work

Date

5. Occupat ion
OOP T1TL EI

6. Name of last employer .

Length of time in his employ

7. Union me.mhei? Yes Non Union .

(NAME)

S. Length of time unemployed? .. weeks.

9. Do you feel that yoi. need help in finding a job? Yes No

10. To be answered by female claimant only:

a. Did you get married during the past year?

b. Are you pregnant?

Yes No

Yes No

IL OCAL NUMPF,..1

This Space For Official Use Only

Certifying to week of Code

Certification no. Have weeks of certification been continuous? Yes D r.]

P.D. marked on L.O. 31S? Yes No

Enrolled
Referrable

Needs joh assistance

Explanation -- if necessary: .....

SPR-1X (3-70)

Not enrolled

Age

Employer - attached

(157)
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Certification No. i3 the number of UI benefit checks last certiPed
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.

2. 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
wage earner has "0" 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.
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SPRUCE CLAIMANT CHARACTERISTICS

1. Name: Last First Middle

Page 9

r1a. Soc. Sec. Acct. No.

Erj3. Address: 2a. Phone No.

3. Also May be Reached at or Through:

4. Age 5. Sex 6. Physical Hdcp. 7. Vet. Status
(last Birthday) 1 Male 1 Yes 1 Vet.

2 Female 2 No 2 Non-Vet.

3a. Phone No.

8. Highest School Grade 19. Marital Status
Completed

I Single 3 Widow/widower
2 Married 4 Div./Leg. Sep.

10. Head of Family or
Head of Househo d

1 Yes

11. Prima y Wage
Earner

1 Yes

12. No. of
Dependents

0 4
1 5

13. Estimated Average Hourly
Earnings on last full time
job,

2 No 2 No 2 6 $ per hour

3 7 & over
15. Weeks Unemployed

Last 12 months

Current Spell

16. Public Assistance
Recipient in Family

1 Yes

2 No

14. Yrs. of Gainful Employment

1 Under 1 year
2 1-2 years
3 3-9 years
4 10 years & over

17. Income: Calendar year 1969
A. Claimant's estimated earnings
B. Estimated total family income

C. Number in Family
$

18. Ind. Code 18a. Primary Occupation Title

19. Ind. Code I lYa. Last Full Time Job Title

18b. DOT Code

19b. DOT Code

"O. Reason for Becoming Unemployed

I Seasonal
2 Irregular
3 Cyclical
4 Structural

5 Technological
6 Frictional
7 Reduced

Employability

21. Barriers to Reemployment (primary barrier circled; secondary underlined if important)

01 None
02 Too Old or Too Young
03 Lack of Education
04 Lack of Skill Training
05 Lack of Experience

06 Obsolete Skill
07 Health
08 Personal
09 Transportation
10 Child Core

22. Population Group

1 White (exc. Puerto Rican)
2 Negro (exc. Puerto Rican)
3 Puerto Rican
4 American Indian
5 Orient&
6 Other

23. B.Y.E.
Date

24. Family Below
Poverty Level
(per 17 B-C)

1 Yes

2 No

11 Care of other Family Member
12 Conviction Record
13 Garnishment
14 Other (Specify under Remarks)

25. H.R.D. Closv fication
1 Yes-PA (Item 16)
2 Yes-Poverty (24) & Age (4)
3 Yes-Poverty (24) & Handicap (6)
4 Yes-Poverty (24) & Education (8)
5 Yes-Poverty (24) & Pop. Gp. (22)
6 Yes-Poverty (24) & Combination
7 Yes-Special 8 No

26. Employability
Job Ready Not Job Ready

1 IA 4 IIA
2 1B 5 IIB
3 IC 6 IIC

27. Remarks: (in re

SPR-2X (3-70)

Item 21/14; or refusal of SPRUCE service; or other detail) .

N.Y.-Dept( . of
9)
Labor-D.E.

1 5

Interviewer
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b. Estimated total family income includes all income of
persons whoin 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 materials; 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 economy affecting different
industries in turn; 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.
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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 working
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 occupatior...1 groups,
each of which is broken down into three subgroups as follows:

a. Group I. Job-Ready, requiring placement services only

IA. Marketable skill oy competence, without impediments

r

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. Group II. Not Job-Ready, requiring client service
prior to placement

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

IIB. No marketable skill or competence, but without
personal impediments to employability'.

(161)



TRAINING MANUAL
SPRUCE PROGRAM Page 12

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 andIIA is the responsibility
of the staff, applying its professional judgment. The classifi-
iation 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 wit}, 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. lx, 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 job 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 oat 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.
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JOB SEARCH PLAN

Date

Interview

NAME >

S.S.#

What has client done to look for work prior to Job Search Plans?

What is clients problem?

Evaluation

(163)
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JOB SEARCH PLAN Number

Page 14

Date

Interviewer

NAME S. S. #

OCCUPATIONAL GOAL:

Instructions to Client:

(Dot)

(Vol)
Page ( III )

CONTACTS
EMPLOYER Date Zy_ Whom? Bow? Irihat_ Happened?

Name Claimant Phone
Address L_/ L../

Interviewer Vi zit

Name
Address

o ne#

Claimant Phone

Interviewer

Name
Address

ciAtmant Plume

L./ L_/
Interviewer. Vigit

Name Claimant PAgne
,Address

Interviewer Vi sit
Phone#
Name
Address

Phone #
Name
Address

Phone#
Name
Addre ss

Phone#

Ulalmant done
L./
Interviewer %Alit

Clainant Phone

Interviewer t

/ LI
Claimant -Plane

L./
Interviewer

Li
t

( 164 )

SPR 300/1X (Revised 6/71)



TRAINING MANUAL
SPRUCE PROGRAM Page 15

$PR 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 Fallowup -- 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 preparation, see SPRUCE
Procedure Manual Section VIII.

B. 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: SpeCial training should be given to TM 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.

C. Preliminary Interview

When claimant makes his initial contact with SPRUCE, the first or
Preliminary Interview held is to determine whether or not claimant meets
criteria for enrollment and to gather general information and personal
characteristics to establish a background history for the record. Outline
of Preliminary Interview (See page7, SPRUCE Procedure)

D. In-depth Interview

After claimant has been enrolled in SPRUCE as a result of the Preliminary
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.

Outline of In-depth Interview (See page 9, Procedure Manual)

Employment Counselinz.

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.

. Counselor's Duties and Responsibilities

1. Duties

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 him 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.

c. To assist 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 ana relaxed discussion. )

2. Responsibilities

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 reasons 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 approved educational and training facilities
serving the area and the kinds of training available at each.

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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a. 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 qualified 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.

b. 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 remedial
service may be 'sought through private agencies.

If the enrollee refuses medical service, 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. Rehabilitation, 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
equivalency diploma.

2. Selection of Service Agency

If the problem requires the services of outside agencies, State and
Federal agencies providing the needed service 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
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 Project Director for approval of agency
choice.

. Counseling During Enrollment in Service Agency

Counseling should be available to all claimants enrolled in remedial
services, including training and education. Periodic consultation
should be arranged to evaluate progress, detect and correct regressions
as they occur and to support and encourage the claimant in his
endeavor.

4. Counseling Case Records

Each counseling case must be supported by a complete documentary
recofd including tha following information:

I. Who is the enrollee?
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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.

Page 20

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 to become employed.

Claimant graduated from vocational high school in a course for
Aircraft 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 live on
SPRUCE allowances away from 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 his skill.

Claimant returned to Buffalo to look for work. He would have preferred
to join a -anion, 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.

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 ag be advised on personal
appearance from time to time.

Claimant's problem was lack of a bachelor's degree and sufficient
credits in education to enter the teaching field.

His work experience was that of outside salesman in insurance and
investment fields. He was not happy in these fields and lacked capacity for
high pressure selling.
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During early visits to SPRUCE, claimant rejected, because of financial
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 read 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. "establishment, " 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 graduate of Bryant & Stratton
Business Institute. Her personal traits, as observed by her counsellor, 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 employee
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.
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The In-depth Interview revealed a need for some type of rehabilitative
service. The Division of Vocational Rehabilitation (D. V. R. 1 was suggested.
Claimant stated she had been counseled by D. V. R. after her hospitalization.
The SPRUCE counselor contacted D. V. R. for an application to renew their
services.

Al- this time, claimant was hospitalized for an exploratory operation.
She returned to SPRUCE about It 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
a personality disorder. " The reason given for claimant being unable to keep .

a position was a difficulty in "maintaining close interpersc3nal relationships
with employers and employees. " The service performed by D. V. R. consisted
of six sessions of psychotherapy a 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 14 years old, a single male who is self-supporting. He is neat and
-Well-groomed and appears to be in good health. His work experience consists
of 6 months of selling wigs and hair pieces .n a department store and a 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 because he had indicated a desire
to relocate (there was a surplus of cosmetologists in the area). These plans
were soon changell and claimant indicated a desire for more training. He
lacked the favorable references 1-.hat would enable him to find work readily in
past occupations, and this may have motivated him toward training in another
field. Claimant was then enrolled in a 50-weak 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:"..)rq alified bookkeepers and this
training would alsO be useful if claimant should operate his own beauty shop.

Claimant failed his first semester of bookkeeping because of illness
(nicotine poisoriing) 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. UI 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 cosmetics or clothing as a sales representative or in a department
store.

After benefit exhaustion, claimant 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 eyling 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
supports 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 health. He also seemed immature, as evidenced by an inability to make
decisions.

The claimant's problem, which led him into counseling, ,was his desire
to change occupations. His experience was in aircraft assembly, a field not
too dependable in this area. Claimant's determination and motivation to
change occupations are evidenced by his obtaining 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:"
He was enrolled; but the course at a local training facility was postponed because
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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, recognizini, his aptitude, urged the apparently secondary interest in
mechanics, and the claimant was enrolled and Lcheduled to start an auto
mechanics course when such a course was available, with an alternate choice
of production'rr.achine-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 elemeneinvolved.

Claimant's interests were then switched back to the clerical field. To
supplement the court reporting course taken in evenings, claimant 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 husbancli 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 unemployment
(strikes and layoffs). She is clean and neat, not overly perceptive but
responds attentively. Claimant has a work history as an unskilled laborer,
packaging products in the food industry. r.

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 but
aspired to become a registered nurse. She was willing to consider training
in a related medical position.

During counseling sessions, it was decided that because of claimant's
lack oi education, she would have to start her training at a lower-skilled job;
she was enrolled, 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 highschool 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 assist-rat.

however, 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 iri 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 person'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, married, 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 read)Ist to a lower wage' scale
because of his lack of skills. Claimant had been ove-rpaid as a civilian
employee on a Government Defense Base - that is, overpaid in relation to
skills used. When the Base was disbanded because of defense spending cut-
backs, he found that his "Skill" as a guard would 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 counielor 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 fingly got a part-time
job to help support his family and agreed to take the auto body repai'rman
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course to upgrade his skills and earning 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 t6
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 repair shop and
was gainfully 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 o...cizsions 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 preferred 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 resporrsibility.
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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 receptionist-stenographer course
in January 1971 and obtained full-time work with an employer for whom she
had worked part time while in school.
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