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ABSTRACT
The Procedural Guides for Administrators of Public

Service Employment Projects consists of the guidelines developed
through actual operations of the Vermont Experimental and .

Demonstration Manpower Pilot Project during its 3-year experience.
The scope of the procedural guides encompasses both the Special Work
Project for the unemployed and the Upgrading Project for the working
poor. These administrative procedures or guidelines were developed
for use by Vermont Experimental and Demonstration Project Manpower
Pilot Project (E 8 D) local office personnel (1) in dealing with,
and developing subcontracts with, employers; (2) in enrolling
trainees in project work slots; and (3) in working with other
concerned public agencies. Additionally, the procedural guides
contains samples of all forms used both for ongoing control of E & D
activity as well as end of project documentation. (Author)
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PROCEDURAL GUIDES FOR

ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

This report was prepared for the Manpower Administration,
U.S. Department of Labor, under research and development contract
No. 82-48-70-30. Since contractors conducting research and devel-
opment projects under Government sponsorship are encouraged to
express their own judgement freely, this report does not necessar-
ily represent the official opinion or policy of the Department of
Labor. The contractor is solely responsible for the contents of
this report.

Contract No. 82-48-70-30 funded the Experimental and Demon-
stration Manpower Pilot Project on the Special Work Project for
the Unemployed and Upgrading for the Working Poor. This Project
was conducted by the Vermont Department of Employment Security,
Madelyn Davidson, Commissioner. This Procedural. Guide was devel-
oped by the Experimental and Demonstration Manpower Pilot Project
staff during the course of the project.

September, 1973
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Part P Preface 0001-0005
0001-000 Introduction to_the Procedural Guides 9/30/75

0001 Introduction. In mid-1970, as a consequence of welfare
reform legislation then pending in the United States
Congress, the Vermont Department of Employment Security
was chosen to test and document experimentation in the
manpower training aspects of the proposed legislation.
The overall objective of the resulting Experimental and
Demonstration (E&D) Manpower Pilot Project was to explore
the feasibility and value of alternative approaches and
procedures for conducting the Special Work Project (Public
Service Employment) for the unemployed and Upgrading
training for the working poor. This was to serve as a
means of helping to develop guidelines and other know-
ledge required to facilitate and make more effective
national implementation and rapid expansion of manpower
projects aimed at enhancing the employability of heads
(and other members) of low-income families.

0003 lit_ljor Components. Thus, there were two major components
within the overall project:

A. "Special Work Project" whereby unemployed persons, by
performing work (at public and private nonprofit agencies
in the public interest) can develop job skills which
enable them to obtain nonsubsidized (private or public)
employment;

B. "Upgrading training" whereby low-income employed persons
(working poor) can develop new job skills for which
they receive increased salary.

0005 Specific Goals of the Project.

A. Develop various designs for operating the two manpower
programs.

B. Test operating practices to identify smooth running
procedures.

C. Test the feasibility and relative effectiveness of
alternative operating procedures.

D. Identify problems and issues central to the establish-
ment and running of these program.

E. Prepare technical materials and other aids for use in
the programs,

9
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Part P Preface 0005(2)-0007
0001-0099 introduction to the Procedural Guides 9/30/73

0005 Specific Goals of the Project -- continued

F. Monitor and evaluate outcomes of activities.

G. Determine requirements for administration, facilities,
staff and financing of the programs.

H. Establish guides for determining how these programs
might fit into the overall mixture of manpower
programs and services at the local level.

1. Develop the necessary guidelines and manuals for
effectively replicating the programs elsewhere.

J. Research and document the effect of the program on
E&D manpower clients.

K. Produce monographs on salient aspects of project exper-
ience, relevant to planning activities at the national
level for implementation of welfare reform and/or Public
Service Employment programs.

0007 Project Timetable. The project was initiated on July 1,
1970, and terminated on September 30, 1973. (For the Final
Trainee Summaries see Sections 0009; 0011.) Operation of
the project was divided into the following segments:

A. July 1, 1970, through October 30, 1970: Planning,
initiation, and startup;

B. November 1, 1970, through June 30, 1971: Operations
limited to Chittenden and Lamoille counties;

C. July 1, 1971, through June 30, 1972: Statewide oper-
ations;

D. July 1, 1972, through June 30, 1973: Statewide oper-
ations;

E. July 1, 1973, through September 30, 1973: Evaluation,
writing, printing and publishing.

10
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Part P Preface 0009-0011
0001-0099 Introduction to the Procedural Guides 9/11/73

0009 Final Trainee Summary.

WORKSPECIAL

As of July 2, 1973 Number Number Number
Percentage of

Total Enrollees

Total Special Work
Enrollments 656 100%
Completed Training 430 65.6%
-Completed, Placed
in Employment 307 46.8%
-Completed, Placed
in Work Training 26 4.0%
Total Placements 333 50.8%
- Completed. Placed
in Education or
Skill Training 6 0.9%
-Completed, Awaiting
Placement 9) 13.9%
Terminated Training 226 34.4%
-Good Cause 99 15.1%
-Without Good Cause 127 19.3%

0011 Final Trainee Summary.

UPGRADING
Percentage of

As of July 2, 1973 Number Number Total Enrollees

Total Upgrading
Enrollments 144 100%
Completed Training 118 81'.9%
-Upgraded 114 79.2%
-Not Upgraded 4 2.8%
Terminated Training 26 18.0%
-Good Cause 17 11.8%
-Without Good Cause 9 6.2%

11
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Part
0100-0199 Procedural Guide #1

0100
9/g0/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0100 Introduction. Under contract (#82-48-70-30) with the United
States Department of Labor, the Vermont Department of
Employment Security (DES) is operating its Experimental
and Demonstration (E&D) Manpower Pilot Project on the Special
Work Project (SWP). Therefore, the legal agreement entered
into by the E&D Project and the employer is the subcontract.

The subcontract sets forth the operational ground rules for
all aspects of the Special Work Project. It delineates the
type of training involved, trainer's services to be provided,
the duration of training, allocation of funding between the
Vermont Department of Employment Security and the employer/
subcontractor, billing procedure,hours of employment,
boliday,sick leave, vacation, overtime provisions, Social
Security coverage, Workmen's Compensation, and other specific
fringe benefits. Once the subcontract is drawn up, it is
reviewed and approved by the employer/subcontractor, the
legal counsel to the Department. of Employment Security, the
State's Assistant Attorney General, the Director of Employ-
ment Services and, finally, the Contracting Officer of the
U.S. Labor Department.

Circumstances do arise in which the subcontract between
Vermont DES and the employer/subcontractor must be amended
or terminated. A set procedure has been established and
legal forms exist to provide for such cases.

This procedural guide, developed and refined by the E&D
--Central Office Staff in collaboration with local office
personnel, contains all information pertaining to the sub-
Contract, including:

A. A detailed description of and the procedure for the
completion of the subcontract;

B. A checklist to be utilized in negotiating and in eval-
uating the advisability of entering into a subcontract
for Special Work training;

C. The procedure for obtaining subcontract approval and
distributing copies of the approved subcontract;

D. Reasons for and procedure for amending a subcontract;

13
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Part I
0100-0199 Procedural Guide-W1

0100(2)-0103
9/30/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0100 Introduction -- continued

E. Reasons for and procedure for terminating a subcontract.

0103 Subcontract: Description and Procedure for Completion. The
subcontract for Special Work training is the formal agree-
ment between the E&D Project of the Vermont Department of
Employment Security and the employer/subcontractor who
provides the job training slots. It is composed of the
ensuing three basic parts with instructions for their
completion following each one.

A. The Contract for Conduct and Administration of Work
Training Form. The first two pages which comprise this
first part state the basic general terms of the sub-
contract including the names and addresses of the sub-
contracting parties, the time period of the subcontract,
and the amount of money to be reimbursed to the employer/
subcontractor by the Department of Employment Security.

,...
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Subcontract No.
IRS-LD Number

CONTRACT FOR CONDUCT AND
ADMINISTRATION OF WORK TRAINING

This Contract is entered into this (3) day of (4)
19.14), between the State of Vermont, Department of Employment
Security, Montpelier, Vermont, a Government Agency, hereinafter
called the "Contractor" and (5)

(name and address of Subcontracting
a (6)

Party) (Corporation) (Municipality) (etc.)
under the laws of the State of (7) ,herein-
after called the "Subcontractor."

WHEREAS, the Contractor, on the 30th day of June, 1970,
received a Contract under the Manpower Development and Training
Act of 1962, as amended (MDTA) from the United States Department
of Labor, Manpower Administration (hereinafter referred to as the
DOL), said Contract being designated as Contract No. 82-48-70-30 ;

and

WHEREAS, pursuant to said Contract the Contractor is under-
taking certain activities; and

WHEREAS, the Contractor desires to engage the Subcontractor
to render certain assistance in such undertaking;

Now therefore the Contractor and the Subcontractor do mutually
agree as follows:

ARTICLE 1. SCOPE OF WORK

Subcontractor's accepted Scope of Work outlined in the pro-
posal is attached hereto and a part thereof and shall govern the
work of this Contract.

ARTICLE 2. PERIOD OF THE CONTRACT

The Subcontractor shall commence performance under the terms
and conditions as mutually established herein on the (8) day
of 19tal and such performance shall be complete
later than (10) day of (11) 19 (11).

15



ARTICLE 3. CONSIDERATION

In consideration of the foregoing the Contractor agrees
to reimburse the Subcontractor allowable costs incurred, in an
amount not to exceed (written dollar amount) ($ (121
for full and complete performance of this agreement in accordance
with DOL regulations relating to Allowable Payment and in accord-
ance with the attached proposal.

ARTTCLE 4. REPORTING

The Subcontractor shall prepare and submit such reports
as may be required from time to time in such format and detail
as directed by the Contractor.

ARTICLE 5. PRIME CONTRACT

The Subcontractor hereby agrees upon execution of this
agreement that the General Provisions (Attachment B) of the
Prime Contract No. 82-48-70-30 between the United States Depart-
ment of Labor and the State of Vermont, Department of Employment
Security are incorporated into and become part of this agree-
ment.

ARTICLE 6. CONTRACT APPROVAL

It is hereby understood and mutually agreed that not-
withstanding any other article of this Contract, it shall not
become effective until such time as the Department of Labor
Contracting Officer has reviewed and approved the execution
of this Contract.

Approved as to Form

STATE OF VERMONT
DEPARTMENT OF EMPLOYMENT
SECURITY

Signature

(13)
Typed Nathe and Title

(Subcontractor) (14)

Attorney Ueneral s Office Signature
State of Vermont

, Counsel
Department of Employment Security
State of Vermont

16
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Part I 0103(2)
0100-0199 Procedural Guide #1 9/30/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0103 Subcontract: Description and Procedure for Completion --
continued

B. Instructions for Completing the Contract for Conduct
and Administration of Work Training Form. When preparing the
Special Work subcontract it is necessary tnat the Man-
power Specialist complete only an original of these two
pages, thus only one signature will be necessary by all
parties signing the subcontract. After the subcontract is
signed by all parties, the Central Office will make six
photocopies of these two pages and attach them to copies
of the pranlifolelljET2imlfLl section.(see
subsection e ow so that they may e distributed.

When completing a subcontract it is necessary to be
absolutely sure that the name of the subcontractor
(employer) is the correct legal title of the organiza-
tion. In addition, one must be positive that the person
signing for the subcontractor. is a legal representative
of the organization authorized to sign in its behalf.

The Contract for Conduct and Administration of Work
Training_Form should be completed in the following manner:

1. The subcontract number is assigned by the Central
Office clerk when the subcontract is initially re-
ceived by the Central Office and recorded into the
Special Work subcontract log. A subcontract number
is composed of three parts:

a. The first two letters should be "SW", to identify
the subcontract as a Special Work subcontract.

b. Following "SW" should be the office code identify-
ing the local office where the subcontract orig-
inated. The office codes are two digits:

01 = Barre 11 - Rutland
03 - Bennington 12 - St. Albans
05 = Brattleboro 13 - St. Johnsbury
06 - Burlington 14 = Springfield
07 Middlebury 15 = White River Junction
08 - Montpelier 16 - Morrisville
10 = Newport

17
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Part I 0103(3)
0100-0199 Procedural Guide #1 9/30/73

0103 Subcontract:
continued

SPECIAL WORK PROJECT
.SUBCONTRACTUAL AGREEMENTS

Description and Procedure for Completion 110111

c. The last three digits consist of an assigned
sequential number of Special Work subcontracts.

Therefore, a subcontract numbered SW05-098 is a
Special Work subcontract originating in the Brat-
tleboro local office, and it is the 98th Special
Work subcontract to be received by the Central
Office.

2. Enter the employer's Internal Revenue Service iden-
tification number if it is available.

3. Enter the day the subcontract is being made (current
date) .

4. Enter the month and year the subcontract is being
made.

5. Enter the full legal title and address of the sub-
contracting organization.

6. Enter the type of organization and, if unclear,
identify the type as public or private, nonprofit.

7. Enter the name of the state in which the organiza-
tion is registered.

8. Enter the actual date performance is expected to
begin under this subcontract. This date should be
at least ten working days subsequent to the date
subcontract proposal is submitted to Central Office
so as to allow sufficient time for review and
approval.

9. Enter the month and year performance is expected to
begin.

10. Enter the actual date performance is expected to
end under this subcontract (no subcontract may run
later than the end of the current fiscal year).
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part I
0100-0199 Procedural Guide #1 97307

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0103 Subcontract: Description and Procedure for Completion --
continued

11. Enter the month and year performance is expected
to end.

12. Enter the dollar amount DES agrees to reimburse
the employer. This figure is obtained from Item
26 in the Proposal Section of the subcontract. For
a facsimile of the Proposal for Special Work
Pro ect with Vermont Department of Em lo ent
Security Form, see Subsection C below.

13. Enter the name and title of the Employment Service
Director.

14. Enter the complete name of the subcontracting
organization..

15. Enter the name and title of the person authorized
to sign for the subcontracting organization.

C. The Proposal for Special Work Project with Vermont
Department of Employment Security Form. This second part
comprises the next six pages of the subcontract. It
explicitly details all aspects of the program, includ-
ing training, funding, billing, working conditions,
and fringe benefits. In accordance with Section V of
the Proposal for Special Work Project with Vermont
Department of Employment Security Form, a sample of the
S ecial Work Enrollee Time Card and EM lo er's Month'
Invoice, orm E D 66, shou d 'e attac ed to this part
of the subcontract.
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Standard Industrial Classification (1)

PROPOSAL FOR SPECIAL WORK PROJECT
WITH VERMONT DEPARTMENT OF EMPLOYMENT SECURITY

(Experimental and Demonstration Project)

submitted by

(2)
(name of employer/Subcontractor)

(4)

(3)
(date)

(name & address of employer/subcontractor)

proposes to conduct a Special Work Training Program to be
carried out at (5) beginning on .or about

(Location) and ending (7)

The training will be carried out in accordance with the
attached Training Plan under the general supervision of (8)

4company employee responsible for supervision of trainees)
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I. TRAINING PLAN.

. Employer/subcontractor proposes to provide Special Work
training for (9) employees in accordance with the pion
below:

Employer/subcontractor proposes to provide the above Special
Work Training for a total cost of $ (10) in accordance .

with this proposal.

IT. ELIGTBILTTY

The final responsibility for determining 'Eligibility
for Special Work training will be made by the Vermont Department
of Employment Security,

III .NARRATIVE DESCRIPTION OF THE SCOPE OF WORK OF THIS PROPOSAL

(A narrative description of what will be done, who will
be served, what equipment and materials will be used what
services will be provided to trainees, and any other inform-
ation necessary to describe what will be included in the Special
Work program. This section should also contain a statement by
the employer which explains in detail the potential for perm-
anent non-subsidized retention of the trainee(s) subsequent to
the Special Work training provided for by this subcontract;
such statement will be considered when deciding whether to
approve or disapprove this subcontract proposal.)
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V. STAFF

(A specific description of how the employer/subcontractor
staff will be used to implement the program, and a speci-
fic description of how Vermont Department of Employment
Security staff will be used to implement the program.)

(12)

V. REPORTING

Form "E&D-666° will be completed by the employer/sub-
contractor monthly. (See Attached Sample).

At the discretion of the subcontracting employer, Special
Work trainees may be released from work for supportive
social and/or health service treatments not to exceed 10
hours in any working week. in order for trainees to
receive pay during such absences from their regular train-
ing jobs, full documentation must accompany "Special Work
Enrollee Time Card And Employer's Monthly Invoice."
(Form END -666)

VI. BILLING

Payment to employer/subcontractor will be made on a cost
reimbursement basis with billing to be submitted to Ver-
mont Department of Employment Security every 30 days.
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/7".. VII. SPECIAL WORK PROJECT TRAINING PLAN

(13)
Date

Contractor:

Vermont Department of Employment Security
Box 488
Montpelier, Vermont 05602

A. Project Schedule:

Contract No. (14)
Project NO.

Subcontractor: (16)(16)
(Offerer)

Telephone (17)

(a) Length of Project: Total Hours (18) Hours per Week (19)
Number of wwwwwm Period of Enrollment(20)
Start Date (21) End Date (22)

(b) Number to be Enrolled (23)

(c) Weekly Schedule (24)

2. Wage Information: Percent

Employer's Portion of Gross Costs (25) (25)

Cost Reimbursement to Employer (26) (26)

Total Estimated Costs (27) (27)
(27A)
Wages will be paid to trainee(s) on a (28) basis, and wage
reimbursements to the employer/subcontractor will be made on
a monthly basis.

:J. Overall Project Summar,
MTUBENo. of Enrollee 1407--rum-----my-----1m7nrr-----Einwr
Title an nrollee gage of Wks.Per VagePer Wage Wage Re-
Code WeekPer Wks. Enrollee Enrollee Payments imburse-

Hrs.Hrs. Enrollees ment

(29) (30) (31) (32) (33)
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VIII. RESPONSIBILITY FOR AbMINISTRATION OF SUBCONTRACTS

The employer/subcontractor designates (39?
telephone no. (40) (or such other individua as it may
name in writing with notice to the Contractor) as the individ-
ual in charge of the administration of its promises, duties,
and obligations under this contract.

The Contractor designates (41)
telephone no. (42) (or any other individual as it may
name in writing with notice of employer/subcontractor) as its
representative.

X. CONDITIONS OF THIS SUBCONTRACT

The employer/subcontractor will maintain appropriate
standards for the health, safety, and other conditions appli-
cable to the work to be performed and will provide Workmen's
Compensation protection for all trainees, or occident and
liability insurance coverage to an extent equal to such
protection.

A. The employer/subcontractor agrees that these jobs will
serve a useful purpose and will not result in the displace-
ment of any employed workers.

B. The employer/subcontractor agrees to employ MD enrollees
under the following conditions:

1. Enrollees will be paid their regular hourly rate for each
hour worked up to and including 40 hours per week providing
each working day does not exceed 8 hours. For hours in excess
of 8 per working day or in excess of 40 per work week trainees
must be paid time and a half as specified on page 22 of the
General Provisions, Section A. "Contract Work Hours Standards
Act-Overtime Compensation."

Subcontracting employers are solely responsible for the
payment of overtime wages to trainees unless specified other
wise n e su con rac raining p an.

Trainee will be guaranteed at least 30 hours work per week.
2. Enrollees will be paid a minimum of one dollar and sixty
($1.60) per hour for all hours worked up to forty (40) hours per
week and in the same manner and frequency as regular hourly
employees. Enrollees will be entitled to regular wage increases
in accordance with company policy.
3. All wages are subject to income, social security, and
all other applicable taxes. The employer/subcontractor will
submit payroll information monthly within three (3) working
days each month from the original starting date of the contract
(See sample for MD-666 attached hereto.)
4. The employer/subcontractor will provide adequate supervi-
sion not to exceed a ratio of less than one (1) supervisor to
ten (10) enrollees.
5. The employer/subcontractor will maintain adequate standards
for health, safety, and other conditions applicable to the
performance of work.
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6. The employer/subcontractor will maintain enrollee time
card reports on forms supplied by D.E.S. and submit them to
D.E.S. monthly (Form "MD-666").

7. Authorized representatives of the D.E.S. staff will main-
tain liaison with the Sponsor or his representative and enroll-
ees to provide supportive services as required.

8. The employer/subcontractor will allow authorized represent-
atives of the BRO staff to review the activity periodically
to determine the progress being made by the enrollee.

9. Whenever possible, EU) will notify the employer/subcon-
tractor two (2) weeks before terminating an enrollee's employ-
ment, Employment in the Special Work project will be termi-
nated whenever such action serves the needs of the enrollee.
The employer/subcontractor wtll notify E&D before terminating
an enrollee's employment giving Ego the opportunity to try to
resolve the problems.

10. The following conditions govern policy with respect to
sick leave, holidays, and vacation periods: All accrued sick
leave, vacation leave or holidays must be used by an enrollee
within the inclusive dates of this subcontract in order to be
reimbursable by the Department of Employment Security. Partic-
ular conditions for sick leave. holidays, and vacation periods
which apply to this subcontract are:

(43)
to be completed

11. FICA (Social Security) is provided and paid for by

(44)

12. Workmen's Compensation is provided through

(45)

13. Describe in detail any other conditions of trainee employment,
fringe benefits offered and payment thereof

(46)
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VERMONT EXPERIMENTAL & DEMONSTRATION PROJECT
SPECIAL WORK ENROLLEE TIME CARD
AND EMPLOYER'S MONTHLY INVOICE

(1) Subcontractor (2) Subcontract #
(3) Address (4) Invoice #

(5) Subcontract Period: (6) Period Covered by this Invoice:
From: To:

(7) Name of Enrollee
(9) Job Title
(11)

From: To:

(8) Social Security No.
(10) Hourly Rate of Pay

Hrs. Worked Date Hrs. Worked Hrs. Worked Date Hrs. Worked Date Hrs. WorkedDateDate

1

iDate

i r- I -f
I I__ J 1 [ 1 i 1

1 L i
.

.

(13) ENROLLEEtS SIGNATURE (12) TOTAL HRS. WORKED
(14) SUPERVISOR'S SIGNATURE (15) DATE

(16) Hourly
Rate

(17) Total

Hours
Worked

(18) Total

Earnings
(19) Employer's

Fringe Benefits
%

(20) Total Earnings
and Fringe
Benefits

(21) Percent of
Reimburse-
ment

_

mounts claimed on this invoice constitute authorized payments in accordance with t
_

e terms of the negotiated cost
reimbursement subcontract.

(22) AUTHORIZED SIGNATURE
(Employer/Subcontractor)

(23) TYPED NAME AND TITLE (24) DATE

(25) INVOICE APPROVED (Manpower Specialist) (26) DATE (27) TOTAL AMOUNT OF REIMBURSEMENT EARNED THIS
BILLING PERIOD FOR THIS TRAINEE

Distribution: 2-Fiscal Section D.E.S. (original & 1 copy, both original signatures) 1 - Local E&D File, 1-Employer

VT DES E&D-666
10M 1-7'



PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part I 0103(5)
0100-0199 Procedural Guide #1 9/30/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0103 Subcontract: Description and Procedure for Completion --
continued

D. Instructions for Completing the Proposal for Special
Work Project with Vermont Department of Employment
Security Form. Since there is no need for signatures in
the Proposal Section, copies of this section should be
made before it is received by the Central Office. When
completing these six pages, the Manpower Specialist
should therefore type one original with six carbon
copies, and all seven copies should be sent to the
Central Office.

To complete the Proposal Section of the Special Work
subcontract the following guide should be used:

1. Enter the employer's (subcontractor's) S.I.C. code
from the Standard Industrial Code Handbook.

2. Enter the full Legal title of the subcontracting
organization, all in capital letters.

3. Enter date proposal is being made (current date).

4. Enter name and address of employer/subcontractor.

5. Enter the location of actual Special Work performance.

6. Enter the date the actual Special Work performance
is to begin. (Be certain that sufficient lead time
is allowed for approval of the subcontract.)

7. Enter the date the actual Special Work performance
is to end. (This date should be within the current
fiscal year.)

8. Enter the name of the person the subcontractor
designates as supervisor of the trainee.

9. Enter the number of trainees to be enrolled in the
subcontract.

10. Enter the total cost of the subcontract. This dollar
amount is obtained from the Total Estimated Gross
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

'Part I 0103(6)
0100-0199 Procedural Guide #1 9/30173

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0103 Subcontract: Description and Procedure for Completion --
continued

Cost shown in the Special Work Training Plan
(Item 27 of this Proposal Section).

11. The narrative section should outline a description
of the job for which training is being provided.
This description can be obtained from the Diction-
ary of Occupational Titles. It should also describe
the type of training, services to be provided by
the employer. and any other information pertinent
to the Special Work training program. It is impor-
tant that this section contain some commitment on
the wart of the employer that he will permanently
retain the client after.the training period, if all
goes well.

12. The staff section should outline the responsibili-
ties of the subcontractor's staff. An example would
be as follows: (Name) (Title)
will be the immediate supervisor of the enrollee
and will assume the duty of training the enrollee
as a (Job Title) and in the use of equip-
ment. Prom time to time, the enrollee will be
assigned special tasks and will be instructed and
closely supervised in work procedures. (Name)
will advise the E&D Staff in assisting iTIT;705Me
to become acclimated to the work situation: E&D
staff will maintain close contact with the enrollee
to insure adequate adjustment to the work situation
and to assist the enrollee with non-job related
problems.

In addition, a statement should be made in this
section to give the employing organization the
responsibility of notifying the E&D team whenever
any unusual situation involving a trainee arises.
If a trainee does not report for work or is con-
sistently late it should be brought to the atten-
tion of the E&D team.

13. Enter the current date.
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part I
0100-0199 Procedural Guide #1

0103(7)
9/30/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0103 Subcontract: Description and Procedure for Completion --
continued

14. Enter the Prime Contract number 82-48-70-30 (see
Subsection E below).

15. The project number is the subcontract number assigned
by the Central Office (see Section 0103 B)

16. Enter the legal name and address of the subcontract-
ing organization.

17. Enter the telephone number of the subcontracting
organization.

18. Enter the total number of hours of this subcontract.
This would be the number of enrollees on this sub-
contract times the number of weeks, times the
number of hours per week:

19. Enter the total number of hours per week of this
subcontract. This would be the number of hours per
week times the number of enrollees.

20. Enter the number of weeks between the starting date
of the program and the ending date of the program.

21. Enter the starting date of the actual Special Work
program. A trainee should not start training prior
to the beginning da;e of the contract. The subcon-
tract is not binding until it is signed by the
Director of Employment Services. If a person is
placed in training before the subcontract has been
approved or signed then it is the employer's obli-
gation to pay the trainee. Once the subcontract is
approved. reimbursement will be made from the day
the enrollee starts subsequent to the starting date
of the subcontract; however, if the subcontract is
never approved, no reimbursement will be made to the
employer.

22. Enter the ending date of the Special Work program.

23. Enter the number of training positions in the sub-
contract.
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part I
0100-0199 Procedural Guide #1

0103(8)
9/30/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0103 Subcontract: Description and Procedure for Completion --
oontinued

24. Enter the weekly work schedule of the subcontract.
This must be very specific. If there is any discrep-
ancy between the weekly schedule denoted in the
subcontract and the time billed for on a monthly
invoice then the State Finance Office will not
approve the billing. It is imperative that what-
ever time is being billed for is spelled out in
the subcontract. Example: Monday through Friday,
8:00 a.m. to 4:30 p.m., with one-half hour lunch
period.

25. Enter the employer's portion of gross cost percen-
tage and dollar amount. An explanation of how to
arrive at these figures is in the instructions for
Item 27.

26. Enter the amount to be reimbursed to the employer/
subcontractor by the Department of Employment
Security in both dollar and percent figures. An
explanation of how to arrive at these figures is
in the instructions for Item 27.

27. Enter the Total Estimated Gross Cost of the sub-
contract in both percentage and dollar amount.
NOTE: Items 25, 26 and 27 pertain to the total
costs of the subcontract, that is, wages, fringe
benefits and, if necessary, traveling expenses. To
figure the costs of a subcontract take the weekly
wage times the number of weeks plus any traveling
expenses or fringe benefits, i.e., F.I.C.A. (5.2%
of the wages). The percentage of wage reimbursement
to the employer would be multiplied by the total
cost to arrive at the dollar amount of reimburse-
ment; the remainder would be the employer's portion
of the cost. This agency will consider the reim-
bursement of fringe benefits to an employer/qubcon-
tractor only to the extent that regu1ar employees
receive such fringe benefits and only if the trainee
actually receives the benefits for which we agree to
reimburse. If fringe benefits are included in Item
27, then number 13 (Item 46) on the last page of the
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PROCEDURAL GUIDES FOR,
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part i 0103(9)
0100-0199 Procedural Guide #1 U73 6775-

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0103 Subcontract: Description and Procedure for Completion --
continued

Proposal Section mast state in detail exactly what
fringe benefits the trainee will be eligible for.

27a. If traveling expenses have been included in Gross
Costs, insert the estimated amount and identify it
as "traveling expenses".

28. Enter the pay period-of the.employer.

29. The subcontract may cover more than one type of
job. In this space enter the job title and D.O.T.
code for each job classification. Then complete
Items 30 through 38 to describe the treatment of
each job title. Therefore, Items 29 through 38 will
be entered as many times as there are job titles.

30. Enter the number of enrollees for the specific job
classification.

3X. Enter the hours per week for one enrollee in the
specific Job classification.

32. Enter the wage per hour for one enrollee in the
specific job classification.

33. Enter the total number of weeks in the specific
job classification. This would be the number of
weeks times the number of enrollees.

34. Enter the total number of weeks for one enrollee
in the specific job classification.

35. Enter the weekly wage for one enrollee in the
specific job classification.

36. Enter the total wages for all enrollees in the
specific job classification.

37. Enter the total amount of fringe benefits for all
enrollees in the specific job classification.
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICETMPLOYMENT PROJECTS

Part I
0100-0199 Procedural Guide #1

0103 (10)
9/30/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0103 Subcontract: Description and Procedure for Completion --
continued

37a. Add Item 36 to Item 37.

38. Enter the total amount the Department of Employ-
ment Security will reimburse the employer/subcon-
tractor for the specific job classification. This
figure is arrived at by multiplying the total wage
payments (Item 37a) by the percent of cost reim-
bursement (Item 26).

39. Enter the name of the individual designated by the
employer/subcontractor to be in charge of the admin-
istration of the subcontract.

40. Enter the telephone number of the administrator for
the employer/subcontractor.

41. Enter the name of the individual designated by the
Department of Employment Security as its represen-
tative. (This is usually the Manpower Specialist
completing the subcontract.)

42. Enter the telephone number of the person designated
as DES's representative.

43. If there are any paid holidays, sick leave or annual
leave to be provided by the employing organization,
it must be spelled out in this area. If sick leave
or annual leave are to be accumulated over the term
of the subcontract, then a statement must appear as
follows: "If earned days of Sick leave or annual
leave accumulated over the term of this subcontract.
are taken, they must be taken prior to the termin-
ation date of the subcontract.

44. Enter the name of the organization providing the
F.I.C.A. benefits.

45. Enter the
Workman's

46. Enter any
insurance

name of the insurance carrier providing
Compensation coverage to the employer.

other benefits such as health and accident
or life insurance provided by the employer.
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part I 0103(11)-0105
0100-0199 Procedural Guide #1 9/30/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0103 Subcontract: Description and Procedure for Completion --
continued

E. The General Provisions for Cost-Reimbursement Type
Contracts Form. The third part is a section of the
prime contract between the Vermont Department of
Employment Security and the United States Department of
Labor. It should be attached to the aforementioned
parts of the subcontract since these General Provisions
are incorporated into and become part of the subcon-
tract between DES and the employer. Copies of this
contract 0-357-880 published in July 1969, are available
from the U.S. Government Printing Office, Washington,
D.C.

0105 Subcontracts with other State Agencies. Many of the employer/
subcontractors who are involved with the E&D Special Work
Project are other State agencies, as well as some of the
Department of Employment Security local offices. Technically,
the Department of Employment Security cannot enter into a
subcontract with either another State agency or itself.
Special forms are provided in such cases. These basically
follow the same format as the subcontract which is used with
only non-State employers, and they are filled out in the
same manner. For facsimile of the Contract for Conduct and
Administration of Work Training Form and the Proposal for
Special Work Project with Vermont Department of Employment
Security Form see Section 0103 A and C. They differ only in
that certain legal terminology is changed and unnecessary
items are deleted. The forms to be used with all State
agency employer/subcontractors (except DES) are:

A. Agreement for Conduct and Administration of Work Training
Form. This is printed on green paper to differentiate it
from other subcontractual forms.
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Agreement No.
IRS-ID Number

AGREEMENT FOR CONDUCT AND
ADMINISTRATION OF WORK TRAINING

This Agreement is entered into this day of
19 between the State of Vermont, Department

of Employment Security, Montpelier, Vermont, hereinafter called
the "Contractor" and

(name and address)
, hereinafter called the "Agency."

WHEREAS, the Contractor, on the 30th day of June, 1970,
received a Contract under the Manpower Development and Training
Act of 1962, as amended (MDTA) from the United States Department
of Labor, Manpower Administration (hereinafter referred to as
the DOL), said Contract being designated as Contract No. 82-48-
70-30; and

WHEREAS, pursuant to said Contract the Contractor is under-
taking certain activities; and

WHEREAS, the Contractor desires to engage the Agency to
render certain assistance in such undertaking;

Now therefore the Contractor and the Agency do mutually
agree as follows:

ARTICLE 1. SCOPE OF WORK

Agency's accepted Scope of Work outlined in the proposal
is attached hereto and a part thereof and shall govern the work
of this agreement.

ARTICLE 2. PERIOD OF THE AGREEMENT

The Agency shall commence performance under the terms and
conditions as mutually established herein on the day
of 19 and such performance shali-W-ZZiTIleted
no later than day of 19

ARTICLE 3. CONSIDERATION

In consideration of the foregoing the Contractor agrees to
reimburse the Agency allowable costs incurred, in an amount not
to exceed (written dollar amount) ($ ) for full
and complete performance of this agreement in accordance with DC)I4

34



regulations relating to Allowable Payment and in accordance with
the attached proposal.

ARTICLE 4. REPORTING

The Agency shall prepare and submit such reports as may be
required from time to time in such format and detail as directed
by the Contractor.

ARTICLE 5. PRIME CONTRACT

The Agency hereby agrees upon execution of this agreement
that the General Provisions (Attachment B) of the prime contract
no. 82-48-70-30 between the United States Department of Labor
and the State of Vermont, Department of Employment Security are
incorporated into and become part of this agreement.

ARTICLE 6. AGREEMENT APPROVAL

It is hereby understood and mutually agreed that not-with-
standing any other article of this Agreement that it shall not
become effective until such time as the Department of Labor
Contracting Officer has reviewed and approved the execution of
this Agreement.

STATE OF VERMONT
DEPARTMENT OF EMPLOYMENT SECURITY

Signature

Tirped Name and Title

Approved As To Form (Agency)

Attorney General's Office Signature
State of Vermont

Typed Name and Title

, Counsel
Department of Bmploment Security
State of Vermont
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part I
0100-0199 Procedural Guide #1

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0105 Subcontracts with other State Agencies -- continued

B. Proposal for Special Work Project with Vermont
Department of Employment Security Form. Triers also
printed on green paper.
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Standard Industrial Classification

PROPOSAL. FOR SPECIAL WORK PROJECT
WITH VERMONT DEPARTnirroll EMPLOYMENT SECURI1V

(Experimental and Demonstration Project)

Submitted by

(Name of Agency-)

(Name & Address diAgency

(Date)

proposes to conduct a Special Work Training Program to be carried

out at beginning on or about
(Location)

and ending

The training will be carried out in accordance with the
attached Training Plan under the general supervision of

(Agency employee responsible
for supervision of trainees)

I. TRAINING PLAN

Agency proposes to provide Special Work training for
employees in accordance with the plan below:
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Agency proposes to nrovide the above Special Work training
for a total cost of $ in accordance with this
proposal.

II. ELIGIBIL/TY

The final responsibility for determining Eligibility will be
made by the Vermont Department of Employment Security.

III, NARRATIVE DESCRIPTION OF THE SCOPE OF WORK OF THIS PROPOSAL

(A narrative description of what will be done, who will be
served, what equipment and materials wilt be used, what services
will be provided to trainees, and any other information necessary
to describe what will be included in the Special Work Program.)
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IV. STAFF

(A specific description of how the Agency staff will be used
to implement the program, and a specific description of how
Vermont Department of Employment Security staff will be used
to implement the program.)

V. REPORTING

Form "E&D-666" will be completed by the Agency monthly.
(See Attached Sample).

_At the discretion of the Agency, Special Work trainees
may be released from work for supportive social and/or
health service treatments not to' exceed 10 hours in any
working week. In order for trainees to receive pay during
such absences from their regular training jobs., full docu-
mentation must accompany "Special Work Enrollee Time Card
And Agency's Monthly Invoice." (fdrli E&0-666)

VI. BILLING

Payment to Agency will be made on a cost reimbursement
basis with billing to be submitted to Vermont Department of
Employment Security every 30 days.
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VII. SPECIAL WORK PROJECT TRAINING PLAN

Agreement No
Date Project No.

Contractor:

Security

Agency: (offerer)

Telephone

Vermont Department of Employment
Box 488
Montpelier, Vermont 05602

1. Project Schedule:

(a) Length of Project: Total Hours Hours Per Week
Number of Weeks in Period of Enrollment
Start Date End Date

(b) Number to be Enrolled

(c) Weekly Schedule

2. Wage Information:

Agency's Portion of Gross Costs
Cost Reimbursement to Agency
Total Estimated Costs

Percent Dollars

Wages will be paid to trainee(s) on a basis, and wage
reimbursements to the Agency will be made on a monthly basis.

3. Overall Project Summary

DOT Job
Title an
Code

No. of
Enrollees/WorkWage

Enrollee
1

No.
of
Wks.

Total
Wks.
Per
Enrollee

Wkly
Wage
Per
Enrollee

Total
Wage
Payments
Enrolleesment

Agency
WIgeRe-
imburse-Week

HrsJirs.
Per
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VIII. RESPONSIBILITY FOR ADMINISTRATION OF AGREEMENT

The Agency designates , telephone no.
(or such other individual as it may name in writing with noTra---
to the Contractor) as the individual in charge of the administra-
tion of its promises, duties, and obligations under this contract

The Contractor designates , telephone no.
(or any other individual as it may name in writing with notl7F-a-
Agency) as its representative.

IX. CONDITIONS OF THIS SUBCONTRACT

The Agency will maintain appropriate standards for the
health, safety, and other conditions applicable to the work to be
performed and will provide Workmen''s Compensation protection for
all trainees, or acnident and liability insurance coverage to an
extent equal to such protection.

A. The Agency agrees that these jobs will serve a useful pur-
pose and will not result in the displacement of any employed
workers.

B. The Agency agrees to employ E&D enrollees under the follow-
ing conditions:

1. Enrollees will be paid their regular hourly rate for each
hour worked up to and including 40 hours per week provid-
ing each working day does not exceed 8 hours. ForEat:1R-
in excess of 8 per working day or in excess of 40 per work
week trainees must be paid time and a half as specified on
page 22 of the General Provisions, Section A, "Contract
Work Hours Standards Act-Overtime Compensation."

The Agency is solely responsible for the payment of over-
Iliwages to trainees unless specified otherwise in the
subcontract training plan.

Trainee will be guaranteed at least 30 hours work per week.

2. Enrollees will be paid a minimum of one dollar and sixty
(1.60) per hour for all hours worked up to forty (40) hours
per week and in the same manner and frequency as regular
hourly employees. Enrollees will be entitled to regular
wage increases in accordance with company policy.

3. All wages are subject to income, social security, and all
other applicable taxes. The Agency will submit payroll in-
formation mcnthly within three (3) working days each month
from the original starting date of the contract (See sample
Run E&D-666 attached hereto).

4. The Agency will provide adequate supervision not to exceed a
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ratio of less than one (1) supervisor to ten (10) enrollees.

5. The Agency will maintain adequate standards for health,
safety, and other conditions applicable to the performance
of work.

6. The Agency will maintain enrollee time card reports on forms
supplied by D.E.S. and submit them to D.E.S. monthly
(Form "E&D-666").

7. Authorized representatives of the D.E.S. staff will maintain
liaison with the Agency or its representative and enrollees
to provide supportive services as required.

8, The Agency will aliow authorized representatives of the E&D
staff to review the activity periodically to determine the
progress being made by the enrollee.

9. Whenever possible, E&D will notify the Agency two (2) weeks
before terminating an enrollee's employment. Employment in
the Special Work Project will be terminated whenever such
action serves the needs of the enrollee. The Agency will
notify E&D before terminating an enrollee's employment giv-
ing E&D the opportunity to try to resolve the problems.

10. The following conditions govern policy with respect' to sick
leave, holidays and vacation periods:

to -6e completed

11. FICA (Social Security) is provided and paid for by:

12. Workmen's Compensation is provided through:

.,...
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13. Describe in detail any other conditions of trainee employ-
mentofringe benefits offered and payment thereof:

.
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VERMONT EXPERIMENTAL & DEMONSTRATION PROJECT
SPECIAL WORK ENROLLEE TIME CARD
AND EMPLOYER'S MONTHLY INVOICE .

(1) Subcontractor' (2) Subcontract #
(3) Address (4) Invoice #
(5) Subcontract Period: (6) Period Covered by this Invoice:

From: To From: To:

(7) Name of Enrollee (8) Social Security No.
(9) Job Title (10) Hourly Rate of Pay
(11)

Date Hrs. Worked Date Hrs. Worked Date Hrs. Worked Date Hrs. Worked Date Hrs. Worked
T

(13) ENROLLEE'S SIGNATURE (12) TOTAL HRS. WORKED'

(14) SUPERVISOR'S SIGNATURE (15) DATE

(16) Hourly
Rate

(17) Total
Hours
Worked

(18) Total
Earnings

(19) Employer's
Fringe Benefits

%

(20) Total Earnings
and Fringe
Benefits

(21) Percent of
Reimburse-
sent

...

Amounts claimed on this invoice constitute authorized payments in accordance wit the terms o the negotiated cost
reimbursement subcontract.

(22) AUTHORIZED SIGNATURE
(Employer /Subcontractor)

(23) TYPED NAME AND TITLE (24) DATE

\ (25) INVOICE APPROVED (Manpower Specialist) (26) DATE (27) TOTAL AMOUNT OF REIMBURSEMENT EARNED THIS
BILLING PERIOD FOR THIS TRAINEE

Distribution: 2-Fiscal Section D.E.S. (original & 1 copy, both original signatures) 1 - Local E&D File, 1-Employer

VT DES E&D-666
10M 1-72



PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part I 0105(3)-0107
0100-0199 Procedural Guide #1 9/30/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0105 Subcontracts with other State Agencies -- continued

C. General Provisions for Cost-Reimbursement Type
_rntracts Form. For a description of this form see
Section 0103 E.

0107 Additional subcontractual forms. The forms to be used when
the employer/subcontractor is a Department of Employment
Security local office are:

A. Directive for Conduct and Administration of Work
Training Form.
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Subcontract No.
IRS-ID Number

DIRECTIVE FOR CONDUCT AND
ADMINISTRATION OF WORK TRAINING

To:
hereinafter called the local office.

WHEREAS, the Department of Employment Security, State of
Vermont hereinafter called the Contractor, on the 30th day of
June, 1970, received a Contract under the Manpower Development
and Training Act of 1962, as amended (MDTA) from the United
States Department of Labor, Manpower Adminikration (hereinafter
referred to as the DOW, said Contract being designated as Con-
tract No. 82-48-70-30; and

WHEREAS, pursuant to said Contract the Contractor is under-
taking certain activities; and

WHEREAS, the Contractor intends that the local of/ice render
certain assistance in such undertaking;

Now therefore the Contractor directs the local office as
follows:

ARTICLE I. SCOPE OF WORK

The local office accepted Scope of Work outlined in the
proposal is attached hereto and a part thereof and shall govern
the work of this directive.

ARTICLE 2. PERIOD OF THE PERFORMANCE

The local office shall commence performance under the terms
and conditions as established herein on the day
of 19 and such performance shall
be completed no later than day of
19

ARTICLE 3. ALLOWABLE COSTS

Allowable costs incurred for full and complete performance
of this directive in accordance with D.O.L. regulations relating
to Allowable Payment and in accordance with attached proposal

46



shall not exceed ($ ) .

(written dollar amount)

ARTICLE 4. REPORTING

The Local Office shall prepare and submit such reports as
may be required from time to time in such format and detail as
directed by the Contractor.

ARTICLE 5. PRIME CONTRACT

The Local Office shall comply with the General Provisions
(Attachment B) of the prime contract no, 82-48-70-30 between the
United States Department of Labor and the State of Vermont, De-
partment of Employment Security, incorpotated into and made a
part of this Directive.

ARTICLE 6. DIRECTIVE APPROVAL

It is hereby understood and mutually agreed that not-with-
standing any other article of this Directive that it shall not
become effective until such time as the Department of Labor
Contracting Officer has reviewed and approved the execution of
this Directive.

STATE OF VERMONT
DEPARTMENT OF EMPLOYMENT SECURITY

Signature

Typed Name and Title

Approved as to Form

Attorney General's Office
State of Vermont

, Counsel
Department of Employment Security
State of Vermont

ACCEPTED

By
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part I
0100-0199 Procedural Guide #1

0107(2)
9/30/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0107 Additional subcontractual forms -- continued

B. Proposal for Special Work Project with Vermont Depart-
ment of Employment Security Form.
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Standard Industrial Classification

PROPOSAL FOR SPECIAL WORK PROJECT
WITH VERMONT DEPARTMENT OF EMPLOYMENT SECURITY

(Experimental and Demonstration Project)

Submitted by

name o Local ice

(date)

(name & address of Local Office)

proposes to conduct a Special Work Training Program to be carried
out at beginning on or about

(location)

and ending

The training will be carried out1in accordance with the

attached Training Plan under the general supervision of

(local office employee responsible for
supervision of trainees)

I. TRAINING PLAN

The Local Office will provide Special Work Training for
employees in accordance with the

plan below:
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The Local Office will provide the above Special Work Train-
ing at a total cost of $ in accordance
with this proposal.

U. ELIGIBILITY

The final responsibility for determining Eligibility will
be made by the Vermont Department of Employment Security.

III. NARRATIVE DESCR/PT/ON OF THE SCOPE OF WORK OF THIS PROPOSAL

(A narrative description of what will be done, who will be
served, what equipment and materials will be used, what services
will be provided to trainees, and any other information necessary
to describe what will be included in the Special Work Program.)
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IV, STAFF

(A specific description of how the local office staff will
be used to implement the program, and a specific descrip-
tion of how Vermont Department of Employment Security
staff will be used to implement the program.)

it

V. REPORTING

Form "E&D-666" will be completed by the local office monthly
(See Attachment Sample).

At the discretion of the local office, Special Work Trainees
may be released from work for supportive social and/or
health service treatments not to exceed 10 hours in any
working week. In order for trainees to receive pay during
such absences from their regular training jobs, full docu-
mentation must accompany "Special Work Enrollee Time Card
and Employer's Monthly Invoice." (Form E&D-666)

VI. BILLING

Billing with respect to cost reimbursement to the Department
of Employment Security will be submitted by the local office
to the Department every 30 days.
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VII. SPECIAL WORK PROJECT TRAINING PLAN Directive No.
Project No.

Date

Contractor:

Vermont Department of Employment Security
Box 488
Montpelier, Vermont 05602 Telephone

1. Project Schedule;

(a) Length of Project: Total Hours Hours Per Week
Number of Weeks in Period of Enrollment
Start Date End Date

(b) Number to be Enrolled

(c) Weekly Schedule

2. Wage Information:

Department Portion of Gross Costs

Cost Reimbursement to Department

Total Estimated Co s

Percent Dollars

Wages will be paid to trainee(s) on a basis, and wage
reimbursements to the Department will 14 made on a monthly basis;

3. Overall Project Summary
DOT Job
Title an
Code

1No. of
cEnrollees

Enrollee'
WorOage
Week Per
Hrs.Hrs._

No.
of
Wks,

Total
Wks.
Per
Enrollee

52

Wkly
Wage
Per
Enrollee

Total
Wage
Payments
Enrollees

Emair
Wage Re-
imburse-
ment



VIII. RESPONSIBILITY FOR ADMINI;TRATION OF WORK TRAINING

The Contractor designates
telephone no. (or such other individual
as it may name in writing to the Contractor) as the individual in
charge of the administration of the duties, and obligations of
the local office under this directive.

The Contractor designates
telephone no. (or any other individual as it
may name in writini) as its representative.

IX. CONDITIONS OF THIS DIRECTIVE

The local office will maintain appropriate standards for the
health, safety, and other conditions applicable to the work to be
performed. Workmen's Compensation protection for all trainees,
or accident and liability insurance coverage to an extent equal
to such protection will be provided by the Contractor.

A. The local office will see that these jobs will serve a use-
ful purpose and will not result in the displacement of any
employed workers.

B. The local office will employ E&D enrollees under the
following conditions:

1. The Enrollees will be paid their regular hourly rate
for each hour worked up to and including 40 hours per week
providing each working day does not exceed 8 hours. For
hours in excess of 8 per working day or in excess of 40
per work week trainees must be paid time and a half as
specified on page 22 of the General Provisions, Section A,
"Contract Work Hours Standards Act-Overtime Compensation."

Payment of overtime wages to trainees unless speci-
fied otherwise in the training plan will be provided.

rainee will be guarantee at east hours per week.

2. Enrollees will be paid a minimum of one dollar and sixty
(1.60) per hour for all hours worked up to forty (40) hours
per week and in the same manner and frequency as regular
hourly employees.

3. All wages are subject to income, social security, and al
other applicable taxes. The local office will submit pay-
roll information monthly within three (3) working days each
month from the original starting date of the contract (See
sample for E&D-666 attached hereto).
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4. The local office will provide adequate supervision notto
exceed a ratio of less than one (1) supervisor to ten (10)
enrollees.

5. The local office will maintain adequate standards for
health, safety, and other conditions applicable to the per-
formance of work.

6. The local office will maintain enrollee time card re-
ports on forms supplied by D.E.S. and submit them to D.E.S.
monthly (Form "E&D-666")

7. Authorized representatives of the D.E.S. staff will
maintain liaison with the Sponsor or his representative
and enrollees to provide supportive services as required.

8. The local office will allow authorized representatives
of the E&D staff to review the activity periodically to
determine the progress being made by the enrollee.

9. Whenever possible, E&D will notify the local office
two (2) weeks before terminating an enrollee's employment.
Employment in the Special Work Project will be terminated
whenever such action serves the needs of the enrollee. The
local office will notify E&D before terminating an en-
rollee's employment giving E&D the opportunity to try to
resolve the problems.

10. The following conditions govern policy with respect to
sick leave, holidays and vacation periods:

to be completed

11. FICA (social Security) is provided and paid for by
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12. Workmen's Compensation is provided through

13. Describe in detail any other conditions of trainee
employment, fringe benefits offered and payment thereof
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to
4:31 (14) SUPERVISOR'S SIGNATURE

(1) Subcontractor
(3) Address
(5) Subcontract Period:

From: To:

VERMONT EXPERIMENTAL & DEMONSTRATION PROJECT
SPECIAL WORK ENROLLEE TIME CARD
AND EMPLOYER'S MONTHLY INVOICE

(7) Name of Enrollee
(9) Job Title
(11)

tirs_ Worked

(2) Subcontract #
(4) Invoice #
(6) Period Covered by this Invoice:

From: To:

(8) Social Security No.
(10) Hourly Rate of Pay

......--- ..-.......... ........ ........ ..........._ ...-- "...... --....--

1

(13) ENROLLEE'S SIG TURE (12) TOTAL HRS. WORKS
(15) DATE

(16) Hourly
RateRate

(17) Total
Hours
Worked

(18) Total
Earnings

(19) Employer's

Fringe Benefits
(20) Total Earnings

and Fringe
Benefits

(21) Percent of
Reimburse -

went

Amounts claimed on this invoice constitute authorized payments in accordance with the terms of the negotiated cost
reimbursement subcontract.

(22) AUTHORIZED SIGNATURE
(Employer/Subcontractor)

(23) TYPED NAME AND TITLE (24) DATE

(25) INVOICE APPROVED (Manpower Specialist) (26) DATE (27) TOTAL AMOUNT OF REIMBURSEMENT EARNED THIS
BILLING PERIOD FOR THIS TRAINEE

Distribution: 2-Fiscal Section D.E.S. (original & 1 copy, both original signatures) 1 - Local E&D File, 1-Employer

VT DES E&D-666
10M 1,72



PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part I 0107(3)-0109
0100-0199 Procedural Guide #1 9/30/13

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0107 Additional subcontractual forms -- continued

C. General Provisions for Cost-Reimbursement Type
Contracts Form. For a description of this form, see Section
0103 E. In this entire Procedural Guide all of the
procedural information which pertains to subcontracts
is also applicable for agreements (with other State
agencies) and directives (to DES local offices).

0109 Subcontract Negotiation. The primary responsibility of
the Manpower Specialist is to develop job slots for the
SWP clients. He must seek out potential employer/subcon-
tractors, determine the advisability of entering into a
subcontract, and negotiate the details of the subcontract.
The E&D Project provides a checklist to assist the Manpower
Specialist in assessing the value and in negotiating the
points of each prospective subcontract. He Should always
be aware of .this checklist during negotiations with the
potential employer/subcontractor.

A. Does the Special Work position prepare the trainee for
later employment in line with his vocational plan?

B. Will the Special Work training equip the trainee with
a skill or skills which will enable him to secure
regular employment at a later date?

C. Will the Special Work trainee be well supervised and
have established standards of performance?

D. Does the subcontract specifically state the terms of
employment, pay rate, pay rate increases if any,
Workmen's Compensation, Social Security, and arrange-
ment for payment of overtime work?

E. Does the subcontract provide specifically for regular
periods during the course of the Special Work Project
in which trainees may meet with an E&D Counselor in
order to discuss his progress, problems, etc.?

F. Does the subcontract specify any commitment on the part
of the employer/subcontractor to provide regular employ-
ment to the Special Work trainee upon the completion of
training?
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part I 0109(2)-0111
0100-0199 Procedural Guide #1 9/30/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0109 Subcontract Negotiation -- continued

G. Does the subcontract specify provisions for "Employa-
bility Orientation" to be provided either on employer/
subcontractor's premises or at local E&D facility
during release time provided by employer/subcontractor.

H. Are the specific services the employer/subcontractor
is to provide clearly spelled out?

I. Are the specific services to be provided by E&D unit
personnel clearly delineated?

J. Is the correct legal title of the subcontracting
organization used?

K. Has the subcontract been signed by a person legally
authorized to sign for the organization?

0111 Approval and Distribution of Special Work Subcontracts.
After the Manpower Specialist has completed the subcontract
and secured the authorized signature of the subcontracting
organization, he sends the first two sections (the original
of the Contract for Conduct and Administration of Work
Training Form and the original plus six copies of the
Proposal for Special Work Project with Vermont Department
of Employment Security Formjto the Central Office. The
subcontracting organization should keep the third section
(The General Provisions for Cost-Reimbursement Type
Contracts Form).

When the Central Office clerk receives a subcontract, he
assigns to it a subcontract number (see Section 0103 B).
He enters the number in Item 1 of the Contract for Conduct
and Administration of Work Training Form and in Item 15 of
the Proposal Section. He then records the subcontract in a
Special Work subcontract log.

After logging the subcontract, the Central Office clerk
sends the original of both sections to the DES legal depart-
ment for approval. Once DES's counsel has approved and
signed the subcontract, the legal department sends it to
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part I
0100-0199 Procedural Guide #r'

01110)
9/J0/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0111 Approval and Distribution of Special Work Subcontracts --
continued

the State's Attorney General's office for approval and
signature. The Attorney General's office then returns the
subcontract to the Central Office clerk who sends it to
the Director of Employment Services for his review and
approval. He returns the subcontract to the Central Office
clerk who makes six copies of the first section (pages one
and two) and collates them with the six copies of the second
section (the Proposal Section).

At this point, the subcontract is ready for distribution.
One copy and the original go to the Department of Employ-
ment Security Fiscal Department. The DES Fiscal Department,
in turn, sends the original to the Vermont Department of
Finance. Two copies are then routed to the originating
local office. The local office keeps one copy on file and
sends the other to the subcontracting organization. Two
additional copies (with covering letter) are sent to the
Department of Laborin Washington. The Department of Labor
Contracting Officer reviews and approves the subcontract
via a letter sent to the Central Office. One copy is then
placed in the Central Office Special Work subcontract file.
Since each subcontract has its own file folder, any subse-
quent correspondence, memos, or amendments relating to the
subcontract are placed in the designated subcontract folder.

The Central Office clerk must maintain a record of this
entire procedure, from the time the subcontract is initially
received by the Central Office to the time all of the copies
are sent to their proper destination. The record is main-
tained so that the subcontracts cannot get lost in the
shuffle and so that they may be processed as rapidly and
expeditiously as possible. This routing process is recorded
in the Subcontract Control Record Form. The form and instruc-
tions for its maintenance are as follows:

A. Subcontract Control Record Form
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Subcontract
Numbers

Received in
Central
Office

Sent to
Legal

Department

Returned
from Legal
'Department

Sent to Di-
rector of
Employment
Services

Sent to
Washington

Copies sent
to Local

Office

One copy .

and original
sent to
Fiscal

I



PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part I 0111(3)-0113
0100-0199 Procedural Guide #1 9/30/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0111 Approval and Distribution of Special Work Subcontracts --
continued

B. Instructions in Maintainin the Contract Control Record.
As each subcontract is initially received by the Central
Office clerk, the assigned subcontract number and date
of arrival are entered in the Contract Control Record.
The stages of the routing process are.

1. Sent to the Legal Department

2. Returned from Legal Department

3. Sent to Director of Employment Service

4. Sent to Washington

5. Copies sent to local office

6. Original and one copy sent to Fiscal Section

As each stage is completed, the completion date is
recorded. After the last stage, the final copy should
be filed in the Central Office subcontract files.

0113 Subcontract Amendments. Frequently situations arise that
require the amending of a subcontract. One reason for this
amendment procedure is the possible need for extending a
subcontract's time period. A desire to phase down subsidy
or the change in the number of job slots in a subcontract
are additional reasons.

Since some causes for amending may be atypical, a particu-
lar item in the amendment format may have to be changed
occasionally to suit the situation. Once the Subcontract
Amendment is completed and signed by the employer/subcon-
tractor, it follows the same approval, copying and distri-
bution procedure as the first section of the subcontract
(see Section 0111). When an amendment is necessary, an
Amendment to Contract for Conduct and Administration of
Work Training Form must be completed. As with the subcon-
tract, this form pertains only to organizations not connec-
ted with the State government. This form is listed below as
are the forms needed when another State agency and the

61



PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part I 0113=
0100-0199 Procedural Guide #1 9/30/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0119 Subcontract Amendments -- continued

Department of Employment Security local office are involved.
The same basic format is used in all three cases, the only
difference being that the form for DES is a simplified
version of the other amendments.

A. Amendment to Contract for Conduct and Administration
of Work Training Form.
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AMENDMENT
TO

CONTRACT FOR CONDUCT AND ADMINISTRATION OF WORK TRAINING

This Agreement is entered into this
(2) 19 (2) between the State of

of Employment Security, Montpelier, Vermont
hereinafter called the "Contractor" and

(1) day of

hereinafter called the

Vermont, Department
, a government agency,

(3)
"Subcontractor".

Whereas, on the (4) day of (5) 19 (5) the
Contractor and the Subcontractor entered into a Contract for
Conduct and Administration of the Family Assistance Program, said
Contract being designated Subcontract No. (6) and

Whereas. the allowable costs that have been and will be
incurred by the Subcontractor under said Contract will be sub-
stantially less than anticipated at the time of the execution of
the said Contract, and

Whereas, the Contractor and the Subcontractor have mutually
agreed to modify certain items of said Contract.

NOW, THEREFORE, in consideration of the promises and agree-
ments of the parties hereinafter contained, it is mutually agreed:

I. To amend and modify the proposal of the Subcontractor,
attached to. and made a part of said Contract, as follows:

A. The Subcontractor proposes to provide Special Work
training for (7) employees in accordance with the attached
plan in lieu of the number (8) and the plan set forth in
said proposal.

B. The Subcontractor proposes to provide the Special Work
training for a total cost of $ (9) in lieu of the
amount $ (10) specified in said proposal.

II. To amend and modify Article 3 of said Contract to provide
that the Contractor agrees to reimburse the Subcontractor allow-
able costs incurred in an amount not to exceed $ (11) in
lieu of the amount $ (12) specified.

III. The Contractor and Subcontractor mutually agree to the per-
formance of said Contract as here amended, and do release and
discharge each other from the obligations of the Contract in
conflict with this agreement.

IV. It in hereby understood and mutually agreed that not-with -
standing any other provision of this Agreement that it shall not
become effective until such time as the Department of Labor Con-
tracting Officer has reviewed and approved the execution of this
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Agreement.

STATE OF VERMONT
DEPARTMENT OF EMPLOYMENT SECURITY

Signature

(13)
Typed Name and Title

Approved As To Form SUBCONTRACTOR (14)

Attorney General's Office *Signature
State of Vermont

(15)
Typed Name and Title

, Counsel
Department of Employment Security
State of Vermont
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part I 0113(31
0100-0199 Procedural Guide #1 9/30/11

SPECIAL WORK PROJECT
SUBOONTRACTUAL AGREEMENTS

0113 Subcontract Amendments -- continued

B. Amendment to Agreement for Conduct and Administration
of Work Training Form.
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AMENDMENT
TO

AGREEMENT FOR CONDUCT AND ADMINISTRATION OF WORK TRAINING

This Agreement is entered into this day of
19 between the State of Vermont, Department of Employment
SectinTT Montpelier, Vermont, a government agency, hereinafter
called the "Contractor" and
hereinafter called the "Agency".

Whereas, on the day of 19 the
Contractor and the Agency entered into an Agreement for Conduct
and Administration of the Family Assistance Program, said Agree-
ment being designated Agreement No. and

Whereas, the allowable costs that have been and will be
incurred by the Agency under said Contract will be substantially

than anticipated at the time of the execution of the
said Agreement, and

Whereas, the Contractor and the Agency have mutually agreed
to modify certain items of said Agreement.

NOW, THEREFORE, in consideration of the promises and agree-
ments of the parties hereinafter contained, it is mutually agreed:

I. To amend and modify the proposal of the Agency attached to
and made a part of said agreement as follows:

A. The Agency proposes to provide Special Work training
for employees in accordance with the attached plan in
lieu of the number and the plan set forth in said pro-
posal.

B. The Agency proposes to provide the Special Work training
for a total cost of $ in lieu of the amount $
specified in said propose

II. To amend and modify Article 3 of said Agreement to provide
that the Contractor agrees to reimburse the Agency allowable
costs incurred in an amount not to exceed $ in lieu
of the amount $ specified.

III. The Contractor and Agency mutually agree to the performance
of said Agreement as here amended, and do release and discharge
each other from the obligations of the Agreement in conflict with
this Amendment.

IV. It Is hereby understood and mutually agreed that not-with -
standing any other provision of this Agreement that it shall not
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become effective until such time as the Department of Labor
Contracting Officer has reviewed and approved the execution of
this Agreement.

STATE OF VERMONT, DEPARTMENT
OF EMPLOYMENT SECURITY

Signature

Typed Name and Title

Approved As To Form: AGENCY:

Attorney General's Office Signature
State of Vermont

Typed Name and Title
, Counsel

Dept. of Employment Security
State of Vermont
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS'

Part I
0100-0199 Procedural Guide #1

0113
(49/30/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0113 Subcontract Amendments -- continued

C. Amendment to Directive for Conduct and Administration
of Work Training Form.
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AMENDMENT
TO

DIRECTIVE FOR CONDUCT AND ADMINISTRATION OF WORK TRAINING

To :

WHEREAS, on the 1st day of July, 1972, the Department of
Employment Security, State of Vermont, hereinafter called the
contractor issued a Directive to

hereinafter called the
Local Office, for Conduct and Administration of the Family
Assistance Program, said Directive being designated Directive
No. , and

WHEREAS, the allowable costs that have been and will be
incurred by the local office under said directive will be more
than anticipated at the time of issuance of said Directive.

NOW, THEREFORE, Directive No. is modified and
amended as follows:

Approved As To Form:

STATE OF VERMONT
DEPARTMENT OF EMPLOYMENT SECURITY

Signature

Typed Name and Title'
Attorney General's Office,
State of Vermont ACCEPTED:

By:
, Counsel

Department of Employment Security
State of Vermont
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0113(5)
970/73

SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0113 Subcontract Amendments -- continued

D. Instructions for Completing Amendment to Contract for
Conduct and Administration of Work Training
the Amendment to Contract for Conduct and Administra-
tion of Work Training Forme following guide should be
used:

1. Enter the current day of filling out the amendment.

2. Enter the current month and year.

3. Enter the complete legal name of the subcontracting
organization.

4. Enter the day on which the original subcontract
was drawn up.

5. Enter the month and year in which the original sub-
contract was drawn up.

6. Enter the assigned subcontract number.

7. If there is a change in the number of job slots,
enter the new number of employees the subcontract
is to cover.

8. If there is a change in the number of job slots,
enter the original number of employees the subcon-
tract was to cover. If Items 7 and 8 are filled out,
it is necessary to complete and attach the "Special
Work Project Training Plan" (Proposal for Special
Work Project with Vermont Department of Employment
SecuritiForm, see 0103 C).

9. If there is a change in the total cost of the
Special Work training, enter the new amount.

10. If there is a change in the total cost of the
Special Work training, enter the original amount.

11. Enter the new amount of subsidy the Department of
Employment Security agrees to give the subcontractor.
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SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0113 Subcontract Amendments -- continued

12. Enter the original amount of subsidy the Department
of Employment Security agreed to give the subcon-
tractor.

13. Enter the name and title of the Director of the
Employment Service.

14. Enter the legal name of the subcontracting organi-
zation.

15. Enter the name and title of the individual author-
ized to sign for the subcontracting organization.

0115 Subcontract Terminations. At times, it is advantageous to
terminate a subcontract. Once funds are allocated for a
specific subcontract, they are not available for other
subcontracts. Therefore, if a subcontract has vacant job
slots, its termination may be advisable so that the funds
may be used for other purposes. Another situation which
may require subcontract termination arises when the
employer/subcontractor's training is not up to par.

When subcontract termination is necessary, a SWP Subcon-
tract Termination Amendment Form must be completed. As
usual, there are three different termination forms: one
for a subcontracting organization not connected with the
State government; one for other State agencies; and one
for the Department of Employment Security (DES) local
offices.

The same basic format is used for terminations with organ-
izations not connected with the State government and other
State agencies, and they follow the same approval, copying
and distribution procedure as the first section of the
subcontract (see Section 0111). The instructions for
completing the SWP Subcontract Termination Amendment Form
are listed subsequent to the forms below.

The form used with the DES local offices follows a simpli-
fied format and must be signed only by the Director of
Employment Service. The procedure for copying and distri-
bution is the same as that for the other termination forms.
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SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0115 Subcontract Terminations -- continued

A. SWP Subcontract Termination Amendment Form for Subcon-
tracting Organizations Not Connected With the State
Government.
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SWP SUBCONTRACT TERMINATION
AMENDMENT FORM

This Agreement is entered into this (1) day of (2)
19 (2) between the State of Vermont, Department of EmplWalif-
SeZUFTTF, Montpelier, Vermont, a government agency, hereinafter
called the "Contractor" and (3)

hereinafter called the "SUbcontrac-
tor",

Whereas, on the (4) day of (5)
the Contractor and the Subcontractor entered into a
Conduct and Administration of the Family Assistance
Contract being designated Subcontract No. (6)

19 (5)
Contract for
Program, said

and

Whereas, the Contractor and the Subcontractor have mutually
agreed to the termination of said Contract.

NOW, THEREFORE, the Contractor and the Subcontractor mutu-
ally agree to release and discharge, and do release and discharge,
each other from the obligations of the Contract.

Approved as to Form

STATE OF VERMONT
DEPARTMENT OF EMPLOYMENT SECURITY

Signature

(7) , ES Director
Typed Name and Title

SUBCONTRACTOR (8)

Attorney General's Office Signature
State of Vermont

Typed tame and Title
, Counsel

Department of Employment Security
State of Vermont
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SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0115 Subcontract Terminations -- continued

B. SWP Agreement Termination Amendment Form for Other
tate gencies.
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SWP AGREEMENT TERMINATION
AMENDMENT FORM

This Agreement is entered into this day of
19 between the State of Vermont, Department of Employment
SecurUty, Montpelier, Vermont, a government agency, hereinafter
called the "Contractor" and

hereinafter called the "Agency".

Whereas, on the day of 19 the
Contractor and the Agency entered into a Contract for Conduct
and Administration of the Family Assistance Program, said Con-
tract being designated Subcontract No. and

Whereas, the Contractor and the Agency have mutually agreed
to the termination of said Contract.

NOW, THEREFORE, the Contractor and the Agency mutually
agree to release and discharge, and do release and discharge,
each other from the obligations of the Contract.

STATE OF VERMONT
DEPARTMENT OF EMPLOYMENT SECURITY

Signature

, ES Director
Typed Name and Title

Approved as to Form AGENCY

Attorney General's Office Signature
State of Vermont

Typed Name and Title
, Counsel

Department of Employment Security
State of Vermont
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SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0115 Subcontract Terminations -- continued

C. Directive for Termination Form for Department of Emplox-
ment Security Local Offices.
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TO:

DIRECTIVE FOR TERMINATION

Department

Directive
is terminated

of Employment

No.
effective

local office of the
Security.

dated

Dated this day of

19

77

19

19

State cif Vermont, Department
of Employment Security

By:
, Director

Vermont State Employment
Service
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0115(s)
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SPECIAL WORK PROJECT
SUBCONTRACTUAL AGREEMENTS

0115 Subcontract Terminations -- continued

D. Instructions for Completing the SWP Subcontract Termin-
ation Amendment Form.

1. Enter the current day of filling out the termina-
tion.

2. Enter the current month and year.

3. Enter the complete legal name of the subcontracting
organization.

4. Enter the day on which the original subcontract was
drawn up.

5. Enter the month and year the original subcontract
was drawn up.

6. Enter the assigned subcontract number.

7. Enter the name and title of the Director of the
Employment Service

8. Enter the legal name of the subcontracting organi-
zation.

9. Enter the name and title of the individual author-
ized to sign for the subcontracting organization.
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0200-0203
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MARKETING
SPECIAL WORK PROJECT

0200 Introduction. The Manpower Specialist must be familiar with
ITWITOTETElormation necessary to market Special Work Pro-
ject to potential employers. General marketing procedure
and specific procedure for marketing Special Work is util-
ized by the Manpower Specialist who makes the direct contact
in soliciting employers. A standard form letter is also
available to the Manpower Specialist to be used as the
initial contact with the prospective employer. This Proce-
dural Guide is composed of a general discussion on marketing
procedure; a form letter to potential employers soliciting
their participation in the project; and a specific check-
list to be used in marketing Special Work Project.

02 03 General Marketing Techniques and Special Work Project. In
order to market Special Work Project, the Manpower Special-
ist must utilize the basic selling techniques used to
market any product. Knowledge of the product is the most
important asset a salesman can possess. Confidence is
gained from knowledge and grows with use.

The goal is to identify the employer's need and then sat-
isfy the need. This goal is achieved by promotion, study,
analysis and presentation. Helping a businessman recognize
his problems by placing our full range of services, know-
ledge, experience and ability at his disposal will serve
this goal. The more the Manpower Specialist listens,the
better he can determine what the employer's problems and
needs are. With this knowledge he is in the position to
solve or alleviate these problems and fulfill these needs.

When making the first contact with an employer, it is desir-
able to start as high up the ladder as possible. It is
difficult to go to the principal when turned down by a sub-
ordinate. Also, an introduction by the boss usually produ-
ces a very attractive reception.

Being of service to an employer is the most important
approach. As a representative of the Employment Service,
the Manpower Specialist should offer him the full range of
Employment services. If he has any requests, they should be
referred to the proper division for action. It is impera-
tive, however, that his request be followed up prior to
calling on him again to insure action was initiated. If
results were obtained through the regular channels, the
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MARKETING
SPECIAL WORK PROJECT

0203 General Marketing Techniques and Special Work Project --
continued

Manpower Specialist should have a receptive audience on
the next visit.

0205 Initial Contact with Potential Employer. Following is a
standard form letter to be used for mailing to nonprofit
private and public employers for the purpose of soliciting
their participation in Special Work Project. Approximately
one week after mailing this letter, it should be followed
by direct contacts with individual employers.
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MARKETING
SPECIAL WORK PROJECT

0205 Initial Contact with Potential Employer -- continued

A. Sample Form Letter to Potential Employers:

Sept. 5, 1972

Dear Mr. Doe:

The Vermont Department of Employment SecUrity is
currently operating an Experimental and Demonstration
Manpower Pilot Project in order to develop and test
certain manpower operations. One goal of the program
is to provide "Special Work" experience to low-income,
unemployed individuals with families in order that
these individuals may perform work in the public
interest and simultaneously develop marketable job
skills leading to nonsubsidized employment. The aim
is to secure job "slots" among nonprofit employers
for all eligible clients. The clients to be placed in
such positions would be provided sufficient work
experience to make them acceptable for entry-level
positions in the general labor market. Among the con-
ditions attached to the arrangements are:

1. Work to be done by clients is work not now being
done.

2. Such work does not displace any present employee.

3. The work would be in the public interest.

4. The employer obligates himself to provide neces-
sary helpful supervision.

5. When possible, the employer retains satisfactory
trainees as permanent, nonsubsidized employees.

The time limit for the project is the end of the
current fiscal year. The employer may be reimbursed.
between 60% and 100% of the hourly gross wage paid to
the client depending upon the amount of supervision
and assistance which the employer can provide. The
employer will recapture a percentage of his salary
expenditure by monthly billings to the Department of
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MARKETING
SPECIAL WORK PROJECT

0205 Initial Contact with Potential Employer -- continued

Employment Security. To the extent possible, it is
hoped that trainees placed in "Special Work" posi-
tions will be able to move into a regular position with
the training employer once the trainee has been brought
to an employment level acceptable to the training
employer.

In the near future, a Manpower Specialist from this
department will be in contact with you, to ascertain
the potential in your organization for "Special Work
Slots". At that time, any questions that you may have
can be answered by our representative.

Sincerely yours,

, Director
Vermont state
Employment Service

0207 A Checklist of Suggested Marketing Techniques for Promoting
Special-Work Training. Following are some of the advantages
Special Work Project may have for an employer. One or
several points may be used to answer the objectives of a
specific employer and may be elaborated upon:

A. Low-cost help during periods of budgetary stringency.

B. A source of entry-level employees who can be trained to
an employer's unique requirements for eventual retention.

C. Increased productivity through expanded staff.

D. Increased potential for experimentation with own new
programs.

E. Provide means to test and improve employer's supervi-
sory staff training capability.

F. Source of new employees for an organization with recruit-
ment difficulties.
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0207 A Ch &cklist of Suggested Marketing Techniques for Promoting
ZWEIal Work Training -- continued

G. E ables employer to make a positive contribution to
1a eviating "hard-core" unemployment.

H. As fists the "hard-core" unemployed in becoming a self -
sustaining member of society.

I. Assists getting welfare clients off public assistance,
thus decreasing the overall tax burden.

J. Acquaints employer's staff with the multiple problems
of the "hard-core" unemployed.

K. Allows employers to participate in manpower experiment.

L. Enables an employer to review his entry-level job
requirements to determine if they are set too high.
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Part III
0300-0399 Procedural Guide #3

0300
9/11/73

ENROLLEE TIME CARDS AND
EMPLOYER'S MONTHLY INVOICES

0300 Billing Procedure. Billing to the Department of Employment
Security for Special Work is submitted monthly by the
employer on the Special Work Enrollee Time Card and
Employer's Monthly Invoice. Form E&D-666. It is composed
of the Enrollee Time Card and the Employer's Monthly
Billing Invoice. The first of these documents the hours
a trainee worked during the month. The second details the
amount of wages paid to the Special Work trainee and the
amount of reimbursement due to the employer.

A. Special Work Enrollee Time Card and Employer's Monthly
Invoice. Form E&D-666.
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VERMONT EXPERIMENTAL & DEMONSTRATION PROJECT
SPECIAL WORK ENROLLEE TIME CARD
AND EMPLOYER'S MONTHLY INVOICE

(1) Subcontractor
(3) Address
(5) Subcontract Period:

From: To:
(7) Name of Enrollee
(9) Job Title
(11)

(2) Subcontract #
(4) Invoice #
(6) Period Covered by this Invoice:

From: To:
(8) Social Security No.
(10) Hourly Rate of Pay

Date Hrs. Worked , Date Hrs. Worked Date Hrs. Worked Date Hrs. Worked Date Hrs. Worked
t

....

I
r

....

d _

(13) ENROLLEE'S SIGNATURE (12) TOTAL HRS. WORKED
co (14) SUPERVISOR'S SIGNATURE (15) DATE

(16) Hourly
Rate

(17) Total
Hours
Worked

(18) Total
Earnings

(19) Employer's
Fringe Benefits

7.

(20) Total Earnings
and Fringe
Benefits

(21) Percent of
Reimburse -

ment

i

Amounts claimed on this invoice constitute authorized payments in accordance with the terms of the negotiated cost
reimbursement subcontract.

(22) AUTHORIZED SIGNATURE
(Employer/Subcontractor)

(23) TYPED NAME AND TITLE (24) DATE

(25) INVOICE APPROVED {Manpower Specialist) (26) DATE (27) TOTAL AMOUNT OF REIMBURSEMENT EARNED THIS
BILLING PERIOD FOR THIS TRAINEE

Distribution: 2-Fiscal Section D.E.S. (original & 1 copy, both original signatures) 1 - Local E&D File, 1- Employer

VT DES E&D -666
1011 1-72
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ENROLLEE TIME CARDS AND
EMPLOYER'S MONTHLY INVOICES

0300 Billing Procedure -- continued

One original and three carbon copies of the form will be
required for each Special Work trainee covered by the sub-
contract. The employer retains one carbon copy for his
files and sends the other two carbon copies and the
original to the Manpower Specialist for his approval and
signature. The Manpower Specialist retains one carbon copy
for his files. and then sends the original and one carbon
copy. both of which should bear original, signatures, to

sthe Central Office. The Central Office sends the carbon
copy and the original to Fiscal Section for payment proces-
sing, Fiscal Section retains the carbon copy and sends the
original to the State Finance Department.

The Manpower Specialist must explain to the Special Work
employer the procedure for completing and submitting the
E&D-666 form, since the procedure is primarily the employ-
er's responsibility. For instructions in completing the
E&D-666 form, see Section 0300 B.

B. Instructions for Completing the Special Work Enrollee
Ilme Card and Employer's Monthly Invoice. Form E&D-666.
The ELD-666 form should be submitted monthly, the first
submission being 30 days :after the subcontract's
starting date. The form should be completed in the
following manner for each trainee covered by the sub-
contract:

1. Enter name of employer.

2. Enter subcontract number.

3. Enter the address of the employer (i.e., where the
training is taking place).

4. Enter the invoice number (sequential billing periods).
This should be the number starting with one (1) for
the first billing period under the subcontract, a
hyphen and a number for each enrollee (i.e., 1-1,
1-2. 1-3 etc.). The second billing period would be
2-1. 2-2, 2-3 etc.

5. Enter the beginning and ending dates of the subcon-
tract.
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ENROLLEE TIME CARDS AND
EMPLOYER'S MONTHLY INVOICES

0300 Billing Procedure -- contfi.nued

6. Enter the beginning and ending dates of the billing
period for which reimbursement is being requested.

7. Enter name of Special Work trainee occupying the
slot covered by this form.

8. Enter trainee's Social Security Number.

9. Enter the job title and D.O.T. Code for the job slot
covered by this form.

10. Enter the hourly pay rate for the job slot covered
by this form.

11. Enter the month and day of scheduled work and the
number of hours that the enrollee worked for each
day. No remarks are necessary except in the "hours
worked" block, where the following information for
paid time off authorized by the subcontract, and
the number of hours the time off re presents must
be entered:

a. Pd. Hol. paid holidays

b, Pd. S.L. paid sick leave

c. A.L. s paid annual leave

12. Enter the total number of hours the trainee worked
during the billing period, including any authorized
leave or holidays under the subcontract.

13. Trainee should enter his signature to indicate that
he was paid for the dates and hours listed.

14. The supervisor should enter his signature to indi-
cate that the trainee worked the dates and hours
listed.

15. Enter the date signed by the supervisor.

16. Enter the hourly rate of pay (same as Item 10).
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ENROLLEE TIME CARDS AND
EMPLOYER'S MONTHLY INVOICES

0300 Billing Procedure -- continued

17. Enter the total number of hours worked including
any authorized leave or holidays under the sub-:
contract (same as Item 12).

18. Enter the total earnings of the trainee in this
billing period (Item 16 times Item 17).

19. Enter the percent of fringe benefits ISaid and the
dollar amount of fringe benefits.

20. Enter the total amount of earnings (Item 18) and
fringe benefits (Item 19).

21. Enter the percent of reimbursement authorized by
the subcontract.

22. Each invoiwt *le signed by an authorized
person the employing organization.

23 U.'ter the name and address of the person authorized
LI the employing organization to sign this invoice.

24. Enter the date signed.

25. The Manpower Specialist for the E&D local office
should sign approval of this invoice.

26. Enter the date of the Manpower Specialist's
signature.

27. Enter the total amount of reimbursement due to the
employer this billing period for this trainee (Item
20 times nem 21).
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Part IV 0400-0403
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SPECIAL WORK ELIGIBILITY,
ORIENTATION,

ENROLLMENT AND DEPARTURE

0400 Introduction. When a potential client is referred to the
E&D Project, the Counselor must first determine his
eligibility by checking certain criteria pertaining to
income. employability and family size. Once a client has
been determined eligible and a suitable candidate for
Special Work training, he must be oriented to the program
so that he is aware of the project's purpose, how the
project operates. responsibilities of the enrollee and
employer. and expected program outcomes. After initial
orientation, the client is enrolled into a training job slot,
and his entry is recorded by a Trainee Status Form. When
he leaves the training job slot, the same form is used to
record his departure. This Procedural Guide describes the
procedure for determining Special Work Project eligibility,
identifies the points that should be covered in a trainee's
program orientation, and explains the function of the
Trainee Status Form.

0403 Eligibility Determination. In order to determine the eligi-
bility of a potential client, an Application Information
Record .Form MA-101 and an MA-101 Supplemental Form: PRrt C,must
be completed about the applicant. These two forms and
instructions for completing the second are listed below.

A. Application Information Record, Form MA-101.
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17_ _LintlararnPloyad
13.. -Unomployad
14....Fomily form vroyiar
71-- N ot In labor Iona in school
77- -Not in laboe force mho

36. WEEKS
UNEMPLOYED

--.-Last 17 MoT.
(al MA

COI%)

----Cotton, spilt
tungnithmci

only/

37. REFERRED BY

01_ -Is Outreach OS- -0Ihar commanItv group
07_ _NYC 11- -Coop School Gradual*
03_ -Job Corps I2-..Coop School Dtopoul
04- -., tinkle 71_,_51. S*PACO Rhob. iltctutling Stonon)
05_ Imployor 27__51. SvvIc Rahob.(AFEES)
06 _Sall 73.__Sl. SvvIce Rehab. (Loco) Board)
07- -Walk,* 31--Olhc

36. DISADVAN.

1.. - Val
7_ _No

39. REFERRAL TO TRAINING OR EMPLOYMENT
o. Accopiod rlerol b. Intolld In c. Placid

la training or job training In job

I __Vas 1- -Vas 1.. -Vas
7.. _No 7- -No 7_ -No

40 ELIGIBILITY FOR TRAINING ALLOWANCE
9__Noi Elttlibl fortNob! I. _Rgow 4_ _ Saida, NYC

7 __Aagmnltl 5_ _Incantis
3__Y ooth 6_ _Poelarno

4I.CHECK APPROPRIATE ITEN4
If ELIGIBLE FOR OTHER MOW,

I- -Subsistaaca
7- -Isonspectonon
3. -Chhar

42. BARRIERS TO EMPLOYMENT 9.. -Nona
co-...Aga too 1100^9 bi--H*4MM problem c I _ - r.hill cot Problem ill- -Gorntshm ens
7--Ag too old 7_ _parsonoI problem 7_ _Core 01 *Mr family mambo. 7_ _Odtor
__Locks ducolion, training still, 4...1tonspottotion 4_ _ Conviction ripcord

lpenenc, or hos obsoil !Rill problem

43. DATE Of INTERVIEW
Mon*. day. 4 0,0
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SPECIAL WORK ELIGIBILITY,
ORIENTATION,

ENROLLMENT AND DEPARTURE

0403 Eligibility Determination -- continued

B. MA-101 Supplemental Form: Part C
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MA-101 SUPPLEMENTAL FORM: PART C*

I. Number of jobs applicant has held in past 12 months period
Of these jobs, how many were left voluntarily

2. Highest hourly wage earned on any job prior to SWP

3. Hours worked per week on last job_

4. Household members other than applicant contributing to family income
during the past 12 months. List each member contributing. (By

family relationship, not name; that is, "wife," "husi)and," "son," etc.)

5. What are the actual number of years of gainful employment applicant
has had

6. Of these years, how many were for 6 months or less

7. Question applicant: "With your qualifications, what do you feel
would be a fair hourly wage for an employer to pay you

*This MA-10t Supplemental Form: Part C is to be filled out for all
Special Work enrollees whether they be W.I.N. or Non-W.I.N. It need

not be completed for persons who are not enrolled in Special Work.
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SPECIAL WORK ELIGIBILITY,
ORIENTATION,

ENROLLMENT AND DEPARTURE

0403 Eligibility Determination -- continued

C. Instructions for Completing the MA-101 Supplemental
Form: Part C. The MA-101 Supplemental Form: Part C is
filled out in the following manner:

1. Enter the total number of jobs the applicant has
held in the past 12 months, and the number of these
jobs which the applicant left voluntarily.

2. Enter the highest hourly wage the applicant ever
received. This does not have to be within the past
12 months.

3. Enter the number of hours the applicant worked per
week on his most recent job.,,

4. Enter each household member (except applicant) con-
tributing to family income during the past 12 months.

5. Enter the total number of years the applicant has
been gainfully employed. If he was employed for only
part of a year, it should be considered a year.

6. Of the total number of years in Item 5, enter the
number of years in which employment was six months
or less.

7. Enter the applicant's conception of a fair hourly
wage for himself.

From the information obtained by these two forms, it can be
determined whether or not the applicant meets the Special Work
eligibility criteria. A "SWP eligible" person must be a member
of a low-income family with children. The maximum allowable
income of a family who can be classified as low-income is:

FAMILY SIZE MAXIMUM ALLOWABLE INCOME

2 3,120
3 3,720
4 4,320
5 4,920
6 5,370
7 5,820
8 6,120
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0403 Eligibility Determination -- continued

For the purpose of this very basic eligibility determina-
tion. "income" may be considered as income from any and
all sources except welfare payments of any type.

Applicants considered for Special Work Project should
also have one of several characteristics. They should
either have hae. no recent work experience (although they
may have rusty work skills that need brushing up) or if
they were previously employed, unable to. retain employment
because of poor work attitudes and habits. An applicant may
also be affected by current seasonal unemployment or tempor-
ary unemployment due to the general economic downturn or in
holding status, awaiting MDTA or WIN skill training slots
currently occupied to be considered for Special Work Project.

It is necessary to mate one original and one copy of both
the MA-101 and MA-101 Supplemental C forms. The originals
are sent to the Central Office upon a client's entry into
a job training slot, and are used by the Central Office
clerk in data accumulation. They are then filed in
the client's individual file folder. The copies are
retained in the local office's Counselor's file.

I

0405 Special Work Orientation. Each trainee should receive
individual orientation to the subject of Special Work.
There should be at least one'discussion with the client
dealing specifically with the project in which the trainee
is to bt.: placed. The program orientation focuses on the
purpose of the program, how it operates, responsibilities
of the enrollee and employer, benefits and services pro-
vided for the enrollee, and expected program outcome.

Since each case is unique, the orienter (usually a Coach or
a Counselor) must be flexible in deciding when, where and
how the orientation should take place. In many instances,
there is need for more than one orientation session. At

. times, it is advantageous to continue individual orienta-
tion on-site with a trainee in order that a detailed
discussion of his particular job slot can be held. In all
cases, the orienter should be constantly aware of the

97
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0405 Special Work Orientation -- continued

client's needs, and those needs should determine the course
of orientation.

Before a trainee actually reports to his Special Work job,
he should be verbally provided with the following minimum
amount of basic information:

A. What is Special Work?

B. Why is the trainee being directed to the Special Work
job?

Row long will the Special Work job last?

D. Is there the possibility that the Special Work job
might be permanent?

E. If the Special Work job is not to be permanent, what
will be the possibility of employment after the comple-
tion of training?

F. Who is the Special Work trainee responsible to -- the
MD unit or the employer?

G. What will the trainee's relationship with the local I&D
unit be?

H. When and how much will the trainee be paid?

I. Will Special Work training lead to a salary increase
upon completion of training?

J. Are there any fringe benefits?

K. Can the employer fire the Special Work trainee?

L. What should the trainee do if problems develop in the
course of his Special Work job?

M. Who should the trainee turn to if non-work problems
arise?
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0405 Special Work Orientation -- continued

N. Now will the trainee arrange for child care, if such is
necessary?

O. What can be done if the Special Work trainee lacks an
article of clothing or piece of equipment essential to
his Special Work job?

P. What can be done for the trainee who does not have his
own transportation?

Q. Can the Trainee expect any supportive counseling from
R&D during the course of his Special Work employment?

R. Are there any other support services from which the
trainee can benefit?

It must neither be assumed that the trainee understands this
information without being told, nor that someone else has
provided such information. One person, either the Counselor
or the Coach, should be assigned to review this basic infor-
mation with each individual Special Work client.

0407 Trainee Status Form. The Trainee Status Form is designed to
record the entry into or departure from a Special Work train-
ing slot. Therefore, if a client has enrolled in four Special
Work training experiences, there would be a total of eight
Trainee Status Forms completed on him. It is necessary to
have one original and three copies of each Trainee Status
Form. In the Trainee Status Form,"termination" means eaving
the job training experience at any point, either before or
on the scheduled training completion date. For purposes of
data accumulation, (see Part VII) "terminating" is defined
as leaving the job training experience before the scheduled
training completion date, and "completarEi defined as
leaving the job training experience on the scheduled training
completion date.

Following is the form, the information it supplies (which is
filled in by a Manpower Specialist) and its distribution
procedure:

A. Trainee Status Form.
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IRom of-Tioloso

Mime

TRAINS@ STATUS
Si 0 PROJOCT

IModel Isoodly Mx

Trainee will 0 Begin, 0 Terminate, training as .. .

in the: 0 lipadal Work Contract No. .

0 Upgrading Contract No.

0 Enrichment Training ..

at

located at
Adams

Hourly Pay Rate $ .

Nature

Oceopoll000l TOG

Now of °foliation

Estimated Monthly Earnings $
Dots

POR TERMINATIONS, COMPLETE BELOW

As of this trainee LNould be classified as terminated because:
D.

1. Placed in Employment

0 With Special Works Employer 7. Cannot Locate

O In Other Employment 8. Full-Time Schooling

O Upgraded: 9. Found Own Employment

Job Me 10. Institutionalised

DOT Code 11. Returned to Welfare

Hours per week . 12. Deceased

Hourly Wage . . . . 13. Moved From Area

Employer 14. Returned to WIN

2. Discharged by Employer 15. Transferred to Other Program

3. Refused to Continue 18. Other (specify)

4. Health Reasons

3. Pregnancy

8. Transportation Problem

Distribution: 1. copy to Employer
3 copies to Central Office E 4t D Unit
1 copy to E k D Local Office

VT. Das 100 MOD 511 MI
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0407 Trainee Status Form -- continued

B. Information Supplied by the Trainee Status Form.

1. Who is being, or has been, trained: name of trainee,
his address, Social Security Number and Occupational
Title.

2. Whether the trainee is beginning or terminating
training.

3. The employing organization's name, address and
Special Work subcontract number.

4. Date when training begins or ends.

5. Client's pay rate during training.

6. If the trainee is terminating, the reason for
terminating.

C. Distribution Procedure of the Trainee Status Form.

1. The original and one copy are sent to the Central
Office. The Central Office sends the original to
Fiscal Section for payroll encumbrance and uses
the copy to provide information for the data
matrices. The copy is then filed in the client's
individual file folder.

2. One copy is sent to the employer.

3. One copy is kept in the file in the local office.
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SPECIAL WORK
TRAINING RELATED EXPENSES

AND
ENRICHMENT TRAINING

0500 Introduction. In Special Work Project, there are two
types of funds which can be used by the EILD field staff
to purchase articles and services for clients when no
other resource is available. These two funds provide
Training Related Expenses and Enrichment Training.

"Training Related Expenses" are defined as "Etpenses
incurred in providing necessary goods or services required
if a trainee is to be able to participate in Special Work
training when such required goods or services cannot be
obtained through normal means such as provisions by Social
Welfare, Vocational Rehabilitation, Employment Service or
other established means. including volunteer provisions of
such goods or services".

"Enrichment Training" in the context of EI'D Special Work
involves two approaches to dealing with trainee deficien-
cies in basic education skills and job related skills.
The former places emphasis on remedial instruction in the
"3R's" which will assist trainees to speak, read and write
with sufficient ability in these areas to function com-
petently in the performance of their employment duties.
The latter stresses training which develops employment
skills; its goal should be to provide increased competence
in the specific skills involved in performing training
jobs so as to increase chances that trainees will be
permanently retained in such jobs. Enrichment Training
funds should be utilized only when the required training
cannot be obtained locally through other funding resources.

0503 Obtainment of Training Related Funds and Billing Procedure.
The Central Office will give careful consideration to every
request for approval of Training Related Expense (TRE) no
matter how out of the ordinary the requested expenditure
might be. The purchases of automobiles, furniture or office
equipment will not be permitted, although rental of such
items will be considered. If items or services such as
dental correction, hearing aids or eyeglasses cannot be
obtained through existing channels from cooperating agen-
cies and organizations, they will be considered.

Training Related Expenses are limited to $500.00 per slot.
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0503 Obtainment of Training Related Funds and Billing Proce-
dure -- continued

Any transaction concerning Training Related Expenses must
be handled by the local unit staff. No trainee is permitted
to secure estimates, contract for goods or services or
purchase goods or services. If a trainee should take any of
the preceding steps, he will boar the full and sole respon-
sibility for such obligations. It is of utmost importance
that local unit staff members convey this information to
all E&D trainees.

The Employment Service local office Manager is the person
to recommend that the expenditure of Training Related Funds
is essential in order for a trainee to enter into or continue
Special Work training. When one Request for Approval of
Training Related Expenses Form (TRE form) is used to cover
expenses for more than one trainee, the Central Office must
be provided with a breakdown which shows the cost per item
and the precise dollar amount to be spent for each trainee.
When completing the form, the statement in the Justification
of Need for Purchase section should always be iFEFEWWia---
should include any detail which clearly shows the trainee's
need for this support from E&D Training Related Funds.
Subsequent to the following TRE form are two basic proce-
dures which cover Training Related Expenses.

A. Request for Approval of Training Related Expenses Form.
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1111411 REQUEST FOR APPROVAL OP TRAINING
awe umiak

ream Local Office Unit, Onto
Location

TO: Central Off ice, Nentreller

LOCAL OFFICE/WU/2ER: Check and sign your name after the appropriate statement

below.

The following it and/or sarvicss coating less than $19.99 have been
purchased as essential training valet:ad needs for the trainees) listed
belay. An itemised bill for each trainee is attached hereto.

amps e Signature

The following items and/or services coition more that $19.99 are recommended
as essential training related needs for the trainee(s) listed below. I shall
await csatral Office approval before purchasing them.

hanger's Signature

, Secause of a very urgent need, the following items and/or services costing
less than $19.99 have been purchased and WI for as essential training'
related needs by

Name Title
who will claim reimbursement on Form DA-11-6A "Expense Account" euhaittel.
Para THE -Ems is submitted to record this transaction for statistical purposes.

Nanapr'e Signature

DESCRIPTION AND
TRADES'S NAM QUANTITY OF COST TOTAL

ITEMS) PER ITE11(S) COST

SUBCONTRACTOR SUBCONTRACT NUMBER GRAND TOTAL

JUSTIFICATION OF NEED PCIt PURCHASE(S):

ATTACIVERTS: (Bills. Estimates; suet bear Local Office Manager's signature to
show his approval.)

Distribution: (a) Original sod two copies of this fora to the
D.E.S. Central Office, "attention RAD"

(b) One copy for Local gui_ce nu.
THE STATEMENT, SEA IS n DE COMPLETED SY CENTRAL OFFICE, ,a1a0I

The above request for expenditure of training related funds in the amount of
is approved/disapproved. If approved, please 114044 purchase described

Cross out inappropriate nerd
*hove and return this form with the bill as described in the distribution above.
Date Signed, Dirbetor"Employment Service

105



PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part V
0500-0599 Procedural Guide #5

0503(3)
9/30/73

SPECIAL WORK
TRAINING RELATED EXPENSES

AND
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0503 Obtainment of Training Related Funds and Billing Proce-
dure-- continued

B. For Purchase of Goods or Services Valued at $19.99 or
Tess. The local office Manager, Manpower Specialist,
Vallielor or Coach should telephone or personally
contact a local retailer requesting that the retailer
provide the good or service to the trainee and that
the amount of the purchase be charged to the Depart-
ment of Employment Security, State of Vermont. The
bill should be sent to the local office. The B.S.
local office Manager should add the following informa-
tion to the bill:

I. Subcontractor's name

2. Subcontractor's number

3. Trainee's name

4. A notation by the local office manager in the
following format:

"I approve this bill for payment; described
merchandise has been received."

E.S. Manager

Date

The B.S. local office Manager must submit the bill along
with one original and three copies of the THE form to
the Director of Employment Service (not to the Fiscal
Section). It is important that all bills go through the
local office. Retailers may not submit bills directly
to the Central Office.

If a trainee's need is vary urgent and the item or
service costing less than $20.00 cannot be cbarged, the
E.S. local office Manager, Manpower Specialist, Counse-
lor or Coach may pay directly for the expenditure with
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0503 Obtainment of Training Related Funds and Billing Proce-
dure -- continued

his own money. He should collect a receipt, record
the trainee's name and subcontractor's name and number,
and obtain the local E.S. office Manager's signature of
approval. He should then submit the receipt as an addi-
tional expense on the regular Department of Employment
Security Expense Account form, attaching the original
and three copies of the TEE form which should be
approved and signed by the local office Manager.

C. For Purchase of Goods or Services Costing More Than
$19.99. For goods or services which are to cost in
excess of $19.99, the Employment Service local office
manager must submit the TEE form (plus three copies)
requesting the approval of the Employment Service
Director for the proposed expenditure. Until the local
office anger receives approval from the Central Office,
no goods or services may be contracted for or purchased.

When the contemplated expenditure involves automobile
repairs costing more than $19.99, a minimum of two
itemized estimates covering cost of parts and labor
must be attached to the TEE form and presented to the
Central Office for approval. The hourly charge for labor
must be broken down.Such estimates must be from repu-
table concerns and must be submitted on the repair
facility's letterhead or billhead. Any amount in excess
of ten percent of the original estimate will not be
reimbursed. Estimates should be clearly marked "ESTIMATE"
to distinguish them from bills. Only the originals of
the estimates must be submitted with the original plus
three copies of the actual TEE Form. Additionally, the
local office should make en extra copy of all documents
for its own file.

Upon being approved and signed by the Director of
Employment Service, a copy of the TEE form will be
returned to the Manager of the originating local office.
The manager may then purchase, or delegate a staff
member to purchase, the training related item or service
requested. As previously stated, trainees are not
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0503 Obtainment of Training Related Funds and Billing Proce-
dure -- continued

allowed to made the purchase. As soon as the purchase
has been made, the local office manager must resubmit
the copy of the approved TRE form to the Central
Office with the accompanying bill endorsed as described
below:

1. Subcontractor's name

2. Subcontractor's number

3. Trainee's name

4. A notation by the local office manager in the
following format:

"I approve this bill for payment; described
merchandise has been received."

E.S. Manager

Date

There is one exception to the two basic procedures
described above. If the Training Related Expense request is
for the purchase of automobile tires or batteries, they
must be purchased from vendors with whom the State of
Vermont has negotiated blanket contracts. In such cases,
the TRE request should be submitted with delivery instruc-
tions to the E&D Central Office where the actual placement
of the order will be effected.

0505 Obtainment of Enrichment Trainin and Billi Procedure.
When an B.S. local office Manager desires to request expen-
diture of Enrichment Training funds on behalf of a Special
Work enrollee, he should use the "ENRICH.- E&D" -- Re uest
for Approval of Enrichment Training Form. The informa on
it details follows the form below.

A. ENRICH - E&D -- Request for Approval of Enrichment
Training Form.
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smaxamme air D. ion) 4,

15901sT Pat APPROVAL OP TRAIN/16

Local Off too Unit:

TO: 1.1. Director

The Inrichment ?relate( proposed below has a direct relation-
ship to the Reployability Plan drown up for tbo MID Special Rork
trainee. The following narrative is submitted as substamtiStiat
Of the proposed Enrichment ?raising as as essestial part of the
treasim's ToPloYmbility Plan: (Please specify type of trmieile .

1 SISSIM4 sod the reason for the training)

Manager's Signature:.1.0
MANS OR TVA DIU:

NINI OF SUBCONTRACTOR AND SUBCONTRACT NUMBER:

AIM

N MS OP INDIVIDUAL RIIPRISINTINO
TPA WING PACILITf:

1211211110 DATE:

. PRI USK:

MST OP TRAINING:

-Cost of Course
-Registration Fee
-Textbooks
-other

TOTAL COST

ENDING MB:

TOTAL NO. OF KM:

si
1041.

1112 STAMEN? MOW IS To BR COMM= of CINTRAL OFFICR ONLV.:

The above request for-the expenditure of larichment Trainisg funds
is the amount of $ 12 approved/disapproved.

BATS: SIGNED:
Director, -IImpsoynest service

-original & 2 copies to central off ico
-1 copy for local office file
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0505 Obtainment of Enrichment Training and Billing Procedure --
continued

B. Detailed Information of the ENRICH - E&D Form.

1. Type of training requested;

2. Reason for the training;

3. Name of the trainee to receive such training;

4. Estimated cost of training;

5. Facility where such training can be obtained (or
request Central Office assistance in locating a
training facility);

6. Starting and termination dates;

7. Subcontract number under which the trainee is
enrolled in Special Work.

He should send one original and two copies to the Central
Office and keep one copy for the local office files. Upon
receipt of the ENRICH - E&D Form, the E.S. Director will
approve or disapprove the request. A copy of the form
stating approval or disapproval will be returned to the
originating local office.

The complete billing procedure to pay for Enrichment Training
consists of an exchange of letters between the local office
Manager and a representative of the facility or organisa-
tion that will provide the training.

Once the request of the local office Manager for expenditure
of Enrichment Training funds has been approved by the E.S.
Director, he transmits the following letter to the training
facility.
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0505 Obtainment of Enrichment Training and Billing Procedure --
continued

Co Sample Letter to the Training Facility

September 10, 1971

Mr. Joe Doaks
Registrar Evening Programs
XYZ Technical School
Barre, Vermont 05641

Dear Mr. Doaks:

This is to confirm our previous telephone conver-
sation regarding enrollment of two of our Special Work
trainees, John Jones (Subcontract #5W16-067) and James
Smith (Subcontract #5W16-051) in Elementary Drafting
007 for the fall term, 1971. I understand that the cost
for the course will be as follows: books $10.00;
tuition $25.00; fees $15.00; for a total cost of
$50.00 per trainee or for both trainees, $100.00.

In your letter of acceptance of our two trainees,
please state full particulars concerning the duration
of training, weekly schedule of classes, total costs
of training for each trainee, including tuition, fees,
books, and equipment, and a description of the training
to be provided. Additionally, payment by the State of
Vermont will be expedited by prompt submission of
billing (in duplicate) to this office.

Sincerely yours,

, Manager
laiiiVille
Unit

The above letter should request provision of specific
training to specific trainees and ask that the training
facility respond to him by the letter below, providing
the subsequent information.
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0505 Obtainment of Enrichment Training and Billing Procedure --
continued

D. Sample Letter to the Employment Security Local Office
Manager.

September 30, 1971

Mr.
Manager, E D nit
P.O. Box 426
Morrisville, Vermont 05661

Dear Mr,

Thank you for your letter of September 10, 1971
regarding enrollment of your Special Work trainees,
John Jones (Subcontract #SW16-067) and James Smith
(Subcontract #SW16-051), in our evening program.

Elementary Drafting 007 begins September 13, 1971
and ends January 19, 1972. This course meets twice
weekly, on Monday and Wednesday, 7 p.m. to 8:30 p.m.
The costs per person are as follows:

Tuition $25.00
Registration fee 10.00
Required Text and Workbook 10.00
Refundable deposit on Equipment 5.00

Total $50.005

Thus, the total costs for two students would be $100.00.

The Elementary Drafting course covers the essentials
of this subject for beginners. Page 8 of the enclosed
bulletin details the course description.

Sincerely yours,

Joe Doaks, Registrar
XYZ Technical School
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0505(5)
9/30/73

SPECIAL WORK
TRAINING RELATED EXPENSES

AND
ENRICHMENT TRAINING

0505 Obtainment of Enrichment Training and Billing Procedure --
continued

E. Information Provided in the Above Letter.

1. Starting date, starting time, weekly training
schedule, and duration of the requested training.

2. Total cost of such training, including tuition,
fees, books, and other required costs.

3. A description of the content of the training to be
provided.

4. The name(s) of the trainee(s) to be enrolled.

5. The subcontract number(s) under which the trainee(s)
are enrolled in Special Work.

As soon as the E.S. local office Manager receives this
letter from the training facility, and if the cost of
training does not- exceed by more than ten percent the
estimated cost of the training stated in the initial memo
to the E.S. Director requesting approval of contem-
plated Enrichment Training, the local office manager
may make arrangements for the enrollment of the trainee.

In order for the training facility to receive Payment
for the training provided, the E.S. local office should
forward to the Central Office, "Attention E&D", copies
of the above two letters and the billing in duplicate
from the training facility or organization.

For both general recording purposes and fiscal proces-
sing, three copies of the local office Manager's letter
to the training institution must be submitted to the
E&D Central Office. The letter of response from the
training institution must be submitted in original to
the E&D Central Office.

All Enrichment Training agreements which entail more
than three (3) days of Enrichment Training will have to
be made by a contractual procedure if the intended
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Part V 0505(6)
0500-0599 Procedural Guide #5 9/30/73

SPECIAL WORK
TRAINING RELATED EXPENSES

AND
ENRICHMENT TRAINING

0505 Obtainment of Enrichment Training and Billing Procedures --
continued

instructor is a private person not connected to a
school or similar training facility. If the E.E. local
office Manager intends to submit a request for approval
of Enrichment Training lasting more than three days
and if he is unable to identify a facility, school or
institution which can provide such training, he must
contact the E&D Central Office unit before submitting
such a proposal. He requests either assistance in
identifying a facility, school or institution that
might provide such training, or assistance in securing
a contract for a qualified individual instructor to
provide such instruction on a personal basis.
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part VI
0600-0699 Procedural Guide #6

0600-0603
9/30/73

SWP CL/ENT FOLLOW-UP
AND FOLLOW-THROUGH

0600 Introduction. Client Follow-up and Follow-through are
procedures used by the E&D employability team to trace
Special Work client activity while in training (Follow-up)
and at 30, 90, and 180 days after training (Follow-through).
Follow-through procedures are carried out regardless of the
client's termination status.

In- training Follow-ups and post-training Follow-throughs
are conducted periodically on all clients to obtain
documented information on the progress of each client.
They also provide the Coach and Manpower Specialist with
information to determine whether the client is in need of
any services for which E&D can give assistance.

0603 In- Training Follow-Up for Special Work Enrollees. Follow-up
procedure requires that the E&D Coach or Manpower Specialist
visit both the client and the Special Work Project worksite
supervisor after the first two weeks of training; there-
after at three months and six months. At each visit the
Follow-up information is recorded on the form and a copy
sent to the local office. The Central Office enters the
information obtained through the In-Training Fellow-Up
for Special Work Enrollees, Form ES-805 onto a Primary
Special Work Data Matrix for the purpose of data accumula-
tion.

A. In- Training Follow-Up for Special Work Enrollees,_ Form
ES.:$05.
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IN-TRAINING FOLLOW-UP FOR SPECIAL WORK ENtOLLEES

THIS FORM IS TO BE COMPLETED BY A COACH OR MANPOWER SPECIALIST 2 WEEKS AFTER A SW WENT HAS BEGUN TRAINING; THEREAFTER. AT
3 MONTHS AND 6 MONTHS. AFTER EACH VISIT, A COPY OF THE IN-TRAINING FOLLOWUP FORM IS ID BE SENT ID Ti E Fir.D CENTRAL UNIT, AND
A RECOIL]) IS TV BE KEPT AT THE LOCAL OFFICE OF EACH VISIT.

NAME OF CUENT: NAME OF SUBCONTRACTOR: .

JOB TITLE: SUBCONTRACT Na:

DOT CODE: NAME OF SUPERVISOR:

NAME OF COACH (OR MANPOWER SPECIALIST):

DATE OF VISIT (WRITE IN APPROPRIATE BOX): END OF 1st 2 WEEKS END OF 3 MONTHS" END OF 6 MONTHS
1 i 1 1 i 1

I. SUPERVISOR INTERVIEW (DISCUSS WITH THE WORKSITE SUPERVISOR QUESTIONS SUCH AS THE FOLLOWING):

a.) S(PERVISORS ASSESSMENT OF CLIENTS
PROGRESS IN TERMS OF PUNCTUALITY
ATTENDANCE. RELATIONSHIPS ON THE
JOB, MOTIVATION. QUALITY OF WORK,
ATILT AND SELF-CONFIDENCE

b.) SUPERVISORS PERCEPTION OF CLIENTS
PROBLEMS, IF ANY

H. CLIENT INTERVIEW (DISCUSS WITH WENT THE FOLLOWING):

airs SATISFACTION OR DLSSATIS-
FACTION WITH JOB AND TRAINING

b.) DOES awn HAVE SERVICE NEEDS OR
PROBLEMS WITH WHICH MD CAN ASSIST?
WHAT?

c. 'WHAT SUPPORT SERVICES IS CLIENT PRE-
SENTLY RECEIVING?

d. WHAT IS 'THE TYPE AND AMOUNT OF 'WEL-
FARE BENEFITS CLIENT IS RECEIVING
AT THIS TIME?

. Ill. EatD CONSENTS

a.) HAVE ANY PLANS BEEN MADE TO RESOLVE CUENTS
PROBLEMS OR SERVICE NEEDS? WHAT ARE THEY?

b.) WHAT IS COMICS OR MANPOWER SPECIALISTS
ASSESSMENT OF airs PROGRESS, HIS JOB
SATISFACTION?

USE OTHER SIDE FOR FURTHER CONSENTS



PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part VI
0600-0699 Proceiural Guide #6

0605
9/30/73

SWP CLIENT FOLLOW-UP
AND FOLLOW-THROUGH

0605 Post-Training Follow-Through for SWP Clients. Follow-through
requires that an E&D employability team member contact
clients 30, 90,and 180 days after leaving Special Work
program, to assess each client's success. After each contact,
information is recorded on the Post-Training Follow-Through
for SWP Clients, Form ES-807. This form is sent to the E&D
Central Office and a copy is retained by the local office.
The Central Office enters the information obtained through
the ensuing Post-Training Follow-Through for SWP Clients
Form onto a Special Work Follow - Through Matrix, again for
TEZpurpose of data accumulation.

A. Post-Training Follow-Through for SWP Clientgl Form ES-807.
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POST:TRAINING FOLLOW:THROUGH FOR SWP CLIENTS

When a SW enrollee leaves the peogi.ini (either lvflIii1151S +or ronovloic4i, au E &l) STAT form reporting
the client's termination is sent to the mitrul indi It the client nas placed in permanent employ
ment, this information is recorded un the STAT form. Thereafter 30, 90 and 180 day followrotigh con.
tarts from the date of termin.ition ;no to he 11141de II an project leavers. A copy of the followthrough
form for each visit is to be sent to the central E&D unit. It is the responsibility of the local E&D staff to
maintain a "tickler" the noting when each contact is in be made.

CHECK ROX: Day Follow Throng!, DATE 01' CONTACT: .
as 00 MO NAME OF STAFF'

MEMBER:

MIENT ACTIVITY AT TIIIS TIME:
. -unemployed, not in labor force
unemployed, looking for work

Li -employed with SWP employer
n -_entployod with other employer
n --in other training

name of training program
type of job for which training

is being given

NAME OF' CLIENT: .

ADDRESS:

TELEPHONE NO:

DATE TERMINATED FROM SWF;

I. CLIENT INFORMATION

A. Amount and type of mato() client is presently receiving.

B. Support services client is presently receiving-

C. If client is presently unemployed, what are reasons:

D. If client has left previous job. what KaS reason for leaving:

E. If client is presently employed:

Name of employer:

Client's job title.

Hourly wage rate

Hours worked per week:

Is client satisfied with
Is client satisfied with
Is client satisfied with
Is client satisfied with

wages
job duties
supervisor
job location

Date client began job:

Employer SIC:

Client's DOT:

YES NO
El El
n n

o
n

F. Does client have any problems. or service needs for which E&D can help?

gm ara

Vt. DWI (CONTINUED ON REVERSE SIDE)

What?

ES*?
2.5M .72



H. EMPLOYER INFORMATION: If client is employed with his SW employer, contact the employer:

A. Is employer generally satisfied with client:

R. Does employer perceive any problems with client for witih 1.:&13 t an help?

III. COACH'S OR MANPOWER SPECIALIST'S COMMENTS (are any arrangements being made to give

client any support services):

1.20



Part VII
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COLLECTION AND USE
OF SWP DATA
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part VII 0700-1703'
0700-0799 Procedural Guide #7 9/30/73

COLLECTION AND USE
OF SOP. DATA

0700 Introduction. During the third fiscal year, the primary
focus of the Vermont R&D Project has been on the documen-
tation and analysis of the three years of the project's
operational experience, and on the preparation of a series
of special studies and monographs which should assist in
the design, implementation and operation of future manpower
public service employment programs. In order to make the
documentation and analysis possible, the Vermont R&D Project
established a system of data collection, processing and
storage which would accurately reflect the operational
experience of the project and would provide easy data acces-
sibility for both R&D staff members and those consultants
outside the Department of Employment Security who have
cooperated in the development of the project monographs and
reports. This Procedural Guide is an explanation of the
collection and utilization of the data involved with this
project.

0703 Data Collection. Information about the client is initially
collected by local office personnel (Counselors and Coaches)
through the medium of a series of forms. The filling out of
these forms must be carried out thoroughly and accurately,
for incomplete or faulty information will break down the
entire data system. Upon completion, the forms are supplied
to the Central Office Staff, which is responsible for the
maintenance of the data. The forms that are used for data
collection are:

A. A lication Information Record, Form MA-101. This form
s to filled out for each new enrol entering his
first, and only his first, Special Work training slot.
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MANPOWER ADosINISIIAIION
Perm MA 101 4461 APPLICANT INFORMATION RECORD

IMOD OtHIFAU NO 44 11202 2

1. CONTRACT IDENIIfICATION
*, sloe el ',coning

b. Slot. Code c. Fsscel year upped

U. Con. (Aiello) Prtml

7.46:1 1 1 I I I

(Sub}

1

2. FUNDING CODE

0

CEO

II- -Model Cult
C.._CwtP

ISpocrly/

b
A.- MDIA
a - - EqA
C.... 5.),101 suoty

_ _ 01h et ISpeciy/
.0/mmm.. IMANI

3. PROGRAM IDENTIFICATION
0I_ _MDIA-Inslikili000t
03....t.11)1A-011
OS_ _MDTACovpled
07_ Jai IAPet.tim
I I _NYC10 school
13...NYCOu1o1 school
IS -..NYC-Summer

Carers
23..Corol000 Mombtroont
2S- -Ogooniolios
2)- -,50otool loopotl

1SPoad

4. MDIA INSTITUTIONAL SEC. NO. S. WIN ONLY
I 2-,-CAA

6. LOCAL ES OffICE NO.

7g. NAME Of CONTRACTOR t 7b. ADDRESS (Amber .51re01. Cis SID*. and ZO Coda

is. OCCUPATIONAL GOAL Wane) 18b. DOT 194144)
I

04, TARGET AREA INams1 19b. CODE
I
I

10. START DATE iMo. dor. it,
s

110. NAME OF APPUCANT /14,6 Int middle 140 . 111b. PHONE NO. Ills. SOCIAL SECURITY NO.
I I

IISII 1
Ia. Acultiss iisAnbs, Sim, Cty. Soo. ord 7p Code/ 1 3. COUNTY 09 RESIDENCEa. Nom

Dot.
& year/

1b. Cod* CONORESSIO;IAL DIST.
i a. Sligo Code ;b. District No.
I 1

'19. MARITAL STATUS

1- -Novor mottled 3 -W Wow /Widower
to--otriod 4...Divorcd /legally

sporeteo

13. DATE OF
11111114

TiVio A tit

16. SEX

I Mae

1__fomet

17. HANOI. -TS.
CAPPED

1_-Yos
2. -No

MILITARY SERVICE STATUS
Discharge1- - toton
0.4:66.1__ Relict..

3_ - 01h et nanvel .
20. PRIMARY

WADE
EAMES

1 -Yes
2__No

21. HEAD Of
FAMILY OR
HEAD OF

'HOUSEHOLD

I --Yes
2 __,No

12. NO. Of DEPENDENTS
,,O_ I« -
I__ S.._

2__ 0 and -,-
3__ over

23. CHECK ONE
1 _ -Whit.
1 _ -N ogro
3_-Amer. Indian
AL. .Oriental

fpillef

24, W SPANISH SURNAME.
CHECK ONE

1- -M mitian Am erlcon
1--Puetto ikon
3__,Othot

2S. U. I.
CLAIMANT

I.-- Yes
2- -No
3__Eshoucroo

26. PUSJIC ASSI1T.
RECIPIENT

1....Yes 2_..116

E YES. LI oil

`.416. Ki

V. HIGHEST 501001
GRADE COMPLETED

211, PREVIOUS 1011 TRAINING

I - -T.1 a YES, corgi* Pe gisimaliso
b e : . . v . ,2_ -No

29. PARTICIPATION IN OTHER FEDERAL PROGRAMS

9 -None ParlicIpeled in 'died oI rolovoro Amu).

01.--MDTA cl --lob Cores I
7_ _, NYC 2- -.lob Coops II
A --.Prolect Itonsillon A - -kb Corps id

b1 ._- Operation Mainstream dl_-Nw Career
2 _Special impact 1 __Other
4 WerS Incentive-

o. Jett Tide

b, DOI (biligiI) lc. Dole completed IMo. 6 rtJ
1

I
30s. PRIMARY OCCUPATION TITLE (. any) 1306. DOT act.gt

I

316. OCCUPATION TITLE OP LAST EUUJIME 131b. DOT kiggli
- CIVILIAN JOS t

32.YEARS OF GAINFUL EMPLOYMENT

1- ..Under 1 year 1_3.9 years
2_ -1-1 years 4__10 siert

and over

33.EST1MATED AVERAGE HOURLY
EARNINGS ON LAST FULL:MAE
CIVILIAN JOS

s

34. INCOME
o. APplIcont's estimated earnings lost 12 ono/albs I-
b. Eillmated family income last 12 menthe s.,.. -.
c. Numb.. In family -
cl. Fomlly below poverty levI I - -Us 7-, -No

33. LABOR FORCE STATUS AT TIME
INIERVIEWEQ (Check only coot

I I_ _Employed toot underemployed]
11_ ..Undremplevd
13- -Unemployed
1 d....Fateily farm veir
21 .. - Nal In ieb,st 'ors at school
11_ -Not te lobo. torte ofhr

36. WEEKS
UNEMPLOYED

_ - ... tall 11 Mee.
Totem&
0:1141

--__Cuctnt spell
tunevibyld

onfe

37. REFERRED BY

01- -ES Outreach OIL _Other community group
02- -NYC 11_ -Coop School Groduale
03- -Job Corps 12..-Coop School Dropout
Od Union 11_ _Set. Service Rehab. (ItectuItleg Station)- -
OS_ _Em pley et 11_ _Sol. Service Rheb. (AFEES)
06_ _Self 23_ Sol, Srvic Rehab. (taco' Beard)

i 07- -SY 'Item 31_ -other

311. DISADVAN
TAGED

I. -..Yes
1_...t.co

i
39. REFERRAL TO TRAINING OR EMPLOYMENT

ti, Atseplod r el errei li. Enrollod .o c Placed
10 Ira ,n3rip O. lob if 4:110.ng In lob

I. _Vet I_ _yes 1- _Yes
1_Ne 7_ _No 7_ -No

40. ELIGIBILITY FOR TRAINING ALLOWANCE
9. _No, Cltgibi toe

eligible I_ ..p,0,10, 4_ _Special NYC
1 _ _,Avern enIed S- -lot ono.
3_...Youth 6_ _Portim

41. CHECK APPROPRIATE ITEMIs/
IF ELIGIBLE FOR OTHER ALLOW.

I -.5vbsslenc
2--ltonlipoterioort
3_ -09..

42. BARRIERS TO EMPLOYMENT 9_ _Non.
el_ _ape 100 young .1t1_ _t106101 problem c1 _Child toe o.oblm d 1 _ _G ece.shm eel

2_-A9 too old 2_ _0o,sonof o.oblm 7 - Cos ol ofitor forn.ly in mbor 1_ _ Odle.
d_ toots d.c.eo ..01..A9 411, 4.....lionspeclat400 4_, _Conwarion rcoed

-ogoor.enc 4, et 1,6 ebtolo tam probio..

43. DATE Of INTERVIEW
oeM & cloy. bread
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Prom NA.101 045) APPLICANT INFORMATION RECORD SUPPLEMENT

PART A ALL KWIC ASSISTANCE RECIPIENTS PART C SERVICES PROVIDED

1. FINANCIAL MD RECEIVED
I ,AIIII) J....General A Tthienc
2...AFDC 6 .AFDC and Genoa, Assisionce
3__OAA 9....0ther
4......AATIO

1. IMPLOYASIUTIT AN INVOLVES Qua** or moo Ws ai
clanabnay nodal)

...o. Coon,. ling Suppooil Sere It*:
_ _b Ocinio ion .._ e. Hel% II, Waite
,_._ c. leeleina ... I. Itheb44eNoe _ii.Olhat
.......4.1110 locnolon

2. RESIDES IN max HOUSING 1tres 2 ..Nn 2. FAMILY INCOME GROUP

..._ e. form ...b. NT:m.4

3. PARTICIPANT 01 PROJECT 1001300
(As scooted on Fain VES.1/

.. 4. 110. .. _b. No3. PARTICIPATED IN CWT AND /OR TITLE V

I....CW I 3 ..8oM C W 1 and MI. V

2 Jul. V 4 ...Neoh 4 SERVICES PROVIDED

TYPE OF SERVICE OAR

4. NUMBER OF DEPENDENTS 11Y AGE AND ARRANGEMENT MADE
FOR THEIR CARE a. COUNSELING INTERVIEWS

o. Number of dnd0i,

I.
Under
6 yes.

2.
0.15
yrs.

3.
16.21
yrs.

4.
22.64
yrs.

S.
65 yr..
& ., or

b. COUNSETING SESSIONS

c. GUIDANCE SESSIONS

d. 100 OEVEIONAENT CONTACT

. PLACEMENT IN JOB 3DATS OR LESSb. Number la/ whom co,*
Is- needed

$. FOR LOUTH On4 T AIIPLICANT LIVES WITH

1.._11eih (mnis 3 Mother 5Othr
2_ _Foihr 4 .....Guerelion I. RAC WENT IN

REGULAR )00

001 CODE
Midget

SIC
1249,1

PART II WIN APPLICANTS ONLY

6. REFERRAL CATEGORY
g. OPT iC ANT.EmPlOYER INTERVIEW

7. AMOUNT OF WELFARE CASH ASSISTANCE TO
FAMILY FOR MONTH PRIOR TO REFERRAL t___. ______ __

Is. SPECIAL PLACEMENT

S. OTHER FAMILY MEATIER ALREADY IN WIN I_ _TN 2 --No
I. REFERRED TO

SuPPORITVE
5E9 "CE

ill HEALTH

9. SEASONAL AGRICULTURAL WORKER APPROVE
FOR AFDC IN LAST $ YEARS I_ ,.YI 2 _,..No

171 REHAINtilAliON

. 131 WELFARE

II) OTHERTO. LENGTH OF TIME ON AFDC

4. Total nor. donne 1441 lie veers

y0es morons

J. fOLLOwUP CONTACT

b. COOSOCiy m since most r.cn1 approver
01 AFDC

Moss Months

11. COMMENTS

1E. OTHER lopecild

5. TRAINING REFERRALS AND ENROLLMENTS

TYPE OF TRAINING
()Alf

REFERRED ENITOttf0

0 MDIA iN51111.1f101441

b. NYC

c. NYC - mDf4 CONCURRENT

d. JOB CORPS

R. OPERATION MAINSTREAM

SIGNATURE OF INIEAviEwER 1. NEW CAREERS

a. SPCCIAi IMPACT

!ME IDAIE h. RETURN 10 SCHOOL

T. OTHER .
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part VII 0703(2)
0700-0799 Procedural Guide #7 9/30/73

COLLECTION AND USE
OF SWP DATA

0703 Data Collection -- continued

B. MA-101 Supplemental Form: Part C. This form is to be
filled out for each new enrollee entering his first,
and only his first, Special Work training slot.

125



NA-101 SUPPLEMENTAL FORK: PART C*

1. Number of jobs applicant has held in past 12 months period
Of these jobs, how many were left voluntarily

2. Highest hourly wage earned on any job prior to SWP

3. Hours worked per week on last job

4. Household members other than applicant contributing to family income
during the past 12 months. List each member contributing. (By

family relationship, not name; that is, "wife," "husband," "son," etc.)

5. What are the actual number of years of gainful employment applicant
has had

6. Of these years, how many were for 6 months or less

7. Question applicant: "With your qualifications, what do you feel
would be a fair hourly wage for an employer to pay you

*This MA-101 Supplemental Porte: Part C is) to be filled out for all
Special Work enrollees whether they be U.I.N. or flon-W.I.N. It need
not be completed for persons who are not enrolled in Special Woe:.
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part VII 0703(3)
0700-0799 Procedural Guide #7 9/30/73

COLLECTION AND USE
OF SWP DATA

0703 Data Collection -- continued

C. Trainee Status Form, ES-800. This form is to be filled
out at each client's entry into and departure from a
training slot. Therefore, each client who has left the
Special Work Project (SWP) has at least two and may
have as many as eight Trainee Status Forms, depending
upon the number of training slots entered.
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IMame of Tribe*

TRAINEE STATUS
S D PROMO'

Social Security No.

Adam.

Trainee will Begin, Terminate, training as

in the: 0 Special Work Contract No.

Upgrading contract No.

0 Enrichment Training

..........11.

Nature

I

I

OcenPational Title

at

located at on
Athireeo Data

Hourly Pay Rate $ : Estimated Monthly Earnings $

Name of Organization

FOR TERMINATIONS, COMPLETE BELOW

As of this trainee should be classified as terminated because:
Dote

1. Placed in Employment 0 6. Transportation Problem

With Special Works Employer 7. Cannot Locate

In Other Employment 8. Full-lime Schooling

Upgraded: 9. Found Own Employment

Job Title 0 10. Institutionalized

DOT Code 11. Returned to Welfare

Hours per week 12. Deceased

Hourly Wage 0 13. Moved From Area

Employer 14. Returned to .WIN

O 2. Discharged by Employer 15. Transferred to Other Program

3. Refused to Continue 16. Other (specify) , .

4. Health Reasons

o 5. Pregnancy - . ...... . - . ..... , . -

Distribution: 1 copy to Employer
3 copies to Central Office E & D Unit
1 copy to R & D Local Office

VT. DOB 128 as SOO alt 742



PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part VII
0700-0799 Procedural Guide #7

0703 (4)
9/30/73

COLLECTION AND USE
OF SWP DATA

0703 Data Collection -- continued

D. In-Training Follow-Up for Special Work Enrollees, Form
ES-805. This form fs to be filled out two weeks after
dial Work client has begun training; thereafter,
at three months and at six months (see Part VI, Section
0603).
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IN:TRAINING FOLLOW-UP FOR SPECIAL WORK ENROLLEES

THIS FORM IS ID BE COMPLETED BY A COACH OR MANPOWER SPECIALIST 2 WEEKS AFTER A SW CLIENT HAS BEGUN TRAINING; THEREAFTER Al
3 MONTHS AND 6 MONTHS. AFTER EACH VISIT, A COPY OF THE IN-TRAINING FOLLOW-UP FORM IS TO BE SENT TO THE END CENTRAL UNIT, ANt
A RECORD IS TO BE KEPT AT THE LOCAL OFFICE OF EACH VISIT.

NAME OF CU(:. .. NAME OF SUBCONTRACTOR:

JOB TITLE: . ... SUBCONTRACT NO.:

DOT CODE: NAME OF SUPERVISOR:

NAME OF COACH (OR MANPOWER SPECIALIST):

DATE OF VISIT (WRITE IN APPROPRIATE BOX): END OF 1st 2 WEEKS END OF 3 MONTHS END OF 6 MONTHS

I. SUPERVISOR INTERVIEW (DISCUSS WITH THE WORKSTTE SUPERVISOR QUESTIONS SUCH AS THE FOLLOWING):

a.) SUPERVISOR'S ASSESSMENT OF CLIENTS
PROGRESS IN TERMS OP PUNCTUALITY
ATTENDANCE RELATIONSHIPS ON THE
JOB, MOTIVATION. QUALITY OF WORK,
ATTITUDE AND SELF-CONFIDENCE

b.) SUPERVISOR'S PERCEPTION OF CLIENTS -

PROBLEMS, IF ANY

IL CLIENT INTERVIEW (DISCUSS WITH cultism THE FOLLOWING)

a.) CLIENTS SATISFACTION OR DISSATIS-
FACTION WITH JOB AND 'TRAINING

b.) DOES CLIENT HAVE SERVICE NEEDS OR
PROBLEMS WITH WHICH END CAN ASSIST?
WHAT?

c.WHAT SUPPORT SERVICES IS CLIENT PRE- .

SENTLY RECEIVING?

d.WHAT IS THE TYPE AND AMOUNT OF WEL-
FARE BENEFITS CLIENT IS RECEIVING
AT THIS TIME?

Vt. DEB

- - - ..... "

.. .. III END COMMENTS

a.) HAVE ANY PLANS BEEN MADE TO RESOLVE CLIENTS
PROBLEMS OR SERVICE NEEDS? WHAT ARE THEY?

b.) WHAT IS COACH'S OR MANPOWER SPECIALISTS
ASSESSMENT OF CLIENTS PROGRESS, HIS JOB
SATISFACTION?

USE OTHER SIDE FOR FURTHER COMMENS

MINI
UN 672



PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part VII 0703(5)
0700-0799 Procedural Guide #7 9/30/73

COLLECTION AND USE
OF SWP DATA

0703 Data Collection -- continued

E. Post-Training Follow-Through for SWP Clients. This form
is to be filled out 30, 90 and 180 days after each SWP
client has either terminated or completed training (see
Part VI, Section 0605).
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POSTTRAINING FOLLOW-THROUGH FOR SWP CLIENTS

When a SW enrollee leaves the program (either terminates or completes), an E&D STAT form reporting
the client's termination is sent to the central E&D unit. If tho client was placed in permanent employ
ment, this information is recorded on the STAT form. Thereafter 30, 90 and 180 day follow-through con-
tacts from the date of termination are to be made on all project leavers. A copy of the follow-through
form for each visit is to be sent to the central E&D unit. It is the responsibility of the local E&D staff to
maintain a "tickler" file noting when each contact is to be made.

CHECK BOX: 0 n o Day Follow-Through DATE OF CONTACT:
30 90 180 NAME OF STAFF

MEMBER: .. ......... .....

... ..... CLIENT ACTIVITY AT THIS TIME:
O unemployed, not in labor force
O unemployed, looking for work
O employed with SWP employer
O employed with other employer
O in other training

name of training program
type of job for which training

is being given .

NAME OF CLIENT:

ADDRESS:

TELEPHONE NO: .

DATE TERMINATED FROM MVP: .

I. CLIENT INFORMATION

A. Amount and type of welfare client is presently receiving:

B. Support services client is presently receiving:

C. If client is presently unemployed, what are reasons:

.

D. If client has left previous job, what was reason for leaving:

.. .... ..

E. If client is presently employed:

Name of employer: Date client began job:

Client's job itie: Employer SIC:

Hourly wage rate Client's DOT:

Hours worked per week:

F.

YES NO
Is client satisfied with wages 0 0
Is client satisfied with job duties 0 0
Is client satisfied with supervisor 0 0
Is client satisfied with job location 0 0

Does client have any problems, or service needs for which E&D can help? What?

Vt. DES

\
(CONTINUED ON REVERSE SIDE)
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. EMPLOYER INFORMATION: If client is employed with his SW employer, contact the employer:

A, Is employer generally satisfied with client: .... ....

B. Does employer perceive any problems with client for which E&D can help?

I. COACH'S OR MANPOWER SPECIALIST'S COMMENTS (are any arrangements being made to give

client any support services);

....... --
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PROCEDURAL GUIDES FOR
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS

Part VII
0700-0799 Procedural Guide #7

0705
9/30/73

COLLECTION AND USE
OF SWP DATA

0705 Practical Utilization of Data. The data is set up in such
a way that is, flexible enough to be used by a variety of

vpeople for a variety of purposes. The data is available to
staff members, the Department of Labor, consulting firms,
outside agencies and indivuduals with related interests.
The principal purpose for collecting the data is for
documentation and evaluation.

A. The Weekly Summary of E&D Project Status is a report
compiled from E&D Trainee Status forms. It is actually
a compilation of the Trainee Status file cards as it
reflects only trainee activity from the time of entrance
into training, through completion or termination. It
does not reflect the activity or changes in status of
trainees when they are no longer involved with Special
Work training.

The Weekly summary contains Upgrading information as
well as Special Work information. Upgrading is the
other component of the Vermont E&D Manpower Pilot
Project. Since it is not under the Special Work Project,
Upgrading procedures will not be discussed in this pa7t.

The Weekly Summaries are designed to give E&D staff and
other related agencies a periodic feedback of E&D's
operational status. Ensuing is a facsimile of the Special
Work portion of the Weekly Summary of E&D Project Status
Form.

1, Weekly Summary of E&D Project Status Form.
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Weekly Summary of E&D Project Status as of

TRAINEE SUMMARY - SPECIAL WORKS PUBLIC EMPLOYMENT

Currently in training

Completed training

-Completed-placed in employment

-Completed-placed in work/training programs

TOTAL PLACEMENTS

-Completed-placed in Education or Skill training

-Completed-Awaiting Placement

Terminated Training

-Good Cause

- Without Good Cause

Total Special Work Enrollments to Date

.1I1I1

IMI
.,==..

ED

TRAINEE SUMMARY - UPGRADING TRAINING

Currently in training

Completed training

-Upgraded

-Not upgraded

Terminated Upgrading training

-Good cause

- W/o good cause

Total Upgrading Enrollments to Date

E

ED

* This is a new summary category developed in response to follow -up studies
being conducted which requires those completers placed in employment be
distinguished from completers placed in employment having some work/training
feature. (Includes WIN-OJT; MDTA-OJT; Public Service Careers; Operation Main-
stream; STEP) These completers have previously been reported under "Com-
pleted - Placed in Employment". Under Dept. of Labor guidelines the number
reported in this category should be added to those immediately above to
determine successful completions & placements in employment from Special
Work Projects.
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Summary of Subcontracts and Training Riots

ACTIVE SFFCIAL WORK SUBCONTRACTS ACTIVE UPGRADING TRAINING SUBCONTRACTS

Office
Number of
Subcontracts

Number of
Slots

Slots
Filled

Number of
Subcontracts

Number of
Opportunities

Opportunities
Filled

Middlebury

St. Albans

Morrisville

Burlington

BURLINGTON DIST.

Barre-Montpelier

White River Jct.

BARRE DISTRICT

Newport

St. Johnsbury

ST. JOHNSBURY DIST.

Bennington

Rutland

RUTLAND DIST.

Springfield

Brattleboro

BRATTLEBORO DIST.

STATEWIDE TOTAL

_
.

.



PERCENTAGE SUMMARY OF FORMER SPECIAL WORK

PROJECT TRAINEES AS OF -

(Numerical Base Former Trainees to Date)

*Trainees completed and placed in employment

Trainees completed and placed in education or skill
training

Trainees completed and awaiting placement

Total former trainees completed Special Work Training

Trainees terminated before completion with good cause

Trainees terminated before completion without good cause

Total former trainees terminated before completion

=11

The "Weekly Summary of E&D Project Status" is a report com-
piled from "E&D-STAT" forms. As such it reflects only trainee
activity from the time of entrance into training, through comple-
tion or termination. Itdoes not reflect the activity or changes
in status of trainees when they are no longer involved with
Special Work training.

In other words, the assignment of a former trainee in one of
the six major project termination/classification categories is
made at the time of project leaving, and the trainee is not
subsequently reassigned unless he or she reenters the program, in
which case the totals for "currently in training" is increased.

A summary of follow-through status is attached to this report
on a bi-weekly basis and is represented in TABLES 1-3 of this
part. This follow-through summary reflects trieiTI437Went status
of each former trainee at 30, 90 and 180 days after leaving
Special Work training.

*Includes category of "Completed-Placed in Work/Training programs".

137



TABLE 1

MD Final Termination Status
as of

erm na ion = a us S 1 SW otals

Completed, Placed

Completed, Not: Placed

Additional Training

Terminated, Good Cause

Terminated, W/9 Good Cause

TOTALS
I

1

Currently in SWP Training
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TABLE 2

Follow-Through Activities as of

3 Dale
Termination Status . I k // In IV v

.
li TOTAL':'

Completed placed

Additional Training

Awaiting placement

Terminated Good Cause

Terminated 0/0 Good Cause
I

,TOTAL -

90 Days
'Termination Status I I / ; III IV 'V VI I TOTAL+

Completed Placed

Additional Training

Awaiting Placement

Terminated Good Cause

Terminated 11/0 Good Cause

-,

_

TOTAL L _

180 Days
Termination Status I II II/ ry 1 V VI TOTAL'

ompleted Placed

Additional Training

Awaiting Placement

Terminated Good Cause

Terminated 0/0 Good Cause
J

-

TOTAL
- ..

I Not Employed, Unemployed
II Employed 1I /Initial Employer

III Employed 1I /Other Than initial
Employer

IV In a Training Program

V Not Employed, Not in Labor
Fore.

VI Employed, Unknown if Initial
Employer

139



TABLE 3

Client Follow-Through Reports on
Special Work Project Leavers

for:

Completedt Placed Clients
Available
Information

Number
Employed
W/Initial
Employer

Number
Employed
W/Other
Employer

-----NUmiber

Total
Number
Employed

Not In
Labor Force
Or In Number
Training Unemploye.

At Termination

At 30 Days

At 90 Days

At 180 Days

Numr Not
Available Number In Labor Force Number

Terminated Clients Information Employed Or In Training Unemployed
1

At Termination

At 30 Days

At 90 Days

414 180 Da.s

Note: Percentages are based on available information at 30, 90, and 180 day follow-throughs:


